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Introduction from the Head Teacher

Welcome to the Cardinal Winning Secondary School Staff Handbook.  The purpose of this handbook is to give you some important information about the life of our school.

Cardinal Winning Secondary is a Roman Catholic co-educational school for pupils with additional learning needs.  It was opened in June 2011. The school offers a full six year secondary course with opportunities for senior pupils to attend part time courses in Further Education Colleges and also to gain skills for work through Vocational Training. 

Our school motto reflects the Christian ethos in our school where every member of our school community is strengthened and inspired by the love of Christ –
‘Caritas Christi Urget Nos’.
The promotion of gospel values is therefore central to our work.

Mr Gerry McDonald.

Head Teacher
Cardinal Winning Secondary School

30 Fullarton Ave

Glasgow

G32 8NJ

Tel: 0141 778 3714

headteacher@cardinalwinning-sec.glasgow.sch.uk

The school website can be found at www.cardinalwinning-sec.glasgow.sch.uk[image: image3.jpg]
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Our Patron

Cardinal Thomas Winning
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Born in Wishaw, Scotland, on June 3, 1925, Cardinal Winning was ordained a priest in Rome on December 18, 1948. He studied Canon Law at the Pontifical Gregorian University, and was spiritual director for the Scottish College in Rome between 1958 and 1961. First President and Officialis of the New National Scottish Tribunal in Glasgow, on October 22, 1971, he became the Titular Bishop of Lugmad and Auxiliary for the Archdiocese of Glasgow. On April 23, 1974, when Archbishop Scanlon retired, Winning was promoted to his post. From 1973 to 1977 he was President of the Justice and Peace Commission of the Scottish Episcopal Conference; he has been President of the Commission for Catholic Education since 1977. He was a member of the Congregation for the Doctrine of Faith between 1978 and 1984, and since 1985 has been President of the Scottish Episcopal Conference. He was made a cardinal by John Paul II during the Consistory of November 26, 1994.

Cardinal Winning died on 17 June 2001.

Cardinal Winning Secondary School

New and supply staff quick reference
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Our Vision, Values & Aims

In Cardinal Winning Secondary School we will provide a welcoming and friendly environment, which celebrates the diversity of our community. We aim to ensure that all pupils are successful learners, confident individuals, responsible citizens and effective contributors and prepared to take their place in society.  This is achieved through working together with young people, their families and the community, based on a shared sense of direction.

Vision- what do we want for our school?

· A place where expectations are high and every child is given the opportunities to realise their full potential and discover their real self.

· A school where children feel nurtured, physically, emotionally, cognitively and spiritually. 

· A place where children are safe, have fun, can grow and learn. A place where they want to be and a place they feel they belong.

Values- what principles are important for staff?

All staff in Cardinal Winning Secondary are expected to:

· Act as appropriate role models for students

· Display honesty, fairness, compassion and forgiveness in their work with students and with colleagues.

· Promote Gospel values and Christian ethics

· Contribute to effective teamwork and positive relationships

· Provide learning experiences which are engaging, enjoyable, motivating and challenging

· Feel that their opinions are valued

· Enjoy a safe working environment

· Put young people first.


Values- what do we want for our students?

Students and young people should:

· Respect themselves, the school and others in equal measure 

· Develop their talents to the best of their ability 

· Feel trusted and be trusted

· Feel valued and be included

· Foster Christian values for lifelong learning

· Act with honesty and care for others

· Enjoy school and live life to the full
Aims – what can we achieve in Cardinal Winning Secondary?

· To help each individual pupil achieve their educational, physical, personal, social and spiritual potential

· To provide learning experiences which are engaging, enjoyable, motivating and challenging and ensure that every young person is a successful learner, confident individual, responsible citizen and effective contributor

· To help students and young people embrace the wider community with confidence, self-esteem, and self-respect

· To prepare all pupils for leaving school by preparing them for the world of work, leisure and independent living

· To help ensure positive destinations for all pupils

A Charter for Catholic Schools in Scotland

The mission of the Catholic school is to develop as a community of faith and learning, providing the highest quality of education, and offering formation through the promotion of Gospel values, through celebration and worship, and through service to the common good.

