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Welcome to Castlewood 

School 
 
 
 

We hope you will enjoy visiting our school and 
you will find lots more information about us on 

our website 
http://www.castlewood.w-sussex.sch.uk/

http://www.castlewood.w-sussex.sch.uk/
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West Sussex County Council 

Castlewood Primary School 
Castlewood Road, Southwater, West Sussex, RH13 9US 

 
Headteacher: Rachel Nunns B.A. Hons., N.P.Q.H. 

Tel: 01403 734822  Fax: 01403 734978  http://www.castlewood.w-sussex.sch.uk 

 
Welcome from the Headteacher 

 

I would like to welcome you to Castlewood Primary School and give you an insight into 

our school life. Castlewood School was opened in September 1997 in response to an 

increased number of children in the Southwater area and since that day has welcomed 

many families into our community. 

 

Over the last decade our school has gone from strength to strength, growing from just 

over 100 children to over double that figure now. During that time the school has gained 

a good reputation both locally and in the county for many aspects of our work. We aim at 

all times to set high standards in teaching and learning and to provide children with a 

rich and exciting curriculum that enables all pupils to achieve and find enjoyment in their 

primary school career. The school has developed many strengths which have been 

recognised by national awards and recognised as a school of best practice in areas such 

as PE, Art, ICT, English and for the quality of our curriculum. 

 

We are an inclusive school and aim at all times to provide the best education for every 

child and work closely with parents to inform you of progress and achievement in all 

aspects of your child’s school life. Our parents are involved in many areas of the school 

including fund raising, running the school’s fruit and vegetable scheme, taking part in the 

gardening club, and many others! The relationship between school and parents is one of 

the strengths of our school and is much valued by everyone. 

 

We aim to encourage every child to work hard, to learn, work and play with others, to 

take pride in their own achievements and be proud of their school. Children are expected 

to behave in a responsible and cooperative way and we find that these expectations help 

children to have both a challenging and enjoyable time in school. Our children’s record of 

good behaviour is frequently commented upon both inside and outside the school. 

 

I hope you enjoy looking through our prospectus to see what life will be like for your 

child at Castlewood and that it gives you a glimpse of the hard work that goes on and the 

fun we have during these very special years in your child’s life.  

I warmly welcome you to Castlewood School. 

 

Mrs Rachel Nunns 

 

 
 

Headteacher 
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Castlewood Primary School      
 
Castlewood Road 

Southwater 
West Sussex 

RH13 9US 
 

Telephone: 01403 – 734822 
Fax: 01403 – 734978 

e-mail: office@castlewoodprimary.co.uk 
 

Age Range 
4 – 11 years 
 

Headteacher 
Mrs R Nunns B.A. Hons., N.P.Q.H. 
 

Education Office 

County Hall North 
Chart Way 

Horsham 
West Sussex 

RH12 1XH 
Telephone: 03330 142 903 email admissions@westsussex.gov.uk 
 

Admission Policy and Arrangements 

The admissions policy of this school is common to all County schools in 
West Sussex.  Details of the West Sussex Admission procedures are 

published on the West Sussex website: 
www.westsussex.gov.uk/admissions 

Parents considering applying for school are welcome to visit and are 
invited to telephone the School Office to make an appointment. 
 

The West Sussex Admissions Code states that children may start school 

either full or part time in the September after their fourth birthday. If 
parents choose to defer their child or to send them to school part time 

they can do this until the term after their fifth birthday if their child was 
born in the Autumn or Spring Term, but Summer born children have to 

take up their place full time at the beginning of the Summer term, along 
with Autumn and Spring born children.  
 

We are always happy to discuss starting school arrangements with you – 

please give us a call or make an appointment with the headteacher to 
discuss any issues you may have.  The school phone number is 01403 

734822. 
 

Safeguarding 
Castlewood Primary School is committed to safeguarding the welfare of 

children and young people and expects all staff to share this 
commitment. 
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Our school curriculum teaches children how to make good choices 
about healthy, safe lifestyles and how and who to ask for help if their 

health or safety is threatened. 
 

Partnership with Parents and Carers: 
We have a commitment to an open and honest relationship and 

encourage the involvement of parents and carers at all stages of a 
child’s education. Please come in and ask teaching and non-teaching 

staff for support and advice. You may wish to make an appointment 
with the Head Teacher if you need to discuss any school related issue. 

Help us to help your child by sharing with us information that might be 

relevant to your child’s wellbeing or performance in school. 
 

A safe learning environment: 
We maintain an environment where children will be listened to; where 

learners feel safe in a secure environment; where bullying, racism or 
sexual harassment is not tolerated; where medical needs are met. 

 
Safe recruitment selection and management practices: 

We ensure that our practices identify, deter and reject people who may 
abuse children or are otherwise unsuited to work with them. 
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Castlewood School Vision Statement  
 
Growing together, learning together, trusting together to 
achieve our full potential. 
 
