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INTRODUCTION
Dear Parent/Carer, Student,

It gives me great pleasure to welcome you to Dunbar Grammar.

This prospectus is the result of collaboration between Dunbar Grammar School, East 
Lothian Council, Dunbar and the surrounding communities, and the Dunbar Grammar 
Parent Council.

This school prospectus will provide you with important information about the school. 
Our school is a very special place and we believe we are lucky to work and learn in 
such a happy and supportive environment. It is our sincere hope that we can develop 
and improve upon these existing strengths.

In order to fulfil this intention the school is committed to the Dunbar Grammar School 
Vision and Values  which will be:

A caring community where you can RISE to be your best 

• Respect

• Inclusion

• Support

• Effort
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Awards Ceremony

PROMOTING SUCCESS
We are proud of our school and would be delighted if you chose to join us. 

Please do not hesitate to get in touch if you require further information or clarification 
about any aspect of the school.

Yours sincerely

 Claire Slowther.
Headteacher
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INFORMATION ABOUT THE SCHOOL

INTRODUCTION
Dunbar Grammar School is a six-year comprehensive, non-denominational and co-
educational school. It serves the town of Dunbar and the surrounding area. It is one of 
six secondary schools in East Lothian. 
The present building was opened in 1961 and is situated in an attractive site in the centre 
of Dunbar. It has spacious playground areas and a games field within the school grounds. 
The school is fully equipped for disabled access. 

The school has been completely redeveloped as part of East Lothian Council’s Private and 
Public Partnership scheme. This will be further extended to meet the needs of housing 
in 2018.

GROUP CALL/WEEKLY E-MAIL UPDATE 
Group Call allows us to text parents/carers to remind them of approaching events. 

Every Friday we send out an e-mail to parents/carers with lots of information updates.
This is then posted on the school website www.dunbargrammar.org.uk 

Anyone who does not have internet or e-mail access can request a hard copy which will 
be put in the student’s register folder on Monday morning.

Address:
Dunbar Grammar School
Summerfield Road
DUNBAR
East Lothian
EH42 1NJ

Telephone Number: 01368 863339  
Fax Number: 01368 864798
e-mail address dunbar.gs@dunbargrammar.elcschool.org.uk
School website www.dunbargrammar.org.uk

Head Teacher:  Mrs C Slowther
Depute Head Teacher  Mr E Offer (DHT Support)
Depute Head Teacher  Mr R Maxton (DHT Curriculum)
Depute Head Teacher  Mrs S Hamilton (DHT Curriculum)
School Business Manager Mr M Graven
Office Manager  Mrs J Gourlay/Mrs L Leslie

SCHOOL ROLL
The School roll for the current session 2018/19 is 958. The number of students at each 
stage is shown below.

YEAR   1   2   3   4   5   6 Total
  208 195 156 169 128 102  958
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STRUCTURE OF SCHOOL DAY

Monday to Thursday Friday

 Begin End  Begin End

Warning Bell 08.25 Warning Bell 08:25

Registration 08:30 08:40 Registration 08:30 08:40

Period 1 08:40 09:30 Period 1 08:40 09:30

Period 2 09:30 10:20 Period 2 09:30 10:20

Period 3 10:20 11:10 Break 10:20 10:35

Break 11.10 11.25 Period 3 10.35 11.25

Period 4 11:25 12:15 Period 4 11:25 12.15

Period 5 12:15 13:05    

Lunch 13:05 13.45    

Warning Bell 13.40

Period 6 13.45 14.35    

Period 7 14.35 15.25    
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SCHOOL COUNCIL

(Including Parent Council, PTA, Student Council and Staff Representatives

SCHOOL COUNCIL 2018-19
   
Joanne Bloomfield   Chair
Morag Readman   Treasurer
Judy Miller    Clerk
Michelle Mallen   DGSA Liaison
Claire Slowther   Head Teacher
Suzanne Hamilton   Acting Depute Head
Ed Offer    Depute Head
Naomi Barnes   Co-Staff Representative
Anne Marie Gibson   Co-Staff Representative

Nigel Bird    Parent Member
Dee Davison    Parent Member
Donald Davidson   Parent Member
Julia Dorin    Parent Member
Jackie Irvine    Parent Member
Janet McDougall Welch  Parent Member
Lorraine McLuckie   Parent Member
John Patterson   Parent Member
Verity Sinclair   Parent Member
Wendy Smith    Parent Member
Lawrence Tierney   Parent Member
Donna Tsang    Parent Member
Ola Wojtkiewicz   Parent Member

Jack Miller    Depute Head Boy
Ben Dorin    Head Boy
Hannah Dickson   Head Girl
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PRIMARY TRANSFER AND ENROLMENT
Most transfers to secondary school take place at the end of Primary 7 and most transfers 
are from the district Primary School associated with a particular Secondary School. Dunbar 
Grammar School is the district secondary school for five primary schools – Dunbar, East Linton, 
Innerwick, Stenton and West Barns. Such transfers are automatic and parents of Primary 7 
children will be informed of transfer procedures by the Headteachers of their Primary School.

If you wish your child to attend a non-district secondary school, information will be sent to 
your home address when your child is in P7. 
It should be noted that attendance at any associated primary does not mean transfer to the 
attached secondary school.

To ensure a smooth transfer from Primary to Secondary the children of Primary 7 visit the 
Grammar School and follow their actual timetable during a two day induction programme. The 
Integration Team delivers a programme throughout the year aimed at integrating students from 
all our Primary Schools and addressing the overall anxieties, which arise about moving to a 
large secondary school. The Team addresses these issues through a programme of discussion, 
joint activities and visits.

Grammar School Guidance staff along with Support for Learning colleagues visit the Primary 
schools and parents are invited to an evening meeting at the Grammar School to meet staff to 
discuss additional information or raise questions with regard to transfer. These events normally 
take place in May or June before transfer to the Grammar School. Any parent who is unable to 
attend the Parents meeting is invited to contact the school to make an individual appointment.

Parents who wish to enrol children during the school session should contact Mrs S Hamilton, 
Depute Headteacher, to arrange a convenient time to come to the school. An opportunity will 
be provided to see round the school. Further information about the school can be given to 
parents at this time and details of the student’s class and course can be established. A starting 
date for the student can also be discussed at this meeting.

Art Lesson
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DUNBAR GRAMMAR SCHOOL 
IMPROVEMENT PRIORITIES 2018-2019

Excellence and equity in teaching and learning, 
to raise attainment and achievement.

Develop our positive and inclusive learning 
community.

Increased future opportunities for all.
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SCHOOL UNIFORM FOR 2018-19

Our reasons for promoting school uniform can be summarised as follows:

Security – uniform allows visitors/strangers in the school to be immediately identified.

Equality – uniform provides a level playing field for all students.
 
Identity – uniform reinforces a sense of community and pride in the school.

Work ethos – Dunbar Grammar School is a place of work. Uniform helps to create an 
ethos of purposeful activity.

Uniform is monitored throughout the year by register teachers. It is particularly 
important that every student in Dunbar Grammar School always wears an item of 
clothing, which readily identifies them as members of the school i.e., tie, DGS polo 
shirt or DGS sweatshirt or DGS blazer.

Blazers, poloshirts, sweatshirts and ties can be ordered from the school office.

Certain restrictions also apply:
• Football clothing, coloured or heavily branded training shoes and jeans should not 

be worn.
• Clothing with commercial logos or written messages should not be worn.
• Shirts in bright colours or with readable logos should not be worn under a white 

shirt.
• Outdoor coats, hooded tops, hats, scarves and gloves should be removed inside 

the building.
• All jewellery should be appropriate and safe.

S1-6 Uniform 

• Formal black or grey trousers /skirt of 
appropriate length

• Black jeans (must not be ripped/torn)
• Formal white / black collared shirt
• School tie (worn appropriately)
• Navy blue, black or grey jumper 

or cardigan (hooded tops must be 
removed in school). No logos

• Black dress shoes, boots or plain 
black trainers

• Tights should be navy, black, grey or 
neutral

S1– 4 option
• White DGS polo shirt and black DGS 

sweatshirt
• Unbraided Blazer

S5&6 Prefects
• All prefects must wear a school blazer 

with braiding attached
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EXTRA CURRICULAR ACTIVITIES
We regard extra-curricular activities as a valuable part of a youngster’s educational 
experience. Many members of staff regularly give up their own time after school and at 
weekends to maintain the extra curricular life of the school.

Assistance from parents and the full co-operation of students are vital if this highly desirable 
aspect of school life is to continue.

ACTIVITIES
The range of activities, which take place, varies from year to year. These have included 
in the past:

Astronomy Club Amnesty International Basketball
Badminton Boxing Charity Committee
Chess Choirs/Vocal Group Costume Club
Dance Drama Duke of Edinburgh
Football Games Club Hockey
Homework Club Japanese Club Jewellery Making  
Model Club Mountain Biking Netball Radio Club
Reading Club Rugby School Magazine
Sewing Bee Surfing Table Tennis
Technology Club Theatre Trips Trampolining
Windband/soul/Jazz Band

FOREIGN TRIPS
In 2018, the entire 3rd year will have the opportunity to visit the Battlefields of France and 
Belgium. Financial assistance will be available for those in receipt of free school meals. 
For financial assistance please contact the school. 

We also have well established exchange links with schools in Lignieres in France and 
Spree-Neisse in Eastern Germany. 

Senior students studying German have the opportunity to undertake a work experience 
placement in this area.

In S5/6 students have the opportunity to take part in an exchange visit to California, to 
follow in the footsteps of John Muir.

In S5/6 students also have the opportunity to take part in an expedition organised by 
school staff and World Challenge.
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DUKE OF EDINBURGH AWARD SCHEME
Dunbar Grammar offers The Duke of Edinburgh’s Award Scheme to students from S3 to 
S6. The Duke of Edinburgh’s Award Scheme gives recognition for many of the activities 
that young people are involved in.

The four main sections of the Award are: -

1. Physical Recreation  e.g.  sports like football, dancing and hockey.
2. Volunteering e.g.  helping in the community, fund-raising for charity.
3. Skills e.g.  playing a musical instrument, model making.
4. Expedition e.g.  planning an expedition which involves campcraft and  
   navigation.

Presently Dunbar Grammar has over 100 students participating at the three levels of 
the Award – Bronze, Silver and Gold. Students will follow an intensive programme of 
expedition training which in the past has taken them to the Borders and Northumberland.

ACTIVITIES WEEK
The school organises an Activities Week programme during the month of May for S1, S2 
and S3 students. The programme lasts for the duration of the week and is split into day 
activities.

