
 
 
 

The information contained within this section relates to the day-to-day 
running of our school and is pertinent to Harrysmuir and our pupils. 

 
It dovetails with the guidance provided by West Lothian Council, which 
can be found in the next section of the handbook. 
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Introduction 
 

A warm and very genuine welcome to Harrysmuir Primary School.  As a parent of a pupil in OUR 
school, you will have a major role to play in our children’s education. 

 
Like you, we want the best for your child.  Your active involvement in his/her education is not only 
desirable, but essential. 
We ask that you, like your child, become part of our school. 
 
Harrysmuir Primary School admits pupils of both sexes. 

 
Susan Mackenzie 
Head teacher 

 
School address: 
 
Harrysmuir Primary School 
Willowbank 
Ladywell 
Livingston 
EH54 6HW. 
 
Tel:  01506 434501 
Fax:  01506 442987 
Email:  harrysmuir.ps@wled.org.uk 
Blog:  https://glowscotland.org.uk/wl/harrysmuirps 
Current Roll:  415 
 

Staffing 
Harrysmuir Primary School is staffed by a non-teaching Headteacher, a Depute Headteacher, a 
Principal Teacher, 18 class teachers, 2 Support for Learning teachers, 3 curriculum/specialist 
teachers and a brass tutor.  We also have a secretary, clerical assistant, facilities management 
assistant and 6 pupil support workers. 

 
Harrysmuir Primary is a non-denominational school. 

 
The school day  
Primary 1 – 7  
9.00am – 12.30pm.    1.05pm – 3.20pm Monday to Thursday  
Friday all children leave at 12.15pm. 
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What do we try to achieve at Harrysmuir? 
 

We, as a staff, have worked out an agreed set of aims, both for our pupils and for the school in 
general.  In short, we aim to create a caring, secure and happy environment in which every child 
feels happy, confident and valued as an individual.  So too, we aim to develop co-operation 
between home and school and to involve parents directly in their children’s education. 

 
Our goal is to develop each pupil’s skills and knowledge to the maximum, fostering a desire for 
learning in which each pupil sees a purpose to his/her education.  We aim to ensure that, in the 
context of the 5-14 National Guidelines, each child attains to the maximum. 

 
 

Behaviour/Discipline 
 

Children enjoy and need a safe, structured and happy environment in which to grow and learn.  To 
establish such a learning environment, a fair and effective discipline framework is necessary. 

 
Where possible, we try to encourage children by, e.g. appropriate praise, the use of stickers and 
certificates.  Occasionally, sanctions are required for instances of inappropriate behaviour.  This 
will include loss of “Golden time”, extra home exercises, detention during intervals and withdrawal 
from some class activities.  Parents will be involved at an early and appropriate stage, but 
especially in the case of persistent offenders or of extreme misbehaviour.  

 
 
 
 
 

PARENTAL SUPPORT FOR SCHOOL DISCIPLINE PROCEDURES IS CRUCIAL. 
 
 
 
 
 

THE CURRICULUM 
 

Curriculum for Excellence aims to achieve a transformation in education in Scotland by providing a 
coherent, more flexible and enriched curriculum from 3 – 18. 
The 3-18 curriculum aims to ensure that all children and young people in Scotland develop the 
attributes, knowledge and skills they will need to flourish in life, learning and work. 
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The knowledge, skills and attributes learners develop will allow them to demonstrate four key 
apacities – to be successful learners, confident individuals, responsible citizens and effective 
contributors. 
 
Briefly, the main areas of the curriculum come under the following headings. 

 
 Language 
 Maths 
 Environmental Studies 
 Expressive arts 
 Religious and Moral Education 

 
Language  

 
The development of each child’s language is pursued through an integrated programme of language 
work involving listening, talking, writing and reading.  Much emphasis will be laid on talking and 
discussion.  Activities such as Drama will play a large part in this programme.  `No one single 
‘scheme’ or programme meets the learning needs of every individual child.  However our main 
resources are  

 
Mathematics 

 
Children learn about all aspects of maths – number, money, measurement, shape, position, 
movement, time, graphs (information handling) and problem-solving.  Increasingly they will become 
aware of and skilled in the use of calculators and computers.  So too, they will learn that maths is 
about ‘problem-solving’ and that maths does and must relate to everyday life. 

 
Great emphasis is placed on practical work at all stages, while oral and mental work remain 
important.  Our main resources centre on the Heinemann and IPM Maths programmes.  

 
Environmental Studies 

 
This is a general term of covering the study of history, geography and science.  As in other areas 
of the curriculum in the teaching of these separate subjects will be done through an integrated 
approach.  These studies are usually first centred in the area of the child’s immediate 
environment (school, home etc) and slowly expanded to take in the wider concepts of community, 
village, city, country, world and so on. 

 
Expressive Arts 
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Work done in this broad area – Music, Art and Drama and P.E. – often enables children to build 
self-esteem and self-confidence through the expression of feelings and ideas. 