All Catholic schools in Scotland, in honouring Jesus Christ as the Way, the Truth and the Life, will feature the following characteristics:

· a commitment to the integrated education and formation of the whole person, in close

· partnership with parents as the first educators of their children;

· an inclusive ethos which aims to honour the life, dignity and voice of each person, made in the image of God;

· a commitment to the search for wisdom in life and to the pursuit of excellence, through the development of each person’s unique God-given talents;

· a commitment to the spiritual formation of the school community, through the shared experience of prayer and liturgy, and in partnership with local parishes;

· the provision of religious education programmes which will enable young people to develop their understanding of Gospel values and of how to apply them to life;

· a commitment to uphold the moral teaching, faith tradition and sacramental life of the Catholic Church;

· a commitment to communicate Catholic social teaching and thereby to promote social justice and opportunity for all;

· a commitment to ecumenical action and the unity of Christians;

· the promotion of respect for different beliefs and cultures and for inter-faith dialogue;

· a commitment to support the continuing professional and spiritual development of staff.

All staff appointed to a Catholic school are expected to support and promote the aims, mission, values and ethos of the school, as illustrated in this Charter.



Our School Prayer

We ask you Father to bless,

This day with your gladness

Our hearts with your kindness

Our minds with your brightness

We ask you Jesus to bless,

Our families with health

Our school with faith

Our world with hope

Holy Spirit,

Surround us with your peace

Hold us in your love

And keep us safe always,

Amen
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New Staff Induction

This handbook contains a vast array of information to help you get settled in here at Cardinal Winning School. Please take some time to read through this as part of your induction, if there is anything you need clarified, expanded or you just need to chat please let me know.

David Marks – PT Staff Induction

School staff
A full up-to-date list is available on the school website.
The leadership team is as follows:

	Gerry McDonald
	Head Teacher

	Angela Sloan
	Depute Head Teacher

	Phyllis Farrah
	Depute Head Teacher

	Katie Bruce 
	Principal Teacher (Acting)

	Andrea McMahon
	Principal Teacher 

	David Marks
	Principal Teacher

	Jim Watt
	Principal Teacher


Senior Staff Remits

Each member of SMT is responsible for a year group.

	Year Group
	Head of Year

	S1
	Andrea McMahon

	S2
	Phyllis Farrah

	S3
	Phyllis Farrah

	S4
	David Marks

	S5
	Angela Sloan 

	S6 
	Jim Watt

	Ogilvie Classes
	David Marks

	
	


Year heads will deal with any behaviour issue and should be the first point of contact for any enquires regarding pupils.

If you have any behaviour issues in class and need support,  please call reception on 228 and they will contact the duty manager to support you.

SMT departmental remits.

	Staff member
	Department

	Phyllis Farrah (DHT)
	English, whole school literacy & Food Technology
RE (Lower School)

	Angela Sloan (DHT)
	Maths

A.S.L

	Andrea McMahon (PT)
	Health & Well Being Faculty

P.E

	Jim Watt (PT)
	Education for work

PSE
Social Studies

	Katie Bruce (PT acting)
	Creative and Aesthetic Faculty 

Art

Music

Drama

	David Marks (PT)
	ICT & RE Faculty

Computing & ICT

Business Education

RE (Upper School)


Full remits details of senior staff are available from the school office.
Cardinal Winning Secondary School Staff Names
These lists change occasionally, an up-to-date list is available on the school website
	Staff Name
	Position
	Subject