This week has four key aims:
• To be enjoyable;
• To allow students to experience new activities;
• To promote year-group identity;
• To develop an understanding of a Curriculum for Excellence.

S2 students will have the opportunity to take part in a week’s programme of away day 
activities. S1 students will undertake a mixture of school based thematic activities and 
away day activities during the week. S3 students visit the Battlefields of France and 
Belgium. More information can be provided by the school.

Duke of Edinburgh Award Scheme Expedition Outdoor Activities
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STAFF & ROOMS
Senior Management Team

HT                Mr C Slowther
DHT                 Mr E Offer
DHT                 Mr R Maxton
DHT              Mrs S Hamilton

    Mathematics

PT       Mr C White
                 Mr K Laidlaw
                 Mr P Morrison
                 Ms J Robinson
                 Ms J Simpson
                 Ms M Sweeney
                 Ms G Williams  

M16
M19
M17
M12
M14
M15
M13

Pupil Support

PT                     Mrs P McIntosh
                        Ms K McLuckie (PSW)
                   Mrs N Stewart (PSW)
               Mrs A Wyatt (PSW)
                     Ms M Peggie (PSW)
PT                   Mrs S Park (SFL)
                   Mrs F Payton (SFL)
PT            Ms C McDonald (Guidance)
PT               Mrs S Scott (Guidance)
PT                  Mrs S Wood (Guidance)

ASN Auxiliaries
Ms J Alexander                   Mrs J McIntyre                       
Mrs L Clark                        Mrs A Campbell                
Mrs S Smith                        Mr M Corrigan                                  
Mrs I Duncanson                 Ms H Clark                           

Social Subjects

PT           Ms L Illingworth (MST)
                 Mr D Martin (GEO)
                 Ms A McDonald (GEO)
                 Ms A Harris (HIS)
                 Mrs A Hepburn (HIS/MST)
                 Mr S McRobert (MST)
                 Mrs E Fell (MST)  
                 Mrs J White (MST)  
                
                

                  

M29
M27
M28
M33
M34
M35
M30
M32

English

PT                 Ms L Baldwin      
             Ms S Aitken      
                  Mrs R Dallas  
                     Mr C Earle        
                       Mr C Mackie 
                       Ms  K Mitchell
                Mrs S Reid
                   Mr  G Weston
                          

G12
G17
G10
G14
G13
G9
G18
G16

Expressive Arts

PT            Mrs F Cairns (ART)
                 Mrs F MacAulay (ART) 
                Mrs L Kazimoglu (ART)
                 Ms M McGee (ART)
               Ms C Gaughan (DRA)
                Ms R Kerr (DRA)      
               Mr D Ross (DRA)
               Ms R Fox (MUS)
                Mr N Paul (MUS)  
                Mr M Stewart (MUS)

T7
T11
T12
T7
G25
G26
G26
G28
G29
G27

Modern Languages

PT                 Mrs S Fallon  
                  Mrs N Barnes  
                      Mrs E Claus
                     Mrs J Kyle
                     Ms L Sinnott      
                     Mrs A Tierney

M20
M21
M22
M25
M23
M24

Music Instructors

Brass               Mr C Farren
Guitar           Mr C Day
Cello             Ms P Hair
Piano              Ms L Woodsend
Violin             Ms P Hickman
Percussion        Mr D Swanson
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Science     
               
PT Mr I Davies (CHE)
                         Mr E Easton (BIO)
                         Mr E Gray (BIO)                       
                         Mrs J McDougall-Welch (BIO)
                         Ms H Shanks (BIO)
                         Ms S Williamson (BIO)       
                         Mrs J Addie (CHE)                        
                         Mr D Dickson (CHE)
                         Mr A Ehsan (CHE)                   
                         Mrs K Whyte (CHE)
                         Mrs A Gibson (PHY)  
                         Mrs S Rolland (PHY)      
                        Ms R Jones (PHY)     

Science Technicians
                        Mrs C Mincher
                         Mrs D Burton

M6
M3
M5
M9
M4
M7
M8
M6
M10
M6
G7
G1
G2

Technologies

PT Ms E Taylor (BED)
 Mrs A Lancaster (BED)
 Ms R Weir (BED)
 Mr T Fendick (CDT)
 Mr J King (CDT)
 Mr T Whitmore (CDT)
 Mr J Williams (CDT)
 Ms L Stalker (CMP)

Technician  Mr C Craig         

G7
G5
G6
T6
G24
T5
T4
T3

Health and Wellbeing

PT               Mr P Sutherland (PE)
                        Ms L Combe (HE)                                      
                        Ms L Courtney (HE)
                        Mr S Elms (PE)
                        Mr E Fraser (PE)       
                        Mrs C Mackenzie (PE)
                        Mr S McDonald (PE)
                        Mr J Bain (RME)
                        Ms A Davidson (RME) 

HE Auxiliary  
Sports Co-ordinator  Mr C Taylor

G9
G19
G20
G8
G8
G8
G8
G11
G15

Business Manager
                    Mr M Graven

School Office
                    Mrs  K Bain
                    Mrs T Gillespie
                    Mrs J Gourlay (Office Mgr)                     
                    Mrs A Lammie   
                    Mrs H Langley                 
                    Mrs L Leslie  (Office Mgr) 
              
                            

Librarian                
 Ms R Fry

                           

Janitors
 Mr J Peebles
 Mr I McArthur
 Mr K Young

Catering Manager
 Mr  D Dean                      
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STATEMENT OF INTENT 2016–2020

INTRODUCTION
This statement of intent represents a long-term rationale for the development of Dunbar 
Grammar School and describes the values, behaviours and intentions of the school 
community over the next five years. It is based on extensive consultation with all members 
of the school community, students, parents and staff and grows out of existing good 
practice. 

CULTURE
The culture of the school will be based on the principles of dialogue, inclusion and 
mutual respect. The needs of all individuals, both students and staff, will be recognised 
and respected. The school will provide a welcoming and supporting environment for 
all parents and carers. All dealings between staff, students and parents/carers will be 
characterised by a code of common courtesy and good manners. 
Partnership and working together will underpin the future direction of the school.

We are committed to providing a service to our students who are recognised as the most 
important group within the school community. Staff will demonstrate due consideration 
and respect for their students. Students’ rights to voice an opinion will be recognised and 
staff will enter into dialogue, act upon student views and recognise student concerns. 
The efforts which members of staff make to improve the learning process and promote 
partnership will be recognised by students adopting an active role in their own learning.

We will establish a ‘low tolerance’ threshold in relation to unacceptable and anti-social 
behaviour. We aim to “keep the door open” and will explore every avenue to ensure 
that our students remain within the school community and fulfil their potential. When 
dealing with conflict situations we will seek to resolve problems by careful mediation 
and respect for the feelings of all involved.

The school will develop its existing positive links with the local community and promote 
civic pride in its achievements and reputation. All groups within the school will adopt a 
positive attitude towards learning for sustainability.

LEARNING & TEACHING
Learning and Teaching within Dunbar Grammar School will be characterised by an 
assumption of success. We will inspire students to learn and raise their aspirations to 
succeed through promoting exciting and effective classroom practices. 

Learning and Teaching will be characterised by well-organised, appropriate courses, 
which relate content to the ‘real world’. Staff should create “safe situations” where 
learners can take risks without fear of failure. Staff will make effective use of Information 
and Communication Technology to develop students as learners.
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Staff and students share responsibility for ensuring that effective teaching and learning 
takes place. Motivated students will approach their learning in an active manner making 
effective use of home study to develop an enthusiasm for life long learning. To make the 
most of the learning opportunities on offer students will be supported to take responsibility 
for their own behaviour and encouraged to see themselves as active citizens of the school 
and the community.

Members of staff will take every opportunity to offer verbal praise and recognise student 
achievement. 

CURRICULUM
The structure of the curriculum will be developed to provide all students opportunities 
to explore their talents and experience success. The place of each subject within the 
curriculum will be judged by its appropriateness to support students age and stage of 
development. 

S1-S3 will embody the principles of the Broad General Education phase as identified 
by Curriculum for Excellence. We will ensure that the transition from primary school to 
secondary school is a smooth and continuous process. Students will be challenged and 
stretched by stimulating courses and experiences. 
New curricular initiatives will be effectively embedded through careful planning and 
appropriate resources, support and time.

S4-S5 will constitute the senior phase or examination phase during which students will 
plan their program through the qualifications on offer. We will endeavour to offer a wide 
range of academic and vocational options

We will actively extend the formal curriculum through the promotion of extra-curricular 
activities. A wide variety of opportunities for students to participate in vocational learning 
both in and out of school will be created. We recognise that significant opportunity for 
the development of positive staff/student relationships can be generated through extra-
curricular participation.

SCHOOL LEADERSHIP
The management of the school is founded upon the principle that all members of staff are 
believed to be professionals with significant personal integrity. A culture of trust will be 
developed and staff will be supported to fulfil their vocation in a meaningful and satisfying 
manner. The leadership of the school will promote a collective vision for development and 
improvement which is shared and understood by all members of the school community.

Leaders at every level will lead by example displaying the key characteristics of vision, 
leadership, and accessibility, operating consistently even when under extreme pressure. 
Partnership with colleagues will be promoted by dialogue and effective communication 
based on consulting and working with others. Leaders will demonstrate a commitment
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to share good practice and to learn from others, both within and beyond their area of 
responsibility. Teachers will be encouraged and supported to observe and to share good 
practice with other teachers.

Leaders will ensure that they fulfil a supportive role to their staff and have due regard for 
their welfare. Opportunities will be sought to praise members of staff and to promote an 
ethos of achievement and celebrate of success. Peer support systems will be promoted 
and Leaders will develop sensitive means of enabling and responding to complaints.

All Leaders have an obligation to ensure that they prioritise and resolve any problems 
that impinge upon the welfare and education of children within the school. 

SUPPORT SYSTEMS
All members of the school community are entitled to support. 

The focus of student support strategies will be parental/carer consultation and involvement. 
We will find opportunities to explain and discuss information and to enter into appropriate 
and worthwhile dialogue. Confidentiality will be respected wherever possible but cannot 
be guaranteed if the welfare of a student is at risk.

We will work with our parents/carers to develop skills, which will enable them to assist 
and support their child’s development. The support systems within the school will be 
comprehensive, pro-active in nature and make effective use of integrated student support 
resources. Best use will be made of external agencies to support students and their families 
both within and outside school.

