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Welcome
Dear Parents and Carers,

We are delighted that you have chosen Valley Invicta Primary School at Kings 
Hill for your child.

We will work tirelessly to ensure that they thoroughly enjoy their educational 
journey with us, thrive and accomplish the very best that they can.

We believe that a strong and positive working relationship between the school 
team and the whole family has enormous impact on your child’s wellbeing, 
happiness and success.

We hope that you will find this handbook useful as your child starts with us.  
If you have any further questions or concerns, please do not hesitate to contact 
us at any time.

Yours faithfully,

All the staff at Valley Invicta Primary School at Kings Hill
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About our school
School contact details and information

Valley Invicta Primary School at Kings Hill

Warwick Way (off Tower View)

Kings Hill

West Malling

Kent ME19 4AL

Tel: 01732 841695   

E-mail: office@kingshill.viat.org.uk

Website: www.kingshill.viat.org.uk

School hours: 8.30am to 3.20pm.

To report a pupil’s absence

Please call the school office by 9.30am on  
01732 841695.

What happens if the school is closed due to  
bad weather?

In the event of a school closure, notification will be given 
on the school website. Please also check ParentMail, 
Twitter: @VIPSKingshill and www.kentclosures.co.uk  

Attendance

Regular attendance is critical if our pupils are to be 
successful and benefit from the opportunities school 
brings them.

We always celebrate success and good attendance 
is fundamental to a successful and fulfilling school 
experience. Our school actively promotes 100% 
attendance for all of our pupils and we use a variety of 
weekly, termly and annual rewards to promote good 
attendance and punctuality.

We recognise that parents and carers have a vital role, 
and a legal responsibility, to ensure good attendance 
and we promise to identify, investigate and work in 
partnership with parents and carers, pupils and other 
agencies to resolve any attendance problems which 
might occur.

Parental responsibility

Parents have a legal duty to ensure that their child, or 
children, attend school regularly and arrive on time. 

It is all parents’ responsibility to contact the school 
whenever their child is absent and on the first day of 
absence before 9.30am. If this does not happen, then 
the school has a safeguarding duty of care to contact 
you to discuss your child’s absence. 

Pupils are expected to arrive by 8.30am. Registration is 
closed at 8.40am. All pupils who arrive late must report, 
with their parent, to the school office where the reason 
for lateness is recorded. 

Holidays during term time

We understand the difficult position that families 
can be put in, where term-time holidays are a much 
cheaper option. However, our school does not authorise 
holidays during term time. A request to issue a Penalty 
Notice will be made to the Attendance Service for an 
unauthorised holiday of 10 or more school sessions (5 
days). One Penalty Notice is issued per child, per parent.

Leave of absence

The Head Teacher may authorise absence in 
“exceptional circumstances” but this must be requested 
in advance, and agreement to each request is at the 
discretion of the Head Teacher, acting on behalf of the 
Governing Body (Education (Pupil Registration) (England) 
Regulations 2006).

Clubs

We offer a range of activities outside our normal school 
day, provided by staff and external organisations. These 
include sports, art, chess, French, choir, dance, and yoga 
and mindfulness to name but a few. 

For a full and up-to-date list, please see our website: 
www.kingshill.viat.org.uk (click on the Learning tab).
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Wrap-around care

At Valley Invicta Primary School at Kings Hill we have 
a popular and high quality after school provision, run 
by an external approved company P4A. For further 
information, please contact the school office on  
01732 841695 or office@kingshill.viat.org.uk 

Please note, all our school policies can be found on 
our website www.kingshill.viat.org.uk under the 
information tab. 

Teaching and learning 

At Valley Invicta Primary School at Kings Hill, our 
curriculum is designed to stimulate, motivate and 
challenge all of our pupils, and to meet their needs in 
an innovative and inspiring way. We are responsive to 
the objectives of the National Curriculum and we have 
tailored programmes of study for each subject that 
will develop and encourage the children’s confidence, 
competencies and fluency in all areas.