 
Religious and Moral Education 
 
For further information regarding the curriculum at national level visit: 
https://www.educationscotland.gov.uk/thecurriculum/ 

 
Gaelic Language 
The school does not provide teaching by means of the Gaelic language as spoken in Scotland.  A 
primary aged pupil whose parent wishes him/her taught by means of the Gaelic language will be 
educated at Tollcross primary School in Edinburgh. 
 
Teaching and Learning 

 
Learning is an active process in which children must participate if they are to develop their 
potential.  We, as adults, all learn in different ways and at a different pace.  Children are no 
different.  For effective teaching and learning to take place teachers have to find out how 
children learn, as well as their various strengths and weaknesses.  This process is, essentially, 
what teachers refer to as ASSESSMENT. 

 
Assessment takes many forms.  It will involve various forms of testing e.g. use of national Tests, 
reading tests, ‘Progress tests’ in maths, as well as numerous informal  teacher-devised test 
materials.  However testing is only one part of assessment.  Assessment also has many other 
dimensions, such as observing children, listening to them, talking to them and reading and 
analysing their daily class work. 

 
Your child will learn, and be taught, in various and varying ways.  These will include investigating, 
discussion, trial-and-error, ‘silent study’, playing, watching and listening to TV and radio 
programmes.   

 
Methods employed by the teacher will vary.  Children largely, are taught in ability groups.  
However teachers will also use class lesson, mixed ability groups and individual tuition.  Above all 
else, children will be taught according to need. 

 
Support for Learning 

 
Delivering appropriate provision for pupils with additional learning needs is central to the national 
commitment to inclusion and is underpinned by legislation.  West Lothian Council believes that all 
children and young people are entitled to learn together.  This will help a culture of acceptance 
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within which all children have a presumptive entitlement to mainstream education and services 
provided to facilitate this goal. 
Focus in Inclusion is designed to help schools in partnership with parents/carers, pupils and 
partner agencies to evaluate effectiveness of provision in improving educational outcomes and 
opportunities for pupils with additional learning needs.  The policy can be accessed online at: 
http://www.westlothian.gov.uk/sitecontent/documentlist/educationpolicy/focusinclusion 
 
If you feel that your child needs additional support, information and advice is available from 
school in the first instance. 
Enquire is the Scottish Advice Service for Additional Support for Learning.  Operated by 
Children in Scotland,Enquire offers independent, confidential advice and information on additional 
support for learning through: 

 a telephone helpline – 0845 123 2303 
 an email enquiry service – info@enquire.org.uk 
 an online enquiry service two websites – www.enquire.org.uk (for parents/carers and 

practioners) and www.enquire.org.uk/yp (for children and young people) 
 Enquire also provide a range of clear and easy-to-read guides and factsheets explaining 

everything from ‘additional support in the early years’ to ‘what planning should take place 
for moving on from school’ 

 
The Parents’ Guide to Additional Support for Learning is now available to download at 
http://enquire.org.uk/publications/parents-guide 
 
Reporting 
 
We, as a school, feel that it is crucial to keep you informed as to your child’s progress at school.  
Formally, you will have two opportunities to consult with your child’s  teacher,  one in October and 
one in March.  These should not be considered your only chances to talk about your child’s 
progress.  Should you wish any further information, or have any concerns, you are encouraged to 
contact the school (434501) to make an immediate appointment. 
 
An interm report is issued in February informing you of your child’s progress prior to parent 
consultations in March.  A more detailed end of term report will also be sent to you in June, 
informing you of your child’s progress in all areas.  To ensure that you are kept regularly informed 
of your child’s progress, we also issue an Interim Report soon after Christmas. 
 
Homework 
 
Homework is an integral part of the learning process.  In the early years in particular children 
need support and encouragement in their reading and parents are asked to work with their child 
on a regular basis and in a positive manner. 
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Homework can take many forms – such  as spelling, number work, researching a topic, asking 
questions etc.  Again, work which ought to have been finished in class may be sent home to be 
completed.  Each Class Teacher will ensure that parents know what to expect in terms of their 
child’s homework.  We would ask parents to co-operate by making sure that any form of 
homework is signed, as appropriate. 
 
Composite Classes 
 
When pupil numbers make it impossible to have a straight ‘year’ class, it is often necessary to 
form composite classes.  This will be done in keeping with West Lothian Council guidelines.  
(Copies available for parents). 
 
Composite classes are very much a fact of educational life.  As much learning takes place 
individually and in groups, composite classes are not necessarily disadvantageous.   
 
School clothing 
 
For many and varied reasons it is expected that school uniform should be worn at all times by all 
pupils.  “Uniform” consists of grey or black trousers/skirt, burgundy sweatshirt/cardigan and sky 
blue polo shirt.  School ties are available from the school office.  Uniform items can be purchased 
from the school office (subject to availability). 
 
Children must dress appropriately for school.  Jeans and/or football shirts are not considered 
suitable. 
 
In the event of e.g. a playground accident there are occasions when we might have to change your 
child’s skirt or trousers. 
 