Support systems will ensure that staff and students are provided with a framework for 
learning. Personal development will be perceived as entitlement and induction will be 
provided at appropriate stages of an individual’s development.

The delivery model for personal and social education will have the express aim of 
influencing the attitudes and values of young people.

The staff development and induction process will aim to develop reflective and co-
operative individuals who can think critically and face the challenges they will encounter 
in their professional careers.

The support systems developed within the school will encourage people to take appropriate 
risks and enable them to move out of the ‘comfort zone’ which could prevent them from 
experiencing success and realising their potential. 
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ACHIEVEMENT AND ATTAINMENT 
Achievement and Attainment will be promoted, recognised and celebrated. 

Students will be encouraged and supported to realise their full potential and attain the 
highest standard of qualifications. Examination success will be seen to be a passport to 
students’ futures and of major importance to their future prospects and wellbeing. 

Achievement will extend beyond the boundaries of academic success through a range 
of formal and informal methods of recognising progress and success in all its different 
forms. Improving levels of achievement and attainment will be regarded as a means 
of measuring improvement in the quality of the teaching and learning process and the 
strength of school culture. 

Assessment will be used as a diagnostic tool and lead to a dialogue between the learner 
and the teacher to work out the next steps. When reporting student progress staff will 
provide information, which is sensitive, relevant and well informed enabling parents/
carers to take an active role in supporting their child. 

All students will be encouraged to progress to a level beyond their current stage. Teachers 
will challenge students to extend themselves beyond their current level of expectation. 
Students will have a significant personal responsibility to ensure that this opportunity is 
accepted and acted upon.

ENVIRONMENT AND RESOURCES
Dunbar Grammar School has been transformed by the Private and Public Partnership 
scheme. The redevelopment process was undertaken within a spirit of consultation and 
mutual collaboration.

The upgrading of the school is linked to enhancing the teaching and learning process 
with the central aim of providing a stimulating working environment for students, staff 
and members of the local community.

As a result Dunbar Grammar School has accommodation and facilities that are of a high 
standard and meet the needs of the 21st century learner. These include facilities for the 
disabled and wider community.
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THE SCHOOL CURRICULUM
We firmly believe that education is a lifelong process and moving from primary to 
secondary school should not be seen as a ‘fresh start’ for students in educational terms. 
We have formed strong links with our Associated Primary Schools to allow us to build 
upon the rich educational experience our students have already received and develop 
further their skills and competencies.

At Dunbar Grammar School the curriculum offered is being developed in line with the 
Curriculum for Excellence programme. Over the next few years the curriculum will be 
developed further order to ensure challenge and enjoyment, breadth, progression, depth, 
personalisation and choice, coherence and relevance.

CURRICULUM DEVELOPMENT
The new examination structure has been embedded including the National Examinations 
and new Higher and Advanced Higher examinations. We have also been developing 
Wider Achievement Awards.

Dunbar Grammar School is committed to being at the forefront of curricular development 
work and every effort will be made to inform parents/carers of the changes and how they 
affect their children through Information Evenings and newsletters.

YEARS 1-3
This involves a Broad General Education (BGE) covering all aspects / areas of the 
curriculum. There are elements of choice and personalisation in S3.

YEARS 4-6
The examination phase, or senior phase, will allow students to select an individual course 
of study, leading to National Qualifications of an academic and vocational nature.
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S1-S3 CURRICULUM
In the first, second and third years, students follow a number of faculty areas resulting in 
continued education from primary through to S3. 

Faculties include: 

English     Sciences
Mathematics    Expressive Arts
Health & Wellbeing    Social Sciences
Technologies     Modern Languages

These will vary from year to year.

Staff in departments are timetabled to work collaboratively with colleagues and students 
in our associated primary schools. Class composition is reviewed regularly.

In the mixed ability classes in S1-S3 all Faculties provide suitably differentiated work to 
ensure that the needs of all students are being met and suitable progress is being made.

In alternative years, French or German is the main modern language for the incoming 
first year students.  In session 2019/20 first year students will begin a four year course 
in French.

All students will study a course in learning how to learn and be fit for life. These are new 
courses that range from looking at how to learn, to using information technology and 
looking at aspects of health and wellbeing.

We endeavour, in conjunction with our primary school colleagues to allow students to 
build on their learning experiences of primary school. The courses offered in S1-S3 are 
designed to provide further learning opportunities and provide students with a good 
grounding in a wide range of subjects before they move on to choose their subjects for 
the senior phase (S4-S6).

Biology Lesson
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CHOOSING SUBJECTS FOR THE SENIOR PHASE
As this choice is of crucial importance for the rest of the student’s school life, and indeed 
for later life as well, it is necessary for the choice to be based on the best available 
information.

The options are only those currently available and may change according to changes in 
roll, staffing or policy. Current courses may not be available when a pupil enters S1, and 
options presently offered at later stages may not still be provided when a pupil reaches 
these stages in due course.

For S5 and S6 classes, it may not be possible to pursue all subjects through all levels from 
access across the National Qualifications Framework

Accordingly, the Guidance Department organises a full programme of information for 
students at this point:

• A Course Choice Booklet is issued to students. This gives details of Courses and 
National Qualifications, as well as information about careers and advice about the 
choice process.

• This Booklet is studied with students as part of the Social Education programme.
• Students are encouraged to seek further information from class teachers.
• Faculty Heads explain Courses to the students.
• A Parents’ Information Evening is held in the school to provide background information 

and advice to parents/carers in supporting students with course choice.
• Reports are sent to parents/carers from subject departments.
• A Parents’ Evening enables parents/carers and teachers to discuss the most suitable 

choice of subjects.

THE SENIOR PHASE (S4-S6)
The S4-S6 Curriculum at Dunbar Grammar School will be designed, in line with 
Curriculum for Excellence principles, to provide all of our students with a broad but 
balanced educational experience.

The S4-S6 Course Choice Sheet is modified on an annual basis and will be available on 
the school website in January of each year. Currently students have the option to study 
short or long courses at National 4 and 5, Higher and Advanced Higher in a number of 
subjects. Students with additional needs can access qualifications at National 1-3 and 
other qualification options.

ACADEMIES/COLLEGE/WIDER ACHIEVEMENT
The S4-S6 choice will also include the opportunity to take part in the Foundation 
Apprenticeship programme and access a number of college  opportunities in collaboration 
with Edinburgh College.
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ADDITIONAL FEATURES
All students follow programmes in the following areas:-

•    Personal and Social Education
• Social Education - study of important issues in Personal and Social Development 

which include speakers from outside agencies.
• Supervised Study
• Physical Education
• Religious and Moral Education

Private study can be directed by a particular Faculty or used by the individual for 
independent study.

Dunbar Grammar School is able to offer its students a wide range of courses at National 
level, Higher level and Advanced Higher level.

Many of our students progress directly to specialise further in five Higher level courses, 
while others may follow a combination of Higher level and National level courses. Several 
senior students opt to follow a course consisting entirely of National level courses.

It is extremely important that all students pursue a meaningful course of study in S4, S5 
and S6. Qualifications should be planned across all three years of the senior phase. They 
should set themselves realistic and achievable targets to ensure that they leave school 
with qualifications, which truly reflect their amibition and determination.
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S6 WIDER ACHIEVEMENT

 • With colleges, universities and employers increasingly demanding   
  more than just academic attainment the S6 wider achievement   
  programme aims to support students in developing a variety of   
  skills that will have a positive impact upon students well after they have  
  left Dunbar Grammar School.

 • Students in S6 are expected to select at least one wider achievement  
  experience from the prospectus provided at the start of the year.

 • Some experiences will help directly in a career that students are   
  interested in. for example working in  education, whereas others   
  are not specific to one career, but will be of interest and    
  will ultimately help contribute to enhancing vital lifelong and   
  employability skills such as leadership, organisation, independent   
  working, working to deadlines and striking a work life balance.

 • Ultimately these opportunities are designed to widen student   
  experience. Challenge students by placing responsibility on students,  
  help ease the transitionbetween school and your next step in life and  
  allow you to build on existing and develop new sets of skills.
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RME Lesson

CHAPLAINCY TEAM
The school has a Chaplaincy team representing various Churches and faiths from the 
Dunbar and the surrounding communities.

The school chaplains regularly take school assemblies with a moral and/or religious theme. 
Students have the opportunity to take part in Christmas and Easter services.

Dunbar Grammar School recognises the value of developing the students’ spiritual, moral, 
social and cultural awareness and promotes education in these areas through Religious 
Education, Modern Studies, Social Education, Assemblies and end of term services.
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ASSESSMENT AND REPORTING
Assessment and Reporting is an integral part of the cycle of effective teaching and learning.

Assessment is a regular feature of all courses and is used by teachers to monitor and track 
student performance and where necessary intervene to provide appropriate support.

Formative Assessment (AFL) is embedded in the teaching and learning process.

Full account is also taken of Primary Reports and P7 profiles when placing students.

The school has a tracking and monitoring system which provides for target setting 
interviews and regular updates for parents/carers. These updates will be sent home termly. 
Principal Teachers and Guidance will monitor and interview where appropriate.

We use a Monitoring and Tracking report to formally:

• inform students and their parents of the progress made in subjects
• inform students and their parents of strengths and development needs
• provide advice on how a student’s performance can be maintained and/or   
 improved.

The information provided in Monitoring and Tracking reports is designed to form the 
basis of discussion during Parents’/Carers’ Information Evenings and aimed at developing 
mutual support between home and school.

Features of the reporting system include

• an improved reporting format to provide parents/carers with clear and concise 
information on attainment and progress in each subject in line with national guidelines.

• a review statement produced by the student commenting on progress and how   
performance can be maintained and/or improved

• individual student interviews with guidance teachers and senior managers to review  
progress and agree targets to maintain and/or improve performance.
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A timetable for Monitoring, Tracking and Reporting is available in the School Calendar 
which is available on the school website.

National Qualification courses are made up of units (areas of study) that are taught 
throughout the year. For each unit, learners are assessed on the work they do in class.
Learners also complete a course assessment that assesses the knowledge, understanding 
and skills they have developed throughout the whole course.

For most courses, this involves an examination and an item of coursework, however some 
courses are assessed by examination only or course work only.  The majority of coursework 
is marked externally by the SQA. Examinations are marked externally by the SQA.

A copy of the assessment and assignment dates for all National Qualification subjects is 
available on the school website.

The timing of reports and parents’/carers’ evenings is designed to provide regular contact 
between the school and home throughout each students’ secondary education.