Happiness leads to success 
 
 
 
 
School aims 
 
C          Celebrating achievement 
A          Aiming high 
S          Sharing with our community 
T          Taking care to keep each other safe 
L           Learning for life 
E          Encouraging respect 
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Starting School and Induction Programme 
 
Welcome to Castlewood School 
 
School visits 2017 
 

29th June 6pm   New parents evening 
4th July 9-10am      New intake children visit 

12th July 1.45-2.45pm        New intake children visit 

 
Term dates Academic year 2016 / 2017 

Autumn Term 2016 

 Term commences on Tuesday 6th September 2016 and ends on 

Friday 16th December 2016.  

 Half term is Monday 24th October - Friday 28th October 2016 
inclusive. 

Spring Term 2017 

 Term commences on Wednesday 4th January 2017 and ends on 

Friday 7th April 2017.  

 Half term is Monday 20th February 2017 - Friday 24th February 2017 
inclusive.  

 Easter break is Monday 10th April – Friday 21st April 2017 inclusive.  

Summer Term 2017 

 Term commences on Monday 24th April 2017 and ends on Tuesday 

25th July 2017 
 Half term is Monday 29th May 2017 - Friday 2nd June 2017 inclusive. 

 There is also a Bank holiday on Monday 1st May 2017. 

 

Inset Days:   5th September 2016 

9th December 2016 
3rd January 2017 

24th March 2017 
30th June 2017
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School Information 
 
School Hours 

 

Morning 
8.45 – 12.00 (break 10.30 – 10.45) 

 
Afternoon 

1.00 – 3.00 (break 2.00 – 2.15 for Foundation and Key Stage 1 only) 
 

Our hours are planned to allow parents who may have children at other 
schools to deliver and collect children without too much anxiety!  The 

older children in Key Stage 2 work through the afternoon without a 
playtime to ensure that they fulfil the provision of curriculum time. 

 
Arrival and Departure 

School begins 8.45 but the doors are open at 8.35 and children may come 
into school when they arrive.  Parents are welcome to bring children into 

school, particularly in the younger classes, and there is a designated 

cloakroom area for each class. 
 

At the end of the day children leave by their classroom doors and meet 
their parents on the hard play area.  It is essential that if parents make 

arrangements for anyone other than themselves to collect children that 
the class teacher should be informed.  Reception children are handed over 

to parents and all other year groups are instructed to return to their 
teacher if there is no-one to meet them. 

 
By Foot/Cycle 

There is a footpath constructed around the boundary of school to lead 
from the pavements on to the school premises. Children may cycle to 

school if accompanied by parents and all bicycles should be locked on the 
cycle racks as all bicycles are left at owners’ risks.  All children should 

wear cycle helmets.  Year 6 children are offered the opportunity to take 

part in their Cycling Proficiency Test in the Autumn Term each year. 
 

By Car 
Car parking space is limited and parents are asked not to use the staff car 

park at the beginning and end of the day to ensure the safety of everyone 
arriving and departing. Parents are also asked to park carefully in 

Castlewood Road and its immediate vicinity to ensure access for residents. 
 

Absences and Illness 
If your child is absent from school it is very important that you let us 

know the reason for absence as soon as possible and we are grateful for 
your co-operation in keeping our registers as accurate as we can.  As a 

security measure we ask parents to telephone us on the first day of 
absence by 9.30am. We are bound by law to account for all absences 

and you may on odd occasions receive an absence check if we do not 

appear to have received any message.   
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Regular and punctual attendance is an important part of children’s 

educational development, and prolonged absence can disrupt the 
continuity of the children’s learning. We cannot authorise holiday during 

term time. Please read our ‘Request for Absence in School Time 
form’ at the back of the prospectus as it outlines our procedures. 

If your child is unwell at school or has an accident we shall inform you as 
soon as possible, therefore it is essential that we have a telephone 

number where we may contact you during the day. 
 

Advice on sickness and diarrhoea 

We have received guidance from the Health Protection Agency which 
advises that any child with sickness or diarrhoea should not return to 

school for 48 hours after the last episode of the illness.  We would be very 
grateful if you could support this advice and help us to prevent the spread 

of infection.  
 

If your child has a dental or other appointment in school time a note 
should be sent into school at the appropriate time as children will not be 

allowed to leave alone during the school day under any circumstances, 
and must be collected from the school. 

 
If your child takes medication or returns to school before completing a 

course of prescribed medication, this should be handed into the School 
Office and the appropriate form, now required to be kept, filled in.  We are 

allowed to administer only prescribed medicines, not brand name 

medicines, but parents are welcome to come to school, for instance at 
lunchtime, to administer these. 

 
School Meals 

All children in Reception and Key Stage 1 are offered Universal Free 
School Meals. It is expected that all pupils will be having these unless you 

inform the school otherwise. The hot lunches will be automatically 
provided by ‘The Easy Lunch Company’.  