In the Foundation Stage (Reception), the curriculum is 
organised into seven areas of learning, the Prime Areas 
and the Specific Areas:

The Prime Areas include: communication and language, 
physical development, and personal, social and 
emotional development.

The Specific Areas include: literacy, mathematics, 
understanding the world and expressive arts and design.

The school timetable for Years 1 to 6 is organised 
into morning and afternoon lessons each day. The 
core subjects are English, Phonics and Mathematics. 
Complementary studies include Science, Art and Design, 
Modern Foreign Languages, PHSE, Computing, PE and 

Human Studies with a focus on History and Geography. 
These lessons are structured across the timetable during 
the course of the week.

Parents are invited to attend three Parent Consultation 
sessions, which we run as Family Learning Conferences, 
during the academic year, when your child’s progress 
will be discussed. A final end of year report will also be 
issued. Parents can contact their child’s class teacher 
at any time should they be worried about their child’s 
progress or targets.

An outline of the school curriculum is available on the 
school website: www.kingshill.viat.org.uk 

Readiness for school (Foundation Stage)

In order to prepare your child for school it would really 
help them to secure these skills. Thank you for your help.

• Get dressed and undressed without help.

• Use a zip and put on their own shoes and socks.

• Ask to go to the toilet and wipe themselves properly.

• Know when to wash their hands and wipe their nose.

• Ask for help if they feel unwell.

• Understand the need to follow simple rules.

• Sit still and listen for a short while.

• Share toys and take turns.

•  Listen to a story and enjoy sharing and talking about 
picture books.

•  Recognise and write at least some letters of their 
names.

•  Be ready every day for school (supported by a good 
bedtime routine).
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Homework

At our school we believe homework is an important way 
of helping to raise our pupil’s achievements. We know 
that homework requires commitment by parents and 
pupils, and we really appreciate the different extra-
curricular activities that enrich the lives of our children. 

At Valley Invicta Primary School at Kings Hill, we 
approach homework in two ways – Focused Learning 
Tasks (FLTs) and Learning Together Tasks (LTTs).

Focused Learning Tasks (FLTs)

Reading, practising phonic sounds, spelling and maths 
activities such as times tables are best learnt in short 
bursts, so we will regularly ask you to support your child 
with this type of learning.

We will also give your child reading books to bring home 
and share, along with some weekly activities. The effort 
your child puts into these activities will be celebrated in 
school, and across classes.

From experience we know that the impact of your 
support will be seen in your child’s love of reading, their 

Encouraged time allocation for homework through the school

 EYFS Year 1 Year 2 Year 3 Year 4 Year 5 Year 6

 45 minutes  1 hour 1¼ hours 1½ hours 1¾ hours 2 hours 2½ hours
 per week per week per week  per week per week per week per week
    

ability to recognise sounds and their ability to decode, 
blend and segment sounds in words, as they move 
through the school. This will be reflected in:

• Their standardised reading age;

• Their standardised spelling age;

• Their confidence and enjoyment in Maths;

•  Their ability to work with the four operations of 
addition, subtraction, multiplication and division;

• Their ability to work with shape, space and measuring;

•  Their ability to reason and apply mathematical 
concepts to a range of different learning concepts.

Learning Together Tasks (LTTs)

In addition to FLTs, your child will also bring home a 
termly task. These tasks will be very practical, open-ended 
projects and will be designed to enable the whole family 
to get involved with the projects being learnt at school.

These will need to be handed in and will form part of 
collaborative displays or as starting points for class-
based learning.
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Reward system

Our reward system celebrates children’s achievements 
across the school curriculum. Positive verbal feedback 
is the most common way of recognising children’s 
good effort or behaviour but ‘Dojo’ points, certificates 
and other weekly rewards are given to children across 
the school and shared electronically with families. In 
addition, achievement assemblies are held termly, 
when certificates are awarded for excellent effort and 
behaviour in all subject areas.

In the Early Years and Year 1, an electronic record of 
achievement is also kept and shared with families on a 
regular basis. This is called ‘Tapestry’.