We meet with parents/carers of S3, S4 & S5 students in early February to support the 
transition of students into, and throughout, the senior school.



27

Dunbar Grammar School
Handbook 2019/2020

HOME LEARNING - THE ROLE OF PARENTS/CARERS
Parents, carers and other family members can make a real difference to a young person’s learning. 
When schools and families work together young people make better progress and are more likely 
to achieve their full potential.

How much time should be spent on learning at home?
The amount of time spent on home learning will depend on the class and the individual child. 
The amount will vary from subject to subject but will generally increase as pupils move up the 
school. Each department will explain their home learning policy to your child.

Why is learning at home important?
Learning at home helps students to:
• Reinforce and build on what they have learned at school.
• Take more responsibility for their learning.
• Learn how to organise and manage their time.
• Develop a confidence to overcome difficulties and solve problems.
• Develop their talents to achieve their full potential

HOW CAN YOU HELP?
Even if you have little time or don’t know 
much about the subject your child is
studying you can still be involved. It’s not 
your ability but a positive attitude that 
matters. People learn by explaining what 
they are learning to someone else so asking 
about homework really helps.

• Ask about home learning regularly 
– do not be put off by claims that no 
homework has been given.

• Look at the school’s website homework 
or your child’s Edubuzz site to find out 
what they have been studying: http://
edubuzz.org/blogs/dunbargrammar/

• Help your child plan their work for the 
week.

• Provide a quiet place at home free from 
distractions for your child to complete 
assignments.

• Come along to the studies skills evening 
which the school organises in the 
Winter term, the exact date will be 
posted on the website in due course.

Please feel free to contact the school if you 
have any concerns regarding home learning.

SHOW MY HOMEWORK 
Show My Homework is an online homework tracking system. It is popular with teachers, students 
and parents/carers. This has replaced paper based student diaries.
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STUDENT SUPPORT

INTEGRATED STUDENT SUPPORT
The aim of student support is to ensure we have happy, settled students who fulfil their 
potential.

We achieve this through close co-operation between the Guidance and Learning Support 
departments.

GUIDANCE STRUCTURE
In S1 each student will be placed in a register class which will determine the Guidance 
Group and Guidance Tutor the student is allocated. 

Arrangement for the Pupil Support Team
DHT    Mr E Offer
PT Pupil Support  Mrs P McIntosh
Guidance Tutors  Ms C McDonald
    Mrs S Wood 
    Mrs S Scott
PT Support for Learning Mrs S Park
Teacher Support for Learning Mrs F Payton
Pupil Support Worker  Mrs McLuckie, Mrs A Wyatt and Mrs N Stewart

As far as possible Social Education will be taught by the relevant Guidance Tutor. Every 
attempt will be made to keep siblings with the same Guidance Tutor.

Guidance Tutors meet once a week with their Head of House to discuss the needs of 
individual students.

All students will have the opportunity to meet their Guidance tutor as needed.

These meetings take the form of structured 1-1 interviews at key stages, the purpose of 
which is to

• exchange information
• identify development needs
• set targets.

Our aims can only be achieved through good communication with parents, and we firmly 
believe that the key to success lies in developing a sound partnership between home and 
the school. 

Parents are encouraged to contact the appropriate member of the Guidance Staff should 
they have any concern regarding the progress of their child.
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HOUSE SYSTEM
All students and staff, with the exception of the Senior Management Team, are in one of 
the following Houses.

House Colour

Winterfield White 
Victoria Blue 
Cromwell Yellow 
Castle Red 
Lauderdale Green

Students and teachers will be able to earn points for their house from a wide range 
of activities, both academic and informal. This will culminate in the winning house 
participating in a celebration at the end of the session. All students and new staff are 
allocated a House when they arrive in the school.
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SUPPORT FOR LEARNING
MEETING LEARNERS NEEDS

All members of Guidance, Support For 
Learning and Inclusion form the Pupil 
Support Team.
The PST works within a multi- agency 
framework to support young people and 
their families.

GETTING IT RIGHT FOR EVERY 
CHILD
(GIRFEC) builds on the foundation laid 
by For Scotland’s Children (2001) GIRFEC 
principles should underpin all existing 

policy, practice, and legislation affecting children, young people and their families. 
The approach is about how practitioners across all services meet the needs of children and 
young people and work together where necessary to ensure they reach their full potential.
In East Lothian the framework for implementing GIRFEC is the Staged Assessment and 
Intervention process.

We use the following wellbeing indicator to identify areas of concern for young people. 
We ask are they Safe, Healthy, Achieving, Nurtured, Active, Respected, Responsible and 
Included.

We provide the majority of our students with universal support and their needs can be 
met by the Pupil Support Team.

Students who require additional interventions over a sustained period will have access 
to support staff. Planning for such students is documented on a Child’s Plan, coordinated 
by their Guidance Teacher or other Lead Professional.

Learning Resource Centre
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LEARN TO SUCCEED
At Dunbar Grammar School, we provide an opportunity for a small number of students 
to participate in a unique programme of personal development – Learn to Succeed.

Students are referred by staff for a variety of reasons and will spend a minimum of 3 
periods a week working on a range of subjects, issues, topics and challenges.

The course runs for 2 years and is delivered by a range of professionals including Teachers, 
Pupil Support Workers, Family Support Workers (Integration Team) and Classroom 
Assistants.

The programme has two compulsory elements:
1. Personalised Learning Plan (consolidation of class work; completion of folios;   
 homework; past paper practice)
2. Issue-based Workshops (citizenship; relationships; health and well-being; careers;  
 thoughts and feelings; independent living; discrimination)

The third element allows students access to some of the following: 

Rural Skills

John Muir Award

Personal Fitness Programme

Relaxation and Visualisation

Outdoor Education/Camp Crafts

Cross Generation Initiative

Music/Drama/Dance Workshops

Cool Down Crew

Knitting

Wellbeing Walks

Lifeskills

Positive Destinations

Princes Trust
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STANDARDS OF BEHAVIOUR AND 
ATTENDANCE

STUDENT POSITIVE RELATIONSHIPS
Dunbar Grammar School has clearly defined standards of behaviour, which are maintained 
by the vast majority of students, thus providing a pleasant working environment in which 
to learn.

We foster self discipline in our students to show courtesy towards, and consideration 
of, fellow students, teaching and non-teaching staff and members of the public. We ask 
parents/carers to take on a major role in encouraging their children to conduct themselves 
in a way, which reflects well on their family and on their school.

When breaches of discipline occur we take positive steps to deal with them. By consistently 
applying the school’s Positive Behaviour policy the vast majority of cases of indiscipline 
are quickly and effectively dealt with within the classroom. 

The Code of Practice is regularly made clear to students.

As a student of Dunbar Grammar School, you are required to:
• Arrive on time with the necessary equipment
• Enter quietly and prepare to start lessons
• Listen to and follow instructions
• If you need help or want to answer – raise your hand and wait quietly
• Treat others and their possession’s with respect
• Follow the department Safety Code

 Our Positive Behaviour and Attendance Policy is based on best practice and adheres 
to the principles of restorative practice. We have an expectation of 90+% attendance in 
all students.
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ELECTRONIC REGISTRATION AND TRUANCY CALL
Electronic Registration covers all lessons.

In addition we use Truancy Call, an automated system, which informs parents/carers of 
any unexplained absence and lateness by text. It is, therefore, crucial that parents/carers 
telephone to inform us if a student is unable to attend or is likely to be late. Absence 
should still be followed up by a letter on the return of the student, which should be given 
to the register teacher.

Parents/Carers are expected to inform the school of any absences. This can be done in 
advance by letter e.g. for an appointment , or by a telephone call on the day of the absence. 
If any student chooses not to return after lunchtime, having not signed out, parents/carers 
are expected to call the school. This is a statutory requirement and is crucial for the health 
and safety of students

Any parent/carer who does not wish to receive a truancy call can request to be removed 
from the system by writing to Mrs C Slowther, Headteacher.

Senior Prom
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Communication

School Communication with Parents
The Children (Scotland) Act 1995 amended the definition of “parent” in the Education 
(Scotland) Act 1980 to “Parent includes guardian and any person who is liable to maintain 
or has parental responsibilities in relation to, or has care of, a child or young person”.  
Communication with parents can take many forms and has many purposes.  Schools are 
supported by East Lothian Council to use a range of ways to ensure that all parents have 
the information that they need to support their own child’s learning and to help them 
become involved in the life of the school.

Parents who no longer live together – Information 
Effective communication between the school and parents is vital.  This can sometimes 
be difficult when parents separate or divorce. If parents separate or divorce, both parents 
will normally retain parental rights and responsibilities in respect of their child, unless 
the court has specifically removed some or all of these. This will mean that in relation 
to placing requests, appeals against certain educational decisions and access to pupils’ 
records both parents will normally have an equal right to be involved. It also means 
that parents who don’t have residence of the child do not necessarily lose all rights to 
information and involvement in decision-making relating to their child.  Other people 
such as grandparents may also be awarded certain parental responsibilities or rights by 
virtue of a court order.

Schools will therefore request the names and addresses of both parents at the time of 
enrolment and at the annual update of data.  The parent/s with whom the pupil resides 
will automatically receive all communications from the school.  If a parent lives away from 
the family home they will, when the school is first informed of their address, receive a 
Recorded Delivery letter enquiring whether or not they wish to receive information about 
their child’s education.  If no reply is received it will be assumed they do not wish to be 
kept informed and there will be no further communication unless a request for information 
is subsequently received.  If they wish to be kept informed they will receive copies of 
all communications regarding the pupil including copies of reports and notification of 
Parents’ Meetings.  The parent with whom the pupil resides will be informed that this is 
happening.

The school is dependent on the parent with whom the pupil resides supplying the 
appropriate information i.e. the address of the parent not living in the family home, details 
of Court proceedings prohibiting that parent’s involvement in the child’s education or 
any other relevant documentation.  Parents/Carers should note that children can only be 
collected from school by the parent with whom they reside unless the parent/carers have 
authorised an alternative arrangement.  If someone else is to collect the pupil the school 
should be informed in advance. 
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School Ethos

Creating a Positive Ethos
Developing a positive relationships ethos in the classroom, playground and wider 
community is essential for creating the right environment for effective learning and 
teaching. Robust policies and procedures ensure a consistent approach to improving 
relationships and behaviour across the whole community.  Everyone involved in the 
school and community has a critical part to play in establishing open, positive and 
supportive relationships to ensure the wellbeing of all.  