	Mark Atkinson
	Teacher
	Technical

	Maureen Bowman
	Teacher (0.8)
	Core / Learning Support

	Katie Bruce
	Teacher (0.8)
	Music

	Nicola Cadwallender
	Teacher
	Core

	Maria Coogan
	Teacher
	ASD/Core

	Sarah Ellis
	Teacher (0.8)
	PE

	Anne Marie Ferla
	Teacher (0.4)
	RE

	Michelle Gibb
	Teacher
	ASD

	Gill Graham
	Teacher
	Skills for Life

	James Hamilton
	Teacher (0.2)
	PE

	Michelle Harte
	Teacher (0.6)
	Core

	Lynn Johnston
	Teacher (0.6)
	Skills for Life

	Suzie Kelly
	Teacher (0.6)
	English

	Nicola Kirk
	Teacher (0.6)
	English

	Jim Leonard
	Teacher
	PSHVE

	Siobhan Lindsay
	Teacher (0.4)
	Core

	Garry Logan
	Teacher
	Skills for Work / Tech

	David Marks
	Teacher
	ICT

	Mary McDougall
	Teacher
	Business Ed & ICT

	Andrea McMahon
	Teacher
	PE

	Louise McQueen
	Teacher (0.4)
	Core

	Laura Morrison
	Teacher (0.6)
	Art

	Bobby Mullen
	Teacher (0.6)
	Maths

	Justine Reid
	Teacher
	Science

	Susan Scullion
	Teacher
	Home Economics

	Jim Watt
	Teacher 
	Education for Work

	Catherine Weidmann
	Teacher (0.6)
	Core


Support Staff
	Charlie McGraw
	Technician 

	Don Lowe
	Janitor

	Anne Marie MacEwan
	Secretary

	Shiralee Clark
	Secretary

	Liz Sinclair
	Receptionist 

	Lisa Barnwell
	PSA

	Jennifer Ness
	PSA & Office

	Heather Hughes
	PSA

	Colin MacDonald
	PSA

	Bernadette Lamarra
	PSA

	Yvonne Brady
	PSA

	Jim Thorpe
	PSA

	Gina Owens
	PSA

	Margaret Anne Robinson
	PSA

	Jacine Clarke
	PSA

	Katrina Malloy
	PSA

	Gillies Ewen
	Assistant Janitor

	Fr Paddy Duffy
	Chaplain

	Meaghan Reid
	Empl. and Skills Co-ord.

	Moira Higgins
	Skills Devel. Scot.


General Information & Guidance
The school day
Whole school assemblies where prayer and announcements will be made will take place on Monday mornings and Fridays mornings. Monday morning assemblies are split (upper and lower school) and are taken by the depute head teachers.
Friday morning assemblies are taken on a rota by the senior staff and take the form of a service with prayers and a gospel reading.
At 8.40 on Monday mornings there is a staff diary meeting where the bulletin is discussed and any issues are raised.

Tutor Time AM: 8:50 – 9:05

   Period 1: 9:05 – 9:55

   Period 2: 9:55 – 10:45

Interval: 10:45 – 11:00

Warning Bell: 10:59

   Period 3: 11:00 – 11:50

   Period 4: 11:50 – 12:40
Lunchtime: 12:40 – 1:25

Warning Bell: 1:24

   Period 5: 1.25 – 2:20

   Period 6: 2.20 – 3:15
Taxi Supervision: 3.15-3.20
Professional duties/collegiate time will take place on either a Tuesday or Thursday evening between 3.30 & 4.30. The school calendar is available on the ‘All Staff’ drive and has details of the collegiate times.
Absence procedures

· Staff intimating absence from school should phone the school office between 8:00 – 8:30 am on the first day of absence.

· Teachers who intend to be absent from school more than 1 day should make contact with the head teacher to explain the nature of absence and intimate an expected time for return to school.

· Staff on returning from absence should complete and sign the staff absence form and present to the depute head teacher at the morning break on the first day of return to work. 
· Absence permission for personal business should be obtained from the head teacher. Such absences are now required to be logged.

· Absence monitoring procedures will be followed as set out by Glasgow City Council and will be managed by Mrs Farrah.

Staffroom & Toilets
There is one staff room which is located on the ground floor next to the head teacher’s office. Staff are kindly requested to keep this area clean and to wash dishes and cutlery after use.
Female and male toilets are situated in the staffroom there are also female and male toilets are situated at reception.

The school follows Glasgow City Council’s policy of no smoking on any part of the school grounds.

Fire Procedures
The main assembly point in the event of a fire is the post 16 playground. Please familiarise yourself with routes and emergency exits with all routes posted in every room with the shortest route to an emergency exit indicated.

On arrival at the post 16 playground, if you have taken a registration class, please assemble with them in the playground and check them with the register. If you do not have a registration class please assemble with the group of staff and check in with the person designated for checking the register of staff.

The fire alarm is tested at 12.30pm every Friday.

Behaviour Support

We operate a range of supports for staff when dealing with behaviour.

· Time Out & Restorative practice: During class time if you need support in dealing with any behaviour or any young person needs time to cool down or take themselves out of class please call reception on 228 and a duty senior manager will be available to assist.

· Detention: We operate a detention system for any behaviour that you feel requires a further sanction. Pupils on detention must have their names entered in the detention book available from the school office. Detention takes place during 1st sitting at lunchtime and detainees will be announced prior to the lunch time bell.

· Referral: Any behaviour that you feel needs further attention should be detailed on a referral form (available from the school office).

If you require any further details on behaviour support full details can be found in the ‘Better Behaviour Better Learning’ policy.

Breakfast Club
Breakfast is provided for pupils and is served in the dining hall during morning interval.
Lunch time
Lunch is provided for members of staff who carry out a lunch duty. This involves eating lunch in the dining hall and supervising the pupils’ lunch.  All Staff are welcome to pay for their lunch and eat it in the staff room at a cost of £2.50. The school secretary will accept your payment for this.
General Staff duties
· A member of SMT will take the detention duties. 

· PSAs monitor the playground at lunch times.

· PSAs & SMT will monitor pupils who leave school at lunch times.