UNICEF Rights Respecting Schools Award and Rights 
and Responsibilities School

Valley Invicta Primary School at Kings Hill is proud to be 
a Rights Respecting School.

The Rights Respecting Schools Award programme 
supports schools to embed the United Nations 
Convention on the Rights of the Child in their 
practice, to improve well-being and help all children 
realise their potential.

The Award programme is based on principles of equality, 
dignity, respect, non-discrimination and participation. 
The initiative started in 2006 and schools involved in the 
Award have reported a positive impact on relationships 
and well-being, leading to better learning and behaviour, 
improved academic standards and less bullying. The 
Award is aimed at schools across the UK.

The Learning Code we have in school is based on 
the UNICEF rights we believe in. These are displayed 
around the school with appropriate examples and are 
regularly discussed and reinforced with the children. 
Each class develops its own class charter, which 
communicates these rights and responsibilities in a 
way every child can understand.

Everyone has the right to be safe

We do not allow children to act in a physical way 
towards one another. We teach children that problems 
need to be solved through discussion and agreement 
and that retaliation is not acceptable as a reason for a 
physical response.

Everyone in school has the right to learn

We will not allow children to disturb or interrupt other 
children’s learning.

We use inclusive strategies, advice from parents and 
external agencies to support children who need to 
learn in different ways. 

Everyone in school has the right to be treated with 
fairness and respect

All adults model very respectful behaviour towards each 
other and towards every child in school. In this way we 
encourage outstanding behaviour across our whole 
school community. We listen and take on the views 
of others, act fairly and ensure that children have the 
opportunity to make important school decisions.

Behaviour

How do we deal with behaviour issues?

We have extremely high expectations for behaviour 
and we model and scaffold a culture where the 
children are supported and encouraged to work and 
play well together.

However hard we might try, there may be times when 
positive strategies are not sufficient to encourage 
acceptable behaviour. Initially, children will be spoken to 
about their actions and given the opportunity to reflect 
upon these and change their behaviour. This will be 
done privately with the child. For the vast majority of 
children in school, this quiet reminder is enough to  
solve the issue.

Few children’s behaviour is perfect one hundred  
per cent of the time and most incidents can 
be addressed quickly and without any form of 
punishment. Beyond this, our full Behaviour Policy can 
be found on our website: www.kingshill.viat.org.uk

How are children involved?

Children in school are told about our behaviour policy and 
are actively involved in reviewing it. We have a behaviour 
code for the children: ‘Ready, Respectful, Safe’. We ensure 
that all children are aware of the reward systems and 
sanctions that are in use - we are careful to ensure that 
all are appropriate for the age and needs of the child. 
Discussions as part of circle time, PHSE lessons, class 
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council and school TED (Together Everyone Decides) 
meetings are used to discuss behavioural issues. The 
school has a separate Anti-Bullying Policy and issues 
related to bullying are specifically dealt with through 
PHSE lessons, as well as on an ongoing basis.

How are parents involved?

At Valley Invicta Primary School at Kings Hill, parents 
who have concerns regarding their child’s behaviour 
are encouraged to contact the school and arrange an 
appointment to discuss any issues with, in the first  
instance, the class teacher, and then a member of the 
senior leadership team.

Parents will be involved at the earliest opportunity 
if there are difficulties at school and we encourage 
parents to work with the school to resolve any issues. 
If a child is on the receiving end of misbehaviour of any 
serious nature, we will contact the parents to explain 
the incident and how it has been dealt with on the same 
day that it occurs.

Your child’s happiness and wellbeing is our  
absolute priority.

Home School Partnership Agreement

We ask that you sign our Home School Partnership 
Agreement which sets out how Valley Invicta Primary 
School at Kings Hill, parents/carers and pupils will all 
work together. You can find the form in the back of 
this handbook – please sign it and return it at the 
earliest opportunity.