Schools use a range of approaches to promote a positive school ethos such as, 
restorative approaches, initiatives that promote the UN Convention of the Rights for 
the Child and broad approaches to creating a Nurturing Environment within schools.  

More information can be found from the Scottish Government’s website on “Improving 
relationships and promoting positive behaviour in Scotland’s schools” at: http://www.
scotland.gov.uk/Publications/2008/04/15100117/1 

Respect for All – Anti-Bullying Policy
East Lothian is committed to creating and sustaining a safe, positive and inclusive 
environment in its Education and Early learning and Childcare Settings where respect 
is shown to and is given by all of its children, young people, staff and parents/carers.  

Respect for All - Anti-Bullying Policy has a role to ensure a consistent approach across 
East Lothian in line with the Scottish Government’s National Approach to Anti-Bullying 
for Scotland’s Children and Young People.  All schools adhere to this one policy in 
relation to Anti-bullying issues.  

Anti-bullying East Lothian (A.B.E.L)
Anti-bullying East Lothian (A.B.E.L) is located at the Brunton Hall, Musselburgh.  
A.B.E.L is a voluntary organisation and offers information and support to the young 
person and schools.  

Further information can be found at: http://antibullyingeastlothian.org.uk
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Parental Involvement

Parent Forum and Parent Council 
The Scottish Schools (Parental Involvement) Act 2006 encourages and supports more 
parents/carers to become involved in their children’s education. The main aims of the 
Act are to:
• Help parents/carers become more involved with their child’s education and 

learning.
• Welcome parents/carers as active participants in the life of the school.
• Provide easier ways for parents/carers to express their views and wishes.

All parents/carers are automatically members of the Parent Forum at their child’s 
school and will be entitled to have their views represented to the school, education 
authority and others, through a representative Parent Council for the school.    As a 
member of the Parent Forum, parents/carers will have a say in selecting their Parent 
Council (the representative body) to work on behalf of all parents/carers at the school.   

The role of the Parent Council is to:
• Support the school in its work with pupils
• Represent the views of all parents/carers
• Encourage links between the school, parents/carers, providers of nursery education 

and the community
• Consult with and report back to the Parent Forum.
• Be represented on the Appointment Panel to select a new Head Teacher or Depute 

Header Teacher 

East Lothian Council’s Parental Engagement Strategy 2017 aims to ensure that all 
parents and carers are encouraged and supported by all school staff to engage as 
partners in their children’s learning and to become involved in the life of the school,  
with parents and young people being given the opportunity to influence and shape 
education policy.   All schools and local authorities are required to report on its work 
to promote and improve Parental Engagement as part of the National Improvement 
Framework annual planning and reporting cycle.  Parental engagement will also be a 
key focus of any Education Scotland Inspection/Care Inspectorate Inspection, School 
Review visits and East Lothian Annual Parental Engagement Consultation.  

The Parental Engagement Strategy and further information on Parent Councils can be 
found at:-
https://www.eastlothian.gov.uk/info/210557/schools_and_learning/12100/parental_
involvement

For more information on the Parental Involvement Act or to find out about Parents 
as Partners in their children’s learning contact the school or Bev Skirrow, Principal 
Officer, Resources and People Services, telephone number 01620-827228 or by 
e-mailing bskirrow@eastlothian.gov.uk or  view the Parentzone website 
https://education.gov.scot/parentzone
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Head Teachers now have a legal obligation to consult with their Parent Council to establish 
what they would like included in the School Handbook and ensure it is incorporated.    
Discussions should take place at Parent Council meetings and any decisions taken must 
be reflected in the school handbook.   

National Parent Forum of Scotland
Parent Councils across Scotland have nominated people to represent their local authority 
area as members of the National Parent Forum of Scotland (NPFS).
The NPFS was set up to give Parent Councils and parents an opportunity to discuss and 
raise educational issues of mutual interest or concerns at a national level.
The Forum works in partnership with national and local government and other organisations 
involved in education and wellbeing issues to represent parents, with the aim of helping 
every pupil maximise his/her potential.

CONNECT
Connect is the national organisation for Parent Teacher Associations (PTAs) and Parent 
Councils (PCs) in Scotland and runs an independent helpline service for all parents.  You 
can contact the Scottish Parent Teacher Council by telephone 0131-474-6199, by e-mail 
info@connect.scot, the website https://connect.scot/ or write to Connect, Mansfield 
Traquair Centre, 15 Mansfield Place, Edinburgh, EH3 6BB.  East Lothian Council takes 
out an annual membership with Connect for their Parent Councils and this membership 
provides public liability insurance.  

East Lothian Association of Parent Council Members
This Association meets approximately twice a term and is chaired by a parent and a 
representative is invited to attend from every Parent Council.  Local and national matters 
are discussed and views and feedback are sought on a range of issues from parents/carers.  
The Head of Education and the Parental Involvement Officer attend these meetings.
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The Curriculum

Curriculum for Excellence
Schools follow the principles and practice of Curriculum for Excellence.  This 3-18 
curriculum aims to ensure that all pupils will be successful learners, confident individuals, 
responsible citizens and effective contributors.  These four main aims are referred to as 
the Four Capacities and underpin the work that schools do.  Curriculum for Excellence 
comprises 8 curricular areas consisting of: Expressive Arts, Health and Wellbeing, 
Languages (including English, Gaelic, Classic and Modern Languages), Mathematics, 
Religious and Moral Education, Sciences, Social Studies and Technologies.

The curriculum is expressed in learning experiences and outcomes for learners.  The 
principles of challenge and enjoyment, breadth, progression, depth, personalisation 
and choice, coherence and relevance inform the learning of all pupils  All pupils will 
be encouraged at all stages to think about why they are learning a particular topic and 
how associated skills can be used in real life and in other areas across the curriculum.  
All pupils are engaged with teachers in planning and assessing aspects of learning and 
often have the choice of topics and ways to present their learning.  Whilst there are eight 
subject areas learning will often be linked across subject areas to help children apply 
their knowledge and skills in new and different situations.

Further information on Curriculum for Excellence can be found at: 
https://education.gov.scot/parentzone/

Other areas which can facilitate enhanced learning opportunities for pupils include: 
• Instrumental Music Tuition
• Drama provision/Theatre
• Educational visits in museums/projects.
• Study Support and After School Activities
• Sport
• School Library Service

https://www.eastlothian.gov.uk/info/210557/schools_and_learning

Outdoor Education
Outdoor Education is provided to schools through the East Lothian Outdoor Learning 
Service based in Musselburgh.  The Outdoor Learning Service provides high quality, 
safe and sustainable outdoor learning opportunities.  The service promotes progressive 
experiential learning and the benefits of healthy lifestyles.  It responds to the needs of East 
Lothian schools and the wider community, delivering outdoor learning in an effective, 
inspirational and motivating manner.

Educational Excursions
Educational Excursions are designed and planned in accordance with the East Lothian 
Council’s comprehensive Guidelines.  



45

Dunbar Grammar School
Handbook 2019/2020

Religious Observance
Religious Observance provides opportunities for the school community to reflect upon 
and develop a deeper understanding of the dignity and worth of each individual, and 
their contribution to the school and wider communities. 

There is, however, a statutory provision in section 9 of the 1980 Act for parents to 
withdraw their children from participation in RO. This right should always be made 
known to parents and their views respected. Parents should be provided with sufficient 
information on which to base a decision about exercising this right. 

The Scottish Government considers that Religious Observance complements other 
aspects of a pupil’s learning and is an important contribution to pupils’ development. 
It has an important part to play in the development of the learner’s four capacities: 
a successful learner, confident individual, responsible citizen and an effective 
contributor It should also have a role in promoting the ethos of a school by bringing 
pupils together and creating a sense of community. Schools are therefore encouraged 
to inform parents of this without applying pressure to change their minds. 

There is no equivalent statutory right to withdraw afforded to children and young 
people. However schools should include children and young people in any 
discussions about aspects of their school experience, ensuring their views are taken 
into account. Doing so is in line with the Children and Young People (Scotland) Act 
2014 and is especially relevant as children and young people become older and take 
more responsibility for their own learning.
 
Where a parent chooses a denominational school for their child’s education, they 
choose to opt in to the school’s ethos and practice which is imbued with religious 
faith and religious observance. In denominational schools, it is therefore more difficult 
to extricate a pupil from all experiences which are influenced by the school’s faith 
character. 

Where a pupil is withdrawn from religious observance, schools should make suitable 
arrangements for the pupil to participate in a worthwhile alternative activity. In no 
circumstances should a pupil be disadvantaged as a result of withdrawing from 
religious observance. 
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Assessment and Reporting

What is meant by assessment? 
Assessment is carried out to see what children and young people know, understand and 
are able to do. Assessment is very important for tracking progress, planning next steps, 
reporting and involving parents, children and young people in learning.
Assessment covers:
• The ways teachers support and assess children’s learning and monitor progress and 

identify next steps in learning.
• Reporting to parents/carers, in writing and in discussions, to help them understand 

their child’s progress and what they can do to help their child’s learning.
• Formal recognition of a child or young person’s achievements through profiles and 

qualifications.
• Recognising our children’s achievements through a range of new qualifications in 

the senior school, which build on everything they have accomplished throughout 
their schooling.

What is assessed? 
Assessment is a way of supporting learning. It helps teachers, learners, parents and others 
to understand the depth and breadth of learning undertaken so that progress and next 
steps can be discussed and planned.
There are eight curriculum areas (containing a range of subjects). Each curriculum area 
is broken down into a set of experiences and outcomes (often referred to as Es and Os):
• The Experience describes the learning
• The Outcome represents what the learning will achieve. This is often explained, from 

the pupil’s perspective as an ‘I can....’, ‘I am able to....’

Teachers will assess what children know, understand and are able to do within the 
experiences and outcomes. Teachers will assess each learner’s progress and achievements 
in:
• Knowledge and understanding
• Skills
• Attributes and capabilities

There are also three key areas which are covered by all teachers/practitioners:
• Literacy across learning
• Numeracy across learning
• Health and wellbeing across learning

Reporting across East Lothian Schools 
East Lothian Council is committed to providing you with information about your child’s 
progress and achievements, including their next steps in learning, to support your 
involvement in their education and learning. This information will include the latest 
Curriculum for Excellence level achieved in literacy and numeracy. Head Teachers and 
staff will include this information within the school’s current arrangements for reporting 
on your child’s progress and achievements in literacy and in numeracy. 
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Your child’s progress is not only based on ‘tests’ but on the learning that takes place within 
the classroom and in different settings outwith the classroom.