· SMT and staff should monitor corridors at all times.

ICT

The school is well appointed with ICT equipment with a minimum of 2 desktop PCs, data projector and SMART board in every class room. Please see Mr Marks for a log in user name to the Glasgow Schools Network.
Printing: The main network printer in the school is called Cardinal Winning Xerox WorkCentre 7120. It is situated at the reception desk and requires a password which is available from the staff at the reception desk.

Registration of pupils

Registration is done at 8.50am by the designated registration/tutor teachers using SEEMIS Click & Go. Most form tutors will register their own class.  A member of the PSA team will complete a fire register at the start of each day. This information is used to update SEEMIS (i.e. pupils who arrive late for school).

Supply staff taking a registration class should take a note of the pupils in their registration class and ensure that the list is sent to the school office. If you have a click and go login then Mr Marks is available for assistance to log onto a computer.

The School Website
Up-to-date information regarding staffing and the latest news on school events is maintained on the school web site. www.cardinalwinning-sec.glasgow.sch.uk. If you wish to contribute to the school web site please see Mr Marks for a log in and instructions on how to add to the site.
Fire Register

A fire register is taken at the start of each day by a member of the PSA team.  A sign in/out book is kept at reception all members of staff and visitors must use this to record their presence or departure from school.  If taking pupil out on an educational visit or even out of the building, it must also be used. 
Car Parking

Parking in the school car park is on a first come first served basis. Staff mush use the bays provided. Note that some of our pupils use taxis at the end of the day. To allow them safe passage, cars are not permitted to move in the car park until 3.30pm.

If parking on the street please do not park in front of our neighbours driveways, try to park on the school side of Fullarton Avenue (avoiding the zigzag lines).
Class lists & other important paperwork
The following paperwork is available from the school office:

· Current class list

· full timetable

· details of senior staff remits

School Captains

A group of our senior pupils are designated as school captains after a democratic whole school vote. Led by the head boy and head girl these pupils have various duties, including assisting with whole school events and anti-bullying duties in the lower school yard. Captains are identified by their braided blazers and badges.

First Aid

There are three designated first aiders:

· Ms Ness – School Reception - Tel: 228
· Ms Farrah – Depute Head – Tel: 229
· Mr Marks – Room 17 or 7 – Tel: 217 or 207
Pupils requiring first aid should be sent to the school office with a partner in the first instance if they are able to make their own way there. If you require first aid in your classroom contact reception 228 or any of the depute heads 227, 229.

Child Protection

The Child Protection Officer for our school is Mrs Angela Sloan and access to Glasgow City Council policy is found on the Council Education Website under Management Circular 57.

Teachers will general concerns about pupil welfare are asked to note their concerns on a ‘Cause for Concern’ referral and present this to the appropriate pastoral care staff. Referrals about Child Protection should be made directly to Mr McDonald, HT or in his absence to the appropriate DHT.
Pupils out of class

We operate a ‘hall pass’ system. Pupils are generally not allowed out of class during class time. Only if it is unavoidable then pupils with permission to be out of class should be given a permission ‘tag’. These are available in all classes and must be carried by the pupil whilst out of the room.
Courses & SQA

Details of the courses for your department are available from the member of SLT responsible for your department. Any other qualification information or support can be obtained from the SQA coordinator Mr Marks.
Course Planning & STePS

Plans for all courses are submitted termly with copies of the pro-forma available on the ‘All Staff’ drive. Short term plans are submitted through the STePS program on line with details of how to use it available from Mr Marks.

Deadlines and Important Dates

All deadlines and important dates are listed on the school calendar available on the ‘All Staff Drive.

Printing and Photocopying
All printing takes place through our networked printers as stand-alone printers become increasingly obsolete. Photo copying should be take place prior to the commencement of class and pupils should not be sent to the reception to collect photocopies unless there is an exceptional reason for doing so.
Risk Assessments

Some of our pupils are subjects of risk assessment documents. It is important that you familiarise yourself with these documents ASAP. These are available within the shared staff Drive. Staff will be alerted to new RA’s by year heads as they are drawn up.
Health and Safety Incident Reporting

All incidents involving violence, seriously aggressive behaviour and accidents resulting in injury should be reported using the council’s ‘Incident Reporting Form’ available from the School Office or from DHT’s. These incidents are recorded through on-line referrals to Education HQ by DHTs. Incidents of Racist behaviour and Bullying will also be recorded and referred.