Enriching experiences

We make every effort to ensure the curriculum is 
enriched with lots of quality visitors into school and 
opportunities to learn beyond the school. These sorts of 
visits will take place during the normal school day and 
will usually be on foot or using the Trust’s minibuses.  
We always make sure these trips and visits are 
extremely well supervised, and we will sometimes 
ask for additional support from parents. Any parents 
or carers who join us on local trips will require a DBS 
(Disclosure and Barring Service) check – if you would like 
more information, please contact the school office. 

We ask for your general consent to cover any local visits 
that take place while your child is a pupil at Valley Invicta 
Primary School at Kings Hill, and this avoids you having 

to complete separate forms for each occasion. We will, 
of course, still inform you if your child is going to be out 
of school.

The form can be found as an insert in the back of this 
handbook. Please complete it and return it to us at the 
earliest opportunity.

While our school staff and helpers will take all 
reasonable care of pupils, unless they are negligent, 
they cannot be held responsible for any loss, damage 
or injury suffered by a pupil during such visits.

If your child needs to take medicines of any kind 
during a local visit, including both prescribed and ‘over 
the counter’ drugs, parents must ensure that these 
are given in advance to the visit leader, along with 
instructions, who will retain them for the duration of 
the visit.

We ask for consent to any emergency dental, medical or 
surgical treatment that may become necessary during 
the course of the local visit, including administration 
of an anaesthetic or blood transfusion, as considered 
necessary by the medical authorities (please note, this is 
part of the form mentioned earlier). 

If there is a cost or contribution for a planned visit, you 
will receive full details. 

When we arrange visits for our pupils which requires 
the use of transport such as a coach, we will write to 
you in order to provide full details, and to ask that you 
complete a specific consent form for that particular trip.

Computing

All schools within Valley Invicta Academy Trust (VIAT) 
believe in giving pupils the very highest quality learning 
experience, and we use Information Technology to 
enhance all aspects of the curriculum. We understand 
that many children come into school confident and 
competent with technology. Using iMac computers, 
iPads and technological devices, the children build on 
skills to research, communicate and capture learning. 
Linking with the secondary schools within VIAT gives 
additional opportunities.
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Main uniform  

Jumper with logo Cardigan with logo

Book bag – navy with logo PE bag – navy with logo

Junior backpack Summer dress 

Winter coat – navy with logo Summer cap – navy with logo

Winter hat – navy with logo

Recepti on and Year 1 Year 2

Tartan pinafore dress Girls tartan kilt

Polo with logos (boys Year R  Girls white revere collar blouse

and Y1, Girls Year R, Y1 and Y2) Boys white shirt

Boys grey, short trousers Boys grey shorts

Boys grey trousers Boys grey trousers

 Boys tartan clip-on ti e

Years 3 to 6 (as Year 2 plus…) PE kit

School blazer with logo Tipped polo with logo

 Fleece – navy with logo

 Sweat joggers – navy

 PE skirt

 Polycott on shorts - navy

 Plimsolls – black Velcro

 Trainers for outdoor PE

Shoes should be smart and black. No trainers.

Uniform

At Valley Invicta Primary School at Kings Hill 
we believe that excellent uniform is part of 
setti  ng high academic standards. 
As a result, pupils will be expected to 
adhere to our uniform requirements at all 
ti mes. This means that uniform must be 
worn correctly both in and out of school. 
All items of uniform are available from our 
supplier, Pages. Please ensure all uniform 
is clearly labelled with your child’s name. 

PE kit policy

•  Pupils must have their full PE kit in school 
at all ti mes.

•  If pupils do not have their proper PE 
kit, they will be sent to another class 
with work.

•  Should a pupil not have their correct kit on 
three occasions, a lett er will be sent home 
to parents. PE is a core component of the 
curriculum and, we believe, is vital to the 
wellbeing of all children.

•  Pupils are not allowed to borrow PE kits 
for health and hygiene reasons.

•  Children in KS2 should have trainers in 
school for all PE lessons.
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Medical care

Levels of action include:

•  Treatment on school premises for minor ailments/
accidents  - Minor Accident Book.

•  Treatment on school premises with a letter sent 
home informing parents of the nature of the incident/
accident  - Minor Accident Book.