Evidence of children and young people’s progress and achievements will come from day 
to day learning and through the things they may write, say, make or do. For example, 
evidence may emerge as a result of children and young people taking part in a presentation, 
discussion, performance or practical investigation. Evidence could also be a drawing, 
report, or piece of art work that they have produced. Evidence may be captured as a 
photograph, video or audio clip as part of a particular learning experience.

Gathering evidence
Evidence of progress and achievement can be gathered by: 
• children and young people through self-assessment. They will be encouraged and 

supported to look at and revisit their own work, to develop a better understanding of 
what they have learned, and what they need to work on.

• fellow pupils (peers) through peer assessment. Children and young people will be 
encouraged and supported to work together with others to assess what is good about 
their work and what needs to be worked on.

• teachers, parents and others who can help identify and support their next steps in 
learning.

How do teachers report on your child’s progress? 
Progress is now defined as “how much” and “how well” your child is learning, and not 
solely on “how fast” although pace is still important.  The curriculum is designed to 
enable your child to achieve greater breadth and depth of learning whilst also securing 
the development of skills and knowledge.  

There is a range of ways in which your child’s teacher reports on his/her progress.  Here 
are a few examples:
• ““Learning Stories” are used to build a picture of progression for your child in each 

curricular area. 
• Reporting is used to sum up your child’s progress in learning across the curriculum. 

This can be done in a variety of ways including parent/pupil consultations, short 
regular reports, learning journals, end of year reports.

• E-portfolios are used to provide ongoing evidence of your child’s progress. 

All learning is a journey of progress, which is rarely linear and takes many routes and 
pathways.  Your child may take longer to progress in some areas in order to ensure the 
security that will enable them to make progress confidently.  

Teachers will report also on your child’s effort and also on the level of support given.
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When do schools assess? 

As part of ongoing learning
Children and young people’s progress, strengths and needs are assessed as part of day-
to-day learning and teaching. Teachers and others do this by, for example, watching and 
listening to learners carrying out tasks, by looking at what they write or make and by 
considering how they answer questions.  Children and young people will be involved in 
planning their next steps in learning.

Time to time (periodically)
From time to time, teachers will assess children and young people’s progress and 
achievements in order to be able to plan ahead and to record and report on progress. 
This will help to ensure that their progress is on track and that any necessary action is 
taken to support their learning.

At key points, transitions
Transitions are the moves children and young people make, from home to early learning 
and childcare settings, from stage to stage (and through Curriculum for Excellence levels) 
from primary to secondary, to further or higher education and employment. Sharing of 
assessment information with parents is important to ensure all learners are supported and 
have a positive experience. Information about a learner’s progress and achievements will 
be passed on to make sure that their broad general education and senior phase continue 
uninterrupted at the correct level and at an appropriate pace for them. 

Where can I find out more information about assessment and reporting? 
Your child’s school will be able to provide you with more information on how they carry 
out specific assessments and how they report on your child’s progress.

Scottish National Standardised Assessment (SNSA)
All our schools use Scottish National Standardised Assessment to support professional 
judgement about pupil’s progress in literacy and numeracy.  These assessments are used 
in conjunction with other assessment activities and the resulting data is not used in 
isolation to determine the pupil’s knowledge, skills and ability.  These assessments take 
place in P1, P4, P7 and S3.  
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Transitions

Enrolment  
If you want your child to go to their catchment school, you should register your child 
directly with that school.  You will need to provide your child’s birth certificate and two 
pieces of proof of residence showing your current address (one of which must be your 
most recent council tax assessment letter or book and a recent utilities bill dated within 
the last six months).  For pupils due to start Primary 1, you must show these at the school 
by the beginning of December, prior to your child starting school in the following August 
(please contact your catchment school to check enrolment days). This allows the Business 
Unit within Resources and People Services to give your child, as a resident in the school’s 
catchment, priority for a place.  

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

School Catchment
Every school has a catchment area; each catchment area has clear boundaries.  Children 
living in the catchment area are given priority for places in this school.  Entitlement to a 
place in a school is based on home address and not on attendance at an associated school 
or nursery class.  In some areas there are separate Catholic schools available for parents 
wishing their child to be educated in this type of school.  Children living in the catchment 
area and baptised in the Catholic faith are given priority for places in this school.

Each primary school in East Lothian feeds into a corresponding secondary school. The 
boundary lines for each primary and secondary school catchment area in East Lothian for 
the most remain so since circa 1980’s, and were originally recorded on printed copies 
of A-Z street maps and Ordnance Survey Maps.  To improve accessibility of information, 
each school catchment area map was re-digitised for public use on the East Lothian 
Council’s website, as approved by Education Committee in May 2011.

The catchment boundary lines are available to view via:  https://www.eastlothian.gov.uk/
info/210557/schools_and_learning

There are no catchment boundaries for nursery provision.

Pupil Placement
The law allows parents to express a preference for a different school (such a school is 
often referred to as a non-catchment school) rather than placing their child in their local 
school.  The Council is obliged to grant a placing request wherever possible.  While most 
requests are granted in some cases this is not possible.  The Council can only refuse a 
placing request if any of the criteria as per Section 28A (3) Education (Scotland) Act 1980 
is met.  If a placing request is refused the parent has the right to appeal this decision.  
An appeals panel will hear the appeal and if they come to the conclusion that they do 
not think the grounds of refusal quoted stand or that even though the grounds of refusal 
stand it is still inappropriate to refuse the place, they can overturn the decision and the 
child would be allocated a place in that school.
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Pupil placement process must meet set timescales, all requests received by 15 March 
must be considered at the same time.  Parents must receive the outcome of their request 
before the end of April.  If a school is oversubscribed detailed reports outlining all the 
placing requests for that school are presented to the Head of Education for approval. 

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

Reserved Places/Roll Capping in Schools
Resources and People Services obtains information on the migration of pupils to inform 
where we may need to reserve places for incoming catchment pupils.  Reserving places 
is crucial in areas where there are high levels of house build or high migration into 
catchment.  This also informs whether it will be necessary to roll cap certain stages within 
a school or the whole school to maximum number.

The Senior Phase – Developing Scotland’s Young Workforce
The Commission for Developing Scotland’s Young Workforce was set up in January 2013 to 
provide recommendations to Scottish Ministers on how Scotland’s approach to vocational 
education and training could be improved, and how the Scottish Government could get 
more employers involved in all aspects of education and employing more young people.

In June 2014, the Commission published its final report entitled “Education Working for 
All” which sets out 39 recommendations.  

Many of these recommendations are of relevance to school-age young people, including 
that:
• Preparing all young people for employment should form a core element of Curriculum 

for Excellence.
• Senior phase pathways should include industry-recognised vocational qualifications 

alongside academic qualifications.

Curriculum for Excellence, as a whole, is about providing learners with the range of 
learning pathways that meet their individual needs and aspirations and prepare them for 
learning, life and work.  The Commission’s recommendations sit well with these aims and 
will be taken forward within the context of Curriculum for Excellence in schools, building 
on the wide range of work that schools and their partners are already doing in this area.
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Support for Pupils

Inclusion and Equality 
East Lothian Council will meet the needs of children and young people who 
experience barriers to learning as a result of additional support needs, disability or 
factors impacting on their wellbeing.

The legislative and policy landscape includes, but is not limited to, the following: 

• The Education (Additional Support for Learning) (Scotland) Act 2004 (and 
subsequent amendment in 2009) outlines the concept of Additional Support Needs 
and the functions and duties that are placed on education authorities to identify 
and support those needs.

• The Children (Scotland) Act 1995 represented a fundamental shift in emphasis 
from parents having rights over children to the principle that parents have 
responsibilities towards their children. The Act also made it essential that local 
authorities, NHS Health Boards and all professionals and agencies work in 
collaboration to provide integrated services for children and families. 

• The Standards in Scotland’s Schools etc. (Scotland) Act 2000 requires education 
authorities to provide education for all children in mainstream schools, except 
under certain circumstances. In addition, it placed a new duty: to secure that the 
education is directed to the development of the personality, talents and mental 
and physical abilities of the child or young person to their fullest potential and to 
involve them in decisions, which will affect them significantly. 

• The Education (Disability Strategies and Pupil Records) (Scotland) Act 2002 
requires schools to make reasonable adjustments for the needs of disabled children 
and ensure they must not discriminate against disabled children. The Education 
Authority must prepare and implement an accessibility strategy to increase the 
access of its disabled pupils to the curriculum, extra-curricular activities, to school 
buildings and to information. 

• Supporting Children’s Learning: Code of Practice (third edition) 2017 explains the 
duties placed on Education Authorities and other agencies to support children and 
young people’s learning. It provides guidance on the ASL Act’s provisions as well 
as on the supporting framework of secondary legislation. 

• The Equality Act (2010) simplified and strengthened previous protections for 
children and young people with ‘protected characteristics’ (e.g. age, race, disability 
and sexual orientation) from discrimination. This strengthened inclusion in 
education, including school trips and activities, for all children and young people 
regardless of their additional support needs or disability. 
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• The Children and Young People Act (2014) has wide reaching powers to promote 
the Scottish Government’s aims to encourage effective and targeted services 
for children and families as well as the promotion of children’s rights. Through 
the Getting It Right for Every Child (GIRFEC) National Practice Model, the Act 
promotes cross-boundary models of service delivery to make best use of expertise 
and resources in an integrated way with the wellbeing of children and young 
people being paramount. The wellbeing indicators (safe, healthy, achieving, 
nurtured, active, respected, responsible and included, collectively known as 
SHANARRI) ensures that a holistic approach is taken to ensure the wellbeing of 
all children and young people. The Act also introduced increased provision of 
early learning and childcare and a range of corporate parenting responsibilities to 
promote the wellbeing of children and young people in care. 

• The Carers (Scotland) Act 2016 (implemented in April 2018) states that each Local 
Authority has a duty to prepare an overarching young carer statement plus prepare 
for each young carer an individual statement which identifies personal outcomes, 
identified needs and any support to be provided to meet those needs. 