Security

Staff should lock classrooms when they are not used during (but not at the end) of the school day and classroom keys should not be taken out from the school building. Teachers should keep valuables in the lockers provided in the staffroom. Pupils should also be encouraged not to bring valuables into school. 
Mobile Phones

Cardinal Winning Mobile phone policy is available and should be enforced by all staff. In short this policy does not allow pupils to use a mobile phone in school and staff insist that any mobile phones visible on pupils should be handed to the school office. Staff are also asked to respect this policy with their own phones which must be turned off during the school day.

‘Please Takes’ and Signing out Policy
Where possible daily cover of absent staff will be completed by 9.05 each day and staff asked to check the staffroom wall or HT Noticeboard for details. Cover arranged after P1 begins will be arranged through cover slips sent to teachers. 

McCrone Time

Staff who intend to leave the school during the school day should sign out but are also asked to check with the cover DHT to ensure that they have not been assigned a class.

School Dinners

The price of staff dinner is £2.50 each day with tickets purchased from school reception. Only staff whose names are on a supervision rota for the dining room are permitted by Cordia to have a free school meal. The allocation of free staff meals is now very limited. 
Social Media and Professional Behaviour

Staff are asked to make themselves fully aware of Glasgow Council’s policy on social media and in particular the following: 

· Staff should refrain from commenting on their work, colleagues or school on social media.

· Staff should not share social media contact with pupils

· Staff should refrain from sharing phone numbers with pupils

· Staff should demonstrate political awareness in the contact with pupils and within their social media commentary.

· Staff should respect pupil and school confidentiality in their private life.

School Policies
Cardinal Winning Secondary implements the following policies. These are working documents and a copy of the full policy is available from the school office or from the policies section on the staff drive.
	Policy

	Administration of Medicines and Intimate Care

	Transport and Traffic

	Primary/Secondary Transition

	Better Behaviour Better learning

	ICT

	Effective Teaching and Learning

	Fire + Asbestos

	Health and Safety

	Use of mobiles phones

	Collegiate Agreement and Time table

	Anti-bullying

	Health and Wellbeing

	Home Learning

	Rainbows

	Pastoral Care

	Tutor Group Time

	Equal opportunities

	Determined to Succeed

	ASD

	Restricted Diets for pupils with autism


The following is a summary of some of the policies. 

Administration of Medicines and Intimate Care Policy

This aims to ensure:

· The general health and wellbeing of pupils

· The security of medicine within the premises and on educational visits

· Our Staff are trained in procedures and practice.

Transport and Traffic Policy

Cardinal Winning Secondary aims to ensure pupils are able to travel to and from school in the most effective means possible. 

Primary/Secondary Transition Policy

We aim to ensure that the transition from primary to secondary is as seamless process with minimal disruption to the pupil’s education.

Cardinal Winning Secondary encompasses the most of the North East and West of Glasgow. St Kevin’s Primary is our associated primary school.

Better Behaviour Better learning

Good discipline is an essential pre requisite for good learning. No matter the extent or nature of indiscipline, it is a barrier to learning and teaching. At Cardinal Winning Secondary School, we believe that each child has a right to the best education which can be provided in a partnership between school, parents and the community. We therefore aim, through strong, consistent and fair management of pupil behaviour, to establish a happy, secure and purposeful environment in which each child may develop his or her full potential. Every child is therefore asked to conform to the rules of the school and parents are kept closely informed so that they can support the systems in use. This policy is based on promoting the use of praise and celebration.

ICT Policy

ICT has and is continuing to have an increasingly significant impact on all aspects of Society. ICT offers pupils one of the most potentially powerful learning tools available. By using ICT across the curriculum pupils will gain appropriate skills, knowledge and attitudes enabling them to use this tool for success in the future and participate fully in society.

Our aim of our ICT policy is to:

· Use the potential of ICT to enhance learning and teaching across the curriculum.

· Support pupils in developing confidence and skills in using ICT.

· Encourage pupils to be aware of and be informed about the applications and implications of ICT in society.

· Embrace new developments in ICT and use these in an innovative and imaginative way.

Effective Teaching and Learning

Our Learning and Teaching Policy is founded on the principles of Curriculum for Excellence and aims to ensure that all pupils are provided with a broad, balanced and creative curriculum and high quality learning experiences, which lead to a consistently high level of pupil achievement.

· Ensuring that every child succeeds by providing an inclusive education within a culture of high expectations

· Providing a safe, stimulating learning environment

· Making learning an enjoyable and challenging experience

· Providing a clear, consistent approach to behaviour management based on the principles of rights, responsibilities and rules.