Assistance with provision of clothing and footwear 
Clothing Grant  
 
Families in receipt of Income Support, Income-based Jobseekers’ Allowance or any 
Income Related element of Employment and Support Allowance who submit a 
completed application form automatically receive a clothing grant for each pupil of 
school age.  
Families in receipt of Working Tax Credit (WTC) and/or Child Tax Credit (CTC) 
with an annual income of £15860 or less are also eligible. 
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Families not in receipt of these specific benefits but in financial hardship may also 
be assisted depending upon their situation. On receipt of an application in such 
cases, a report is called for from the Children and Young People Team regarding the 
families’ circumstances 
   
Application forms are available from the school or from the Council’s website  
at www.westlothian.gov.uk 
 
Parents who wish to apply for the scheme should complete an application form which is available 
from this school or Education Services, Civic Centre, Howden South Road, LIVINGSTON, EH54 
6FF. 

 
Transport/Parking 
As with many school, parental parking/driving can be a major issue.  Children’s safety should be 
the number one concern at all times. NO CARS, VANS OR LORRIES ARE ALLOWED IN THE 
PLAYGROUND. 
Parents bringing children to school by car should park outside the school grounds. 

 
 

Meals and milk 
School lunches are offered in the form of a “three-tray” system in which children select one of 
the available trays.  The menus are rotated and copies of these are issued to parents.  The 
current cost is £1.75 per pupil. 
Special dietary requirements will be catered for.  Please contact the School Office to discuss 
your child’s requirements. 
 
Free School meals: 
Pupils with parents in receipt of either: 
Income Support, Income-Based Jobseeker’s Allowance, any Income Related element of 
Employment & Support Allowance Child Tax Credit (with no working tax credit) and whose annual 
income is £15,860 or less, Working Tax Credit and whose annual income is £6,420 or less are 
entitled to a free mid-day meal. 
 
Free School Milk 
All P1 – P3 pupils, P4 – P7 pupils whose parents are in receipt of a qualifying benefit are entitled 
to 0.25 litre of milk daily free of charge. 
For further information please refer to the School Meals and Milk Policy: 
http://www.westlothian.gov.uk/sitecontent/documentlist/educationpolicy/schmealsmilkpol or by 
contacting Stuart Isbister, Pupil/Students benefits Officer either by phone on 01506 281952 or 
by emailing stuart.isbister@westlothian.gov.uk 
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If you wish to choose your child’s meal then you should send a note with the child.  IT IS 
ADVISABLE TO SEND A NOTE WITH CHILDREN IN PRIMARY 1 & 2. 
 
Breakfast Clubs 
The Breakfast Club provides pupils with a healthy breakfast and offers the opportunity for them 
to sample and develop preferences for health options.  The Club aims to establish positive 
relationships at the start fo the school day, helping to reduce lateness or poor attendance and 
improve attitude, behaviour and motivation to learn.  Pupils also benefit from physical activities, 
time to do homework and tooth brushing after they eat. 
Pupils entitled to free school meals are also entitled to free breakfasts. 

 
 

Primary 7 to Secondary 1 transfer arrangements 
 

Each secondary school catchment area is made up of a number of associated primary school 
catchment areas.  Harrysmuir is associated with Inveralmond Community High School.  Children 
attending harrysmuir Primary and living in the catchment of the school would therefore normally 
transfer to Inveralmond or St Margaret’s Academy. 

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

 
Enquiries should be made to : 

 
Inveralmond Community High School  or St. Margaret’s Academy 
Willowbank       Howden South Road 
Ladywell       Livingston 
Livingston       EH54 6AT 
EH54 6HW       01506 497104 
01506 438093 

 
Or 
 

Pupil Placement Section 
Education Services  
New Civic Centre 
Howden South Road  
Livingston 
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EH54 6FF 
01506 776002 

 
Occasional and Emergency arrangements 

 
In the event of an early closure which is unplanned (e.g. school closure due to heating failure or 
severe weather) children will be sent home if parents are known to be at home.  Otherwise they 
will be sent to the “Emergency Contact”. 

 
Parents are reminded of their responsibility to provide the school with up to date information 
on persons to be contacted in emergencies.  

 
Some useful telephone numbers 

 
Free School Meals/Clothing Grants   01506 775000 
Transport Policy      01506 282320 
Special Needs Policy & Provision    01506 775000 
Customer Care and Communication   01506 775000 
Emergency Closure Policy     01506 775000 
Health & Safety      01506 775000 
Outdoor Education Policy     01506 775000 

 
Parents are vital partners in our goal to achieve the best for all of OUR children. 

 
We hope that you have found this booklet of some value. 
Should you have any remaining queries, you are encouraged to contact the school (434501). 
 
School Complaints Procedure 
If you have a complaint regarding the School, please contact the School Office to arrange a 
meeting with the Head Teacher. 
If you feel that you wish to further the complaint please refer to the Comments and Complaints 
procedure for Education: 
http://www.westlothian.gov.uk/sitecontent/documentlist/educationpolicy/ComplaintsEducationPoli
cy 
 
Parent Council 
Every parent whose child attends Harrysmuir Primary School is automatically entitled to be 
involved in the School Parent Council. 
 
At present the Parent Council is represented by: 
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Chairperson Carol Black 
Secretary Caroline Nicol 
Treasurer Lynn McGilliray  
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