Taken together these frameworks require Education Authorities to consider a wide 
range of issues facing children and young people and put in place processes and 
supports to: 

• Identify and provide support to allow children and young people to overcome any 
barriers to learning and reach their full potential 

• Prevent discrimination of pupils with disabilities/ protected characteristics and 
provide reasonable adjustments to ensue equality of opportunity in learning 

• Plan for accessibility of the curriculum, school information and physical access
• Consider the wellbeing of children and young people

The following East Lothian Council policies and procedures outline the way in which 
the above legislative requirements are met: 

• Child’s Planning Framework guidance (2017)
• The Handbook of Procedures for the Management of Pupils with Healthcare Needs 

in Educational Establishments (2017)
• Admission to Specialist Educational Provision guidance (2017) 
• Allocation of Resources to Support Children and Young People with Additional 

Support Needs (2017) 
• A Positive Approach to Preventing and Managing School Exclusions policy (2018)
• Managing Challenging and Distressed Behaviour policy (2018)
• Accessibility Strategy (2015-2020)   

Information is available from Resources and People Services, Business Unit, John Muir 
House, Haddington, East Lothian, EH41 3HA.

Further information can be found at:  
https://www.eastlothian.gov.uk/info/210557/schools_and_learning
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East Lothian Educational Psychology Service
Educational Psychologists are part of Resources and People Services.  Educational 
Psychologists make regular visits to all nursery, primary and secondary schools.

Educational Psychologists work collaboratively with other professionals, parents and 
carers, to help children and young people overcome barriers to learning.  They support 
school staff to enhance learning environments, to ensure they are effective for all 
children and young people, whatever their learning needs.

If you have any concerns about how your child is getting on at school, the first thing to 
do is share them with school staff.  If staff feel that an Educational Psychologist may be 
able to help, they will contact their link Educational Psychologist for a consultation or 
invite them to a meeting in school. 

If the Educational Psychologist is going to become formally involved with your child, 
then parental permission for this will always be sought.  You are also welcome to 
contact the Educational Psychology Service directly: 

Educational Psychology Service John Muir House, Haddington, East Lothian, EH41 
3HA. Telephone number 01620-827827

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

Information sharing and confidentiality
Sometimes a young person may require some help or support from staff out with the 
school environment. Schools can call on professionals from a number of different 
agencies/services for help and advice to meet the needs of individuals. This can be 
from within East Lothian Council or wider, and can include Educational Psychologists, 
officers with the Education Services, School Nursing Service, Skills Development 
Scotland careers advisers, Children and Family workers (social workers or Family 
Support workers), Third Sector agencies or NHS allied health professionals. 

Information sharing with and formal referral to any of these agencies/services will only 
take place with the consent of parents/carers and the young person in compliance with 
procedures outlined in the Data Protection Act.  If a young person is over the age of 12 
and has the capacity to do so, they may give their consent without that of their parents. 
The consent to share should be recorded by the professional. There are exceptional 
situations where if consent to share has not been given and the professional believes 
that in not sharing the child could be at risk or further risk of harm, then information 
can be shared. The reason for sharing should be discussed with the parent/carer and 
child or young person and be recorded with the reasons for sharing. (See paragraph 
below). If parents are concerned about this they should contact the school for further 
information, or the Information Governance Compliance Officer at East Lothian 
Council – foi@eastlothian.gov.uk
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Exceptional circumstances in which information may be disclosed without consent
Disclosure of personal information without consent may be justified where failure 
to do so may expose the service-user or others to risk of serious harm. Staff should 
always make every effort to gain consent but the health and safety of the individual has 
primacy over the right to confidentiality. 

Exceptional circumstances may include:
• Child Protection: staff should adhere to the Edinburgh and Lothians Inter-agency 

Child Protection Procedures.
• Protecting vulnerable adults
• Protection of Children (Scotland) Act 2003
• Life threatening or dangerous situations, for example, where a young person:
 - shows signs of physical, emotional or sexual damage
 - is at risk of significant harm or threatening suicide.

Child Protection
The East and Midlothian Child Protection Committee (EMCPC) is the key group dealing 
with child protection work in East Lothian and Midlothian. Child abuse can happen 
to any child and in any family background. We all have a duty to protect children, 
whether we are professionals or private individuals.

If you think a child is being abused or neglected, speak to a member staff at the 
child’s school, the Children’s Services duty social worker by calling 01875-824090 
(Mon-Thurs 9am-5pm and Fri 9am-4pm), the Emergency Social Work Service by 
calling 0800 7316969 at any time outside normal office hours. The contact details are 
Children’s Wellbeing, Randall House, Macmerry, EH33 1RW, Tel 01875 824309
(e-mail: childrenandfamilies@eastlothian.gov.uk)  The Procedures promote a high 
level of inter-agency co-operation when working with children who may be in need of 
protection.  Training is available for all staff in East Lothian Council to ensure that their 
skill and commitment is used effectively in identifying and protecting children who 
have been abused or may be at risk of abuse.    The Procedures will further encourage 
the partnership that exists between the Resources and People Services, Health and 
the Police in East Lothian and will help towards building a partnership with parents in 
carrying out our duties and responsibilities to East Lothian children and young people.

Further information can be found at: https://www.eastlothian.gov.uk/info/210558/
social_care_and_health

Children and Young People who are looked after 
There are some children and young people who are looked after or looked after and 
accommodated (LAC) and who may have additional support needs as directed by the 
Education (Additional Support for Learning Act) (Scotland) 2004 (amended 2009).  
Schools are very aware of who their LAC pupils are and the supports and strategies 
which may be required to meet their diverse needs.  
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School Improvement

The Standards in Scotland’s Schools Act (2000) requires that every local authority aims 
to secure improvement in the quality of school education which is provided in the 
schools managed by them.  As part of East Lothian Council’s legislative duty to ensure 
that schools are supported in improving standards for pupils, a rolling programme of 
school reviews are carried out each year.  These visits involve staff from across the 
service including Quality Improvement Officers, Head Teachers, Early Years Officers 
and Educational Psychologists. By focusing on improvements in performance during 
these visits, schools are supported in ensuring high standards are achieved and 
maintained.   

The Role of Quality Improvement Service
At present there is one Chief Operating Officer (Education) and three Quality 
Improvement Officers who have responsibility for support and challenge across all East 
Lothian schools.  Responsibilities to individual schools include:-

• Provide support pre, during and post Education Scotland Inspection
• Support and monitor development planning ensuring links to How Good Is Our 

School? How good is our Early Learning and Childcare  and Service Improvement 
Framework outcomes

• Provide advice on staffing/finance/resources issues
• Support development/progression of Curriculum for Excellence
• Analyse and use data to challenge schools to raise attainment and achievement
• Participate in the appointment of senior members of school based staff
• Provide support in the resolution of disciplinary matters; complaints; and other 

school based issues
• Devise and promote strategies to address areas where performance should be 

improved; monitor and report on progress
• Undertake review visits to schools and provide reports as appropriate.

Two Quality Improvement Officers each have 3 clusters of schools within their remits  
1) Dunbar, Tranent & Haddington
2) Prestonpans, Musselburgh & North Berwick

The third Quality Improvement Officer has the overall responsibility for Early Years 
across all Early Learning and Childcare provisions and partnership settings.

Other important elements within the Quality Improvement Service role include:
• Monitoring of children who are home educated
• Parental complaints and Freedom of Information Requests
• Reporting to Scottish Government, Education Scotland 
• Managing Local Authority educational developments, e.g. Leadership 

Development, Assessment & Moderation
• Involved in the recruitment process at school level and Depute Head Teacher level.
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Local Authority Policies and Practical Information

Composite Classes
There are composite classes in most schools across East Lothian.  They help us to deliver 
effectively within the school’s budget and are based on pupil age.  All classes whether 
composite or not, contain pupils of different abilities and levels of development.  Teachers 
are expert in how to structure learning for pupils of differing abilities and composite 
classes do not pose any greater challenge than single-year classes.  We know that 
friendship groups are important and we encourage children to mix with their friends at 
break, through whole-school or stage events.  Parents should also create opportunities 
to maintain friendships and encourage new ones.

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

Absence and Attendance
Parents are responsible for ensuring that their child attends school regularly and where 
an absence should occur, informing the school as to the nature of non-attendance and 
possible length.  In cases of unsatisfactory attendance, the Head Teacher will call on the 
Family Support Worker to visit the home and discuss the problem with the parents.  If 
such unsatisfactory attendance continues the Head Teacher, working with other agencies 
will decide whether the case should be referred to the Children’s Reporter.  Parents should 
be encouraged to take holidays wherever possible out with term times. Where parents 
wish to keep their child off school for some reasonable purpose, they are asked to write 
to the school before doing so.  Where pupils have a rearranged appointments during 
school hours e.g. dentist, hospital the pupil should bring a note or appointment card to 
school before the appointment.  

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

The Children and Young People (Scotland) Act 2014 
The Children and Young People (Scotland) Act 2014 is aimed at making sure every child 
and young person is able to access appropriate support in order ensure their wellbeing 
allows them to develop into healthy young adults. The principles and values of Getting It 
Right For Every Child are underpinned by the United Nations Convention on the Rights 
of the Child ensuring each child is safe, healthy, active, nurtured, achieving, respected, 
responsible and included.  

East Lothian Council’s Education Department has an obligation to ensure that every 
school age child until 18 has an entitlement to a Named Person and that every parent 
is entitled to know who the Named Person is for their child.  East Lothian Council also 
has an obligation to ensure that where necessary, a statutory “Child’s Plan” is completed.
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East Lothian Council’s use of Pupil Data
The personal information East Lothian Council needs to collect on your child/children 
is required to secure the safety and welfare of every child of school age and ensure that 
their education is directed to the development of the personality, talents and mental and 
physical abilities of the child or young person to their fullest potential

The information is stored and processed electronically. The data is processed because 
we have a legal obligation to do so, and is done so in accordance with the GDPR and 
the Data Protection Act 2018.  

For more information about how and why we use personal data, please visit www.
eastlothian.gov.uk/enrolment  

Scottish Government Statutory Returns
The Scottish Government have legal powers to request data with regards all children 
and young people being educated in Scotland’s schools which schools, local authorities, 
awarding bodies (such as the Scottish Qualifications Authority) and other public bodies 
(such as Skills Development Scotland) hold for their own purposes.

The Scottish Government need this information in order to:
• plan and deliver better policies for the benefit of all pupils, or specific groups
• better understand some of the factors which influence pupil attainment and 

achievement
• share good practice
• conduct teacher workforce planning
• target resources better
• enhance the quality of research to improve the lives of people in Scotland
• provide a window on society, the economy and on the work and performance of 

government by publishing statistical publications and additional tables about School 
Education and providing school level information.

For more information on the collection and processing of your child’s/children’s personal 
data by the Scottish Government, please visit https://www.gov.scot/Topics/Statistics/
ScotXed/SchoolEducation/ESPrivacyNotices and select the Privacy Notice titled “EAS 
Learning Analysis Unit - Privacy Notice for parents”.