· Providing social and emotional support and care in a framework of respect

· Promoting health and fitness

· Developing a language rich curriculum where high priority is given to  teaching and modelling talk and the use of language across the curriculum

· Fostering imagination, creativity, problem solving and a willingness to take risks

· Developing cross-curricular opportunities and links with parents, industry and the community

· Promoting assessment for learning; building on what learners already know, and making children partners in their learning

· Celebrating achievements and success in and out of school

Fire + Asbestos Policy 

This policy details what happens in the event of a fire or necessary evacuation of the school building. The responsibilities of different school personnel in clearing the building and registering pupils at the muster point are also detailed. 

Our asbestos policy is based on the Asbestos in Educational Establishments – Policy and Procedures documentation.

Health and Safety Policy 

It is a legal requirement for the school to have a health and safety policy. The aims and procedures all in this school should follow to ensure the safety and wellbeing of all. The policy contains statements about fire wardens, first aiders, and Glasgow City Council policies. 

The Glasgow City Council H&S policy can be found at: http://www.glasgow.gov.uk/CHttpHandler.ashx?id=5408
Use of mobiles phones

Pupils are asked not to bring mobile phones into school as they pose safety, security and privacy risks. If a pupil has a mobile phone they should hand this into the office and it will be returned to them at the end of the school day.

Anti-bullying Policy

The policy defines bullying and states the school’s aim to ensure that all pupils learn in a supportive, caring and safe environment without fear of bullying.  Procedures for dealing with bullying incidents are described.

The GCC overarching policy on Anti-Bullying can be found at http://www.glasgow.gov.uk/CHttpHandler.ashx?id=12194
Health and Wellbeing

Learning in health and wellbeing ensures that children and young people develop the knowledge and understanding, skills, capabilities and attributes which they need for mental, emotional, social and physical wellbeing now and in the future.

Home Learning

Home work is given out by the Maths and English department once a week. All other departments are expected to issue homework at least once a term.

Rainbows

Cardinal Winning School has several members of staff trained by the Rainbows organisation who are an international, not-for-profit organization that fosters emotional healing among children grieving a loss from a life-altering crisis.

Regular sessions are offered to young people who are identified as requiring this support.

More information on this can be found at http://www.rainbows.org/

Pastoral Care

Pastoral Care is carried out by our pastoral care team. Each year group has a head of year, a pastoral assistant and a team of tutor teachers who look after the interests of our pupils and help with any problems inside or out of class. Any enquiries or concerns by parents or carers on pastoral matters should, in the first instance be addressed to the head of year by phoning the school or sending a note.

Tutor Group Time

Tutor groups meet for 15 minutes in the morning to take a register and address any issues the young people may have as they prepare to face the day.

Equal Opportunities and Social Inclusion

At Cardinal Winning School all young people are treated equally irrespective of gender, race or religion.

Equal Opportunities exist in all areas of the curriculum for all children. We seek to extend choice and opportunity for all pupils without discrimination. Education is a major means of liberating individuals from disadvantage. It has an essential contribution to make to the Social Strategy. The aim of Cardinal Winning School is to provide children with an education which will enable them to develop their full potential and raise their personal aspirations.

The Glasgow City Council equal opportunities policy can be found here: http://www.glasgow.gov.uk/CHttpHandler.ashx?id=4232
ASD

Cardinal Winning Secondary School recognises that ASD is a spectrum of differences, resulting in a spectrum of approaches being required. Adjustments are made to the school environment and pedagogy to ensure all pupils receive the education most suitable for them. The ASD department, implement a 4 level support system including;

· 4 differentiated bases, 

· ASD specific Life skill classes offered to pupils identified to be most in need, 

· Outreach work supporting pupils and teachers in the mainstream of the school

· Formal and informal teacher training and support.

Restricted Diets for pupils with autism

Eating difficulties are experienced by many children with ASD. Advice on the behaviour of staff toward these pupils is given so that they may help in the dinner hall and when on educational visits. This statement also advises that not all ASD children will experience the same sensory difficulties that affect eating in the same way.



Curriculum for Excellence 3-18

Curriculum for Excellence has been introduced to raise standards of learning and teaching for all 3 to 18 year olds. It aims to help prepare children and young people with the knowledge and skills they need in a fast changing world.  As part of Curriculum for Excellence, all children from pre-school to the end of S3 will receive a rounded education known as a Broad General Education (BGE).  Curriculum for Excellence is all about bringing real life into the classroom and taking lessons beyond it. 

In line with their Curriculum for Excellence entitlement, pupils learn in all 8 curricular areas until the end of S3.  