 
Pupils in Key Stage 2 will need to continue to order lunches through ‘The 

Easy Lunch Company’ – you can find more details on their website: 
https://theeasylunchcompany.co.uk  If pupils bring their own packed 

lunches, these should be in a plastic container with the child’s name 
clearly marked.  Only drinks in cartons or flasks may be brought in for 

lunchtime.  As part of our Healthy Schools initiative we do encourage 

‘healthy lunchboxes’ avoiding crisps and sweets. 
 

Mid Morning Break 
Children are welcome to bring fruit to eat at morning break and 

Foundation Stage and Key Stage 1 pupils also receive fruit as part of our 
school fruit and vegetable scheme. Milk is available in third pint cartons 

for mid morning break and must be ordered via the Cool Milk website or 
by phone. We encourage Key Stage 2 pupils to also bring fruit to school to 

eat at morning break. Water is always available from the drinking fountain 
and children may bring in bottles of water to have in their classrooms. 

https://theeasylunchcompany.co.uk/
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School Uniform 

The school colours are Royal Blue and Grey and we would encourage all 
parents and pupils to support the school by wearing uniform. 

 
Girls 

 Royal blue school jumper/sweatshirt or cardigan 
 White polo shirt 

 Grey skirt or pinafore dress or grey trousers 
 White socks or white or grey tights 

 Sensible black shoes 

 Blue striped or checked dress for summer 
 School fleece 

 
Boys 

 Royal blue school jumper/sweatshirt 
 White polo shirt 

 Grey trousers 
 Grey or dark socks 

 Sensible shoes 
 Short sleeved shirt or polo shirt for summer 

 School fleece 
 

P.E. Kit 
 School T-shirt or white T-shirt 

 Navy blue shorts 

 Trainers  
 P.E. bag 

 
An old shirt or painting apron would be very helpful for painting or craft 

lessons. 
No jewellery should be worn in school. 

 
School uniform is supplied by SOCS at school, via order form, or from 

Broadbridges, Piries Place, Horsham.  Book bags, PE bags and summer 
caps are available from the School Office. 

 
It would be helpful if all items of school uniform could be clearly 

named. 
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Castlewood Primary School 

Request for Absence in School Time 
New regulations are in force from September 2013 

 

Pupils are only in school for 190 days each year. 
There are 175 other days for holidays and other activities. 

80% attendance represents 1 day off a week. 
90% attendance represents 1 day off a fortnight. 

How to use this form: 

 The application should be made well in advance and at least five days before the first 
day of absence if possible. 

 Please use a separate form for each child and each absence. 

Guidance: 

Government regulations state that absence can only be authorised in the following 
circumstances: 

 Illness and treatments  

 An organised educational course 

 An organised sports competition or approved public performance 

 Family bereavement or exceptional family circumstances 

 Days of religious observance 

The Headteacher will notify you of the decision within five working days of receipt of this 
form. 

Parent/Guardian to complete this section: 

Name of child: Class 

Is this the first request for absence this 
academic year? 

Yes/No 

First day of absence: Number of school 
days requested: 

 

Final day of absence: 

Reason: 
Please give information about your request for absence. 
 

Signed: Date: 

School Office to complete this section: 

Our school attendance target is 96.6% 

 
Last 
Academic 
Year 
Attendance 

 
% 

Green  
Amber 
Red 

Green    More than 95%  Satisfactory 
 

Amber 85% to 95% Needs improvement 
 

 
Current 
Attendance 

 
% 

Green  
Amber 
Red 

Red    Less than 85%  Unsatisfactory 

Head teacher to complete this section 

Your request is approved and the absence as set out above is authorised.  

Your request is not approved.  If the pupil is absent as proposed above, it will be 
recorded as unauthorised for the following reason: 

 

 

Signed:                                                                           Dated: 
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West Sussex Education Authority 

Castlewood Primary School 

 

Regular attendance at school is important for your child’s education and is a legal 
requirement.  Responsibility for this rests with the parents.  Only the school, not the parents 
can authorise absence. 

Government regulations state that children may only be absent for the following reasons: 

 Illness and treatments  

 An organised educational course 

 An organised sports competition or approved public performance 

 Family bereavement or exceptional family circumstances 

 Days of religious observance 

Annual Holiday – new regulations in force from September 2013 

There is no entitlement to holiday in term time.  Government regulations which take effect 
from September 2013 do not allow headteachers to grant any leave of absence for holidays 
in term time.  If you choose to take holidays during term time this will be recorded as 
unauthorised absence. 

 

Absence will NOT be authorised for reasons such as: 

 Holidays 

 Days out including long weekends 

 Birthday treats involving absence 

 Shopping trips 

 Visiting relatives 

 

 

West Sussex Education Authority 

Castlewood Primary School 

 

 
 
 

 

 
 

 