Consulting with pupils
Under the Children (Scotland) Act 1995 the views of children should be taken into account 
when major decisions are being made which will affect their lives. Generally children over 
12 are presumed in law to have a view but younger children may also be mature enough 
to have a view and should be given the opportunity to express it.  Children over 12 should 
be asked for consent to share confidential information. While the Local Authority and 
schools may not be bound by this they do consult with pupils and the methods used will 
be included in the School’s handbook.  This could include formal consultation through 
Pupil Councils, pupils co-opted to Parent Councils, questionnaires, suggestion boxes, 
review and planning meetings, as well as arrangements to consult with individual pupils 
at appropriate times (subject choice, exclusions etc.
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Exclusions of pupils
Exclusion from school is used on occasions when the safety of the pupil concerned 
or others is at risk if the pupil remains in school.  The period of exclusion should be 
as short as possible and used as a “breathing space” to enable the school/family/
other agencies to work together to support the child/young person to return to school 
successfully. 

Assistance with Provision of School Clothing
East Lothian Council operates a scheme of provision to ensure that a pupil is 
sufficiently and suitably clad to take full advantage of the education provided.  
Families in receipt of Income-Based Job Seekers Allowance, Income Support, Income 
Related Employment and Support Allowance or Universal Credits with £0 Take Home 
Pay from employment will qualify for such a scheme.  Other cases may be considered 
in the case of exceptional personal circumstances.  Parents who wish to apply for the 
scheme should complete an application form which is available from Resources and 
People Services, Business Unit, John Muir House, Haddington, EH41 3HA. 

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning
 
Free School Meals
Under the Education Committee policy, children in attendance at schools under the 
management of the Council are entitled to free school meals if their parents are in 
receipt of Income Support or Income-based Jobseekers Allowance or Income Related 
Employment and Support Allowance or Child Tax Credit but NOT Working Tax Credit 
with an annual income of less than £16,105, Child Tax Credit and Working Tax Credit 
with and annual income of less than £6,515 or Universal Credits with a monthly 
take home pay below £610.  No other children are eligible for free meals.  Further 
information can be obtained from Resources and People Services, Business Unit, John 
Muir House, Haddington, EH41 3HA.

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

Free School Meal (Primary 1, 2 and 3)
All pupils in Primary 1, 2 and 3 are entitled to a free school meal (but not free school 
milk). People receiving the following benefits should continue to complete a Free 
School Meal Application Form to ensure they are not charged for school milk.
• Income support/Income based job seekers allowance
• Employment support allowance (income related) 
• Child tax credit but NOT working tax credit with an annual income less than 

£16,105 
• Child tax credit AND working tax credit with an annual income less than £6,515
• Universal Credit with a monthly take home pay below £610
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Education Maintenance Allowances (EMAs)
Education Maintenance Allowances (EMAs) have been available since August 2004 
for young people aged 16 planning to continue their education in school.  It is a 
fortnightly payment of £30.00 per week paid directly to the pupil where the pupil’s 
household income meets the qualifying criteria.  Further information and Application 
Forms are available on line www.eastlothian.gov.uk/emasforms and further information 
is available from Resources and People Services, Business Unit, John Muir House, 
Haddington, EH41 3HA.

Employment of Children 
Children under the statutory school leaving age can only be employed within the 
terms of the bye-laws on the Employment of Children.  These regulations do not 
permit the employment of children under 13 years of age, and for those over the age 
there are limits on the hours and type of employment which are allowed.  Parents and 
employers must both complete an application form for an employment permit before 
the employment begins.  Forms and information are available from the school office.  
Further details can be obtained from Resources and People Services, Business Unit, 
John Muir House, Haddington, EH41 3HA or by contacting the school.

Further information can be found at: https://www.eastlothian.gov.uk/info/210557/
schools_and_learning

Home Education 
If parents wish to remove their child from mainstream education and home educate 
their child, they must write to the Head of Education in the first instance stating 
reasons for this withdrawal and ask for permission.  Families are contacted by a 
member of staff within Resources and People Services annually and offered the 
opportunity to meet a Quality Improvement Officer and discuss the education 
provision for the child/children.  If a family declines a meeting, they must submit 
information, in writing, about how they are meeting the educational needs of their 
child/children.

All enquiries made about home education are recorded in the department and a letter 
is sent to the family. Included with the letter is a leaflet for parents/carers giving details 
of websites offering advice and support.

For information can be found at: 
https://www.eastlothian.gov.uk/info/210557/schools_and_learning

Transport: Policy of the Council and Local Arrangements
The Council’s current policy is to provide home to school transport for those pupils 
attending the catchment school who live more than two miles from that school.  Bus 
passes are issued where public transport exists and contract transport is arranged 
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 on a “grace and favour basis” but must be applied for each session.  These 
can be withdrawn should the seat be required for pupils who qualify for this provision.
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Parents who choose to send their children to a school other than the catchment school 
will not receive assistance in relation to travel to and from school.  

Further information and an application form can be obtained from Resources and 
People Services, Business Unit, John Muir House, Haddington, EH41 3HA.

Further information can be found at: 
https://www.eastlothian.gov.uk/info/210557/schools_and_learning

Road Safety
East Lothian Council working with Police Scotland and other agencies are committed 
to reducing the numbers and severity of road casualties.   They have identified a 
number of important initiatives to help reduce the number of road casualties.  These 
will require a notable change of behaviour by everybody, particularly from drivers in 
built-up areas.

These initiatives aim to reduce the number of car journeys to and from school by 
pupils, parents and staff to:  
• Encourage children to walk or cycle to school, thereby improving the safety for the 

pupil on the journey to school
• Provide pupils and parents with appropriate training to allow them and their 

children to journey to and from school safely
• Improve pedestrian safety in and around school
• Raise awareness amongst pupils, parents, and staff of the wider health and 

environmental problems associated with increase car use
• Improve the local environment for everyone by reducing pollution, congestion and 

addressing safety issues around the school. 

Parents should always be reviewing their current or intended mode of travel to and 
from school and consider whether or not it should be changed or modified to help the 
school, pupils, staff and other parents to reduce the number of child casualties. 

Health and Safety
Resources and People Services have prepared statements of safety policy 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 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.

Medical Care 
Throughout their years at primary and secondary school, pupils will be seen from 
time to time by a team of specialists from the School Health Service to make sure they 
benefit as much as possible from all that school has to offer, and to help them prepare 
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.
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Administration of Medical Procedures
Apart from a few exceptions, all areas of the school curriculum, including school 
camps should be accessible to pupils with healthcare needs. Forward planning may be 
required to accommodate needs. Advice can be sought from the Head Teacher and the 
School Health Service. 

All members of staff should follow the East Lothian Handbook of Procedures for the 
Management of Pupils with Healthcare Needs in Educational Establishments (Feb 
2017) and in doing so will be covered by East Lothian Council’s Public Liability Policy.

Emergency Closure of Schools
The first priority of the Head Teacher must be to keep the school open if at all 
possible.  However, the early closure (or part closure) of a school in an emergency 
may be required because of fire, flood, loss of building services, extreme weather 
conditions or some other event.  When children have to return from school at a time 
earlier than normal, parents may not be able to arrange for them to be received at 
home by themselves or by an adult who will look after them.  Head Teachers must be 
reasonably satisfied that there will be a responsible adult available to receive the child, 
and must be prepared to make arrangements for the supervision of certain children in 
school, until the normal closing time of the school.

In these circumstances, the Head Teacher should consult with the Head of Education.  
The Head of Education will use all of the information available both centrally and 
locally to decide whether the school should be closed and whether this would be for 
pupils only or for the whole school community.  It should be noted that close contact 
will be maintained with the Transport Officer at East Lothian Council.

The Head Teacher will prepare and send to the Head of Education the relevant 
information for notifying the media, through the Corporate Communications Team of 
East Lothian Council.  This information should include the name of the school which is 
closing, whether it is a partial or whole school closure, i.e. to pupils; pupils and staff; 
community groups and the reason why the school is closing.  Information will also 
be required on how long the closure will be and how the media, parents, carers and 
pupils will be informed when the school will be reopening.  Once approval has been 
granted to close a school, Resources and People Services will notify the Corporate 
Communications Team to ask them to inform the media and upload messages to the 
Council’s communications channels, such as its Twitter, the Council’s Facebook page, 
and the Council’s website https://www.eastlothian.gov.uk/

Whenever possible, schools will update their own school website with information.
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Complaints Procedures
Most complaints can and should be resolved at school level.  If you have cause 
for concern, the first person to approach will normally be the Head Teacher.  If a 
meeting is required with the Class or Guidance Teacher, Head Teacher or another 
senior member of staff then this should be arranged as quickly as possible.  If you still 
remain dissatisfied then the procedures contained within “How to make a comment, 
compliment or complaint about a Council service” should be followed.
Further information can be obtained at: https://www.eastlothian.gov.uk/info/210560/
your_council/12166/comments_complaints_and_compliments/1

Unacceptable Behaviour
East Lothian Council does not tolerate aggressive or abusive behaviour towards staff.  

Schools within East Lothian
A list of all primary and secondary schools can be found at: https://www.eastlothian.
gov.uk/info/210557/schools_and_learning
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Useful Telephone Numbers
The undernoted staff are based within Resources and People Services, John Muir House, 
Haddington, EH41 3HA.

Depute Chief Executive Alex McCrorie 01620-827864

Head of Education Fiona Robertson 01620-827222

Chief Operating Officer (Quality Improvement 
and Early Learning and Childcare and East 
Lothian Works)

Lesley Brown 01620-827647

Principal Educational Psychologist/ASN Lynne Binnie 01620-827998

Education Service Manager (Strategy & 
Operations)

Richard Parker 01620-827494

Principal Inclusion & Equality Officer Fraser Parkinson 01620-827961

Education Support Officer ASN Lynne Grant 01620-827246

Education Support Officer GIRFEC Lyn Leslie 01620-827450

Parental Involvement Act (Parent Councils/
Forums)

Bev Skirrow 01620-827228

Free School Meals, Clothing Grants, Education 
Maintenance Allowance, Pupil Placement & 
Home-to-School Transport Policy

Fiona Brown 01620 827415

Primary School Lets 01620-827811

School Session Dates
School session dates for 2019/20 are available on the Council’s website https://www.
eastlothian.gov.uk/

Scottish Government can be contacted at:
Scottish Government Education Department
Victoria Quay
EDINBURGH, EH6 6QQ
https://www.gov.scot/

Accuracy of Information
The information contained in this booklet was accurate as at October 2018.
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