	Expressive Arts
	Health & Wellbeing
	Languages
	Mathematics

	Religious & Moral
	Sciences
	Social Studies
	Technologies


There is also a focus on developing literacy and numeracy skills across every subject area as well as Skills for Learning, Life and Work as young people prepare for their adult lives.  In addition, learning takes place in the following ways:

· Inter-disciplinary experiences (working across a range of subjects to link learning)

· Learning through the ethos and life of the school

· Opportunities for personal achievement



The Senior Phase S4-S6

The Senior Phase offers opportunity for specialisation leading to qualifications.  Young people aged 15 plus will have a wide range of opportunities to experience learning and achieve qualifications to the highest possible level during their senior phase.  

In advising pupils about course choices, we adhere to national guidelines and ensure that pupil choices result in their best chance of success.

In collaboration with the Scottish Qualifications Agency (SQA), we will assess National 1-4 qualifications.  Individual courses at National 1-4 levels will not be graded but marked overall as pass or fail.

The SQA website www.sqa.org.uk/cfeforparents contains useful information to help you understand national qualifications.  

Courses available in post 16.

As an inclusive school, we aim to meet the needs of all pupils in S5 and S6.  We have strong partnerships with local colleges and employers.  It is extremely important that senior students set challenging and realistic targets.  To that end, we offer an options programme to support and inform student choice.  Opportunities for personal development continue within and beyond the taught curriculum.  S6 in particular offers senior pupils a range of opportunities to build leadership, communication and team working skills through involvement in a wide range of school and community events.   
Encouraging excellence is central to our aspirations and expectations for all young people.  

Useful websites

www.curriculumforexcellencescotland.gov.uk
www.educationscotland.gov.uk
www.cardinalwinning-sec.glasgow.sch.uk
Assessment & Reporting

All young people are assessed both formally and informally throughout the school year.  This allows young people and their teachers to identify their strengths and areas for improvement.   A variety of assessment methods are used to enable staff to pass on information to parents and carers about the progress of their child.  Assessment records are kept by teachers and form the basis of discussion at parents’ meetings throughout the year.

Dates of all parents’ meetings and the schedule for issuing written reports is included in the school calendar which is issued at the start of term and is available on the website.    

If you have any concerns about your child’s progress do not hesitate to contact their head of year at any time.

Pupil Profiles
All S3 learners have a profile which reflects their progress in learning and achievement and emphasis their strengths.  The profile documents their key achievements in school, at home and in the community and the content is decided by the young person.  The profile provides a valuable way for learners to share information about their achievements with their parents, teachers and in the future, staff in colleges, universities and employers.  The profile also supports the move from S3 into the senior phase of secondary school.
Support for Pupils

The school has a duty to ensure that all pupils have equal access to the curriculum, with appropriate support for their needs if required.  This applies to the content of lessons, teaching strategies and minor adaptations to the school environment.  There are a wide range of factors which may act as a barrier to learning.  We are committed to working closely with parents and carers to ensure that they are fully involved in any decisions about support for their children’s needs.  

Further information relating to additional support needs is available on the Glasgow City Council website – www.glasgow.gov.uk/index.aspx?articleid=8627
Information on the Glasgow City Councils’ Parental Involvement Strategy can also be found at www.glasgow.gov.uk/index.aspx?articleid=8642
Pupil Support staff

All staff in Cardinal Winning School have a clear responsibility for the welfare of young people.  In addition, all young people are given a Pastoral Care teacher on entering the school.  This provides a vital link between home and school as the pastoral care teacher has an ‘all-round’ picture of a pupil’s progress and general health and well-being.  In most cases, a parent’s first point of contact with the school will be the pastoral care teacher. 

Other support for pupils is provided by class tutors in the first 15 minutes of each day and by the pastoral care team as required.  

We are fully committed to meeting the needs of all pupils and hold regular meetings at which we plan for those who might benefit from additional support.  Full discussion is held with parents and carers and outcomes are planned and agreed in partnership.   

Getting it Right for Every Child (GIRFEC)

The GIRFEC approach is about how staff in all children’s services, meet each pupils’ needs by working together where necessary to ensure that children reach their full potential.  

www.scotland.gov.uk/gettingitright
Promoting Positive Relationships
Children’s Rights as outlined in the UNCRC (United Nations Convention on the Rights of the Child) are fundamental to a good school ethos.  Adults in our school will work with young people to ensure they are aware of their rights and fully respect the rights of others.  Therefore, the approach within Cardinal Winning School is to build a positive ethos that demonstrates care and respect for all.   

The smooth running of Cardinal Winning School requires a high standard of behaviour from all within it.  We appreciate the support of parents and carers in helping us to achieve this.  All pupils are required to behave well and respect their own safety and that of others.  This is also important on journeys to and from school.  

Our expectations are clearly communicated to young people and breaches of discipline are dealt with in line with school policy.  In most cases, a quiet reprimand is sufficient but in more serious or persistent cases parents will be invited to school to discuss the issue and agree a course of action.  

Parent Council

We have a very active Parent Council that represents the views of all parents.  All parents are welcome to attend Parent Council meetings and can become members.  Parent Council minutes are available on the Parent Council page of the school website and on request from the school office.  A list of current members is also available on the website.  

Pupil Council

Our Pupil Council is made up of representatives from each from class.  This is an important group which ensures that the views of pupils are heard.

Extra-Curricular Activities

We have a wide range of activities that run all week to extend the learning experience.  The list constantly changes but our school website is updated to reflect this.  

Good links with community organisations and our Active Schools Co-ordinator are vital for the success of these programmes.

School Improvement 

On an annual basis, you will receive a copy of our Standards and Quality report.  Copies from previous years are available on the school website.  The Standards and Quality report will be used to share the overall exam performance of the school and highlights progress in key curricular areas such as literacy, numeracy and health & wellbeing.  Our priorities for improvement are detailed in our School Improvement Plan which is discussed with our Parent Council.  Any parent or carer seeking a copy of the plan can contact the school office or check out our website.  


Child Welfare and Safety
Child Protection Procedures
All educational establishments and services must take positive steps to help children protect themselves by ensuring that programmes of health and personal safety are central to the curriculum and should have in place a curriculum that ensures that children have a clear understanding of the difference between appropriate and inappropriate behaviour on the part of another person, no matter who.

Educational establishments and services must create and maintain a positive ethos and climate which actively promotes child welfare and a safe environment by:

· ensuring that children are respected and listened to;
· ensuring that programmes of health and personal safety are central to the curriculum;
· ensuring that staff are aware of child protection issues and procedures;
· establishing and maintaining close working relationships and arrangements with all other agencies to make sure that professionals collaborate effectively in protecting children.

Should any member of staff have concerns regarding the welfare or safety of any child they must report these concerns to the Head of Establishment or the person deputising for the head of establishment.
He/She after judging that there may be grounds for concern regarding the welfare or safety of any child must then immediately advise the duty Senior Social Worker at the local Social Work Services area office of the circumstances.

A member of staff must alert the Head of Establishment or senior manager on the premises of:

· a specific incident;

· a disclosure made by a child or young person or parent/carer;

· information from a third party;

· adult behaviour/circumstances that may place the child or young person at risk of harm;

· child/young person behaviour/circumstances that may place the child or young person at risk of harm;

· a culmination of minor concerns over a period of time.

The definitions in Section 8 of Management Circular No. 57 should be used as terms of reference.

For more information on child protection procedures please consult Management Circular No. 57.
�
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Assemblies 8.50 – 9.20


Monday Morning


Split Assembly


S1-S3 in Assembly Hall


S4-S6 in Dining Room





Friday Morning


Whole School


In Assembly Hall





Fire Procedure





The main assembly point in the event of a fire is the post 16 playground. Please familiarise yourself with routes and emergency exits.


If you have a registration class, please assemble with them in the playground and check them with the register.


The fire alarm is tested at 12.30pm every Friday.





Child Protection





The child protection coordinator is 


Mrs Sloan 








Computers





Please contact Mr Marks to organise a login for the school ICT system. 








Further Info


If you need any further information please ask any of the SMT or contact Mr Marks on ext. 217 or 207





Staff Meeting Times





Monday Morning Diary meeting: 8.40am


Staff meetings: Either Tue or Thu 3.30 to 4.30





Car Parking


Parking in the school car park is on a first come first served basis.


If parking on the street please do not park in front of our neighbours driveways, please try to park on the school side of Fullarton Avenue.





School Meals





School meals are available to staff at a cost of £2.50 per day payable at reception.





Useful Phone Numbers





All classrooms have an internal phone (small white phone) usually near the door.





Reception – 228


A Sloan DHT – 227


P Farrah DHT – 229


If you need support in a classroom please contact the above numbers.





Bell Times





Tutor Time am: 8:50 – 9:05


Period 1: 9:05 – 9:55


Period 2: 9:55 – 10:45


Interval: 10:45 – 11:00


Warning Bell: 10:59


Period 3: 11:00 – 11:50


Period 4: 11:50 – 12:40


Lunchtime: 12:40 – 1:25


Warning Bell: 1:24


Period 5: 1.25 – 2:20


Period 6: 2.20 – 3:15


Taxi Supervision: 3.15-3.20





PM Register to be completed during period 5
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