•  Parents contacted immediately  - Accident Book  - Trust 
informed if sufficiently serious.

•  If parents are unavailable and the injury is considered 
to be sufficiently serious then removal to hospital  - 
Accident Book  - Trust and parents informed.

•  If a very serious injury occurs, or if there is any 
uncertainty about the level of severity, an ambulance 
will be called immediately, and parents informed.

There are no legal or contractual requirements for 
teachers to administer medication. Parents will be 
offered the facility of coming in to school. If this is not 
possible, first aid staff will be asked to help. Where 
regular, demanding needs are required to be met, 
special arrangements will be made in consultation with 
the parents and any relevant specialist services.

Healthy Schools and mealtimes

We strongly support the ethos of Healthy Schools and 
ask for parents’ support in order to endorse this. Pupils 
should have a healthy breakfast before school so that 
they are ready to learn and comfortable when they 
arrive at school.

We provide a healthy, cooked lunch, prepared on-site, 
for all pupils. You can find full details of the menus on 
our website. Please ensure you have completed the 
form to specify whether your child will be having a 
school lunch or a packed lunch and returned it to us.  
It can be found as an insert at the back of this handbook.

If your child has a packed lunch they should avoid the 
following items: chocolate bars, crisps and fizzy drinks. 
A well balanced packed lunch might include items such 
as a sandwich or wrap, a piece of fruit, a yoghurt or 
fromage frais, and a bottle of water.

All children should have a bottle of water for school 
every day. Drinking water has proved to be a significant 
factor in promoting and supporting children’s ability to 
concentrate and learn effectively, especially in afternoon 

lessons. Children will be allowed to fill up their bottles 
during the course of the day.

Sex and Relationships Education

Sex and Relationships Education involves the delivery 
of lessons that aim to prepare all pupils for the 
opportunities, responsibilities and experiences of adult 
life, taking note of their moral, spiritual, cultural, mental 
and physical development at school and in the world. 
We follow Kent Guidance on sex and relationships 
education, and teach the children using age appropriate 
references and language.

Communication 

Keeping families informed about all aspects of school 
life is a top priority. We encourage parents and carers 
to sign up to an e-mail communication system, which 
enables the swift and efficient sharing of information on 
a daily basis. We also use weekly Newsletters, Facebook 
and Twitter to communicate information about the full 
range of exciting learning taking place.

PTA

The school has an active and successful Parent Teacher 
Association (PTA). You are encouraged to join us in the 
wide variety of fundraising activities that take place 
throughout the school year. 

Money raised has been used to install playground 
markings, provide mini-bus training, buy board games, 
yoga mats, books for the library, sensory room equipment 
and outdoor resources for our Early Years children.

Media image consent

In order to share learning experiences and celebrate 
achievement, we may take photographs of the children 
at our school. We may use these images in our printed 
school materials and publications, as well as for displays, 
on social media and on our website.

School materials and publications are generally sent to 
a specific audience and any photographs used in this 
way would not be used with any personal details such 
as names. 

There may also be times when members of the media 
come in to school to take photographs, which include 
our pupils. The manner in which the media uses images 
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is controlled through relevant industry codes of practice 
and the law. However, given our responsibility to our 
parents and pupils, we will carry out our own checks to 
ensure that broadcasters and press photographers are 
aware of the sensitivity surrounding detailed captioning.

To comply with the Data Protection Act 2018, we need 
your permission before we can photograph or make any 
recordings of the child. You will find a form to complete 
in the back of this handbook. We would ask you return it 
to us at the earliest opportunity.

Parents are welcome to take photographs of their own 
children at awards ceremonies, school concerts/shows 
and sporting events. However, care must be taken not 
to interfere with the smooth running of the event or to 
compromise health and safety. Advice regarding taking 
photographs and videos will be given at the start of all 
school events. 

The images taken events are for your own ‘private’  
use only.

Parents are not permitted to distribute or sell 
photographs of a school event. This would be in breach 
of the 2018 Data Protection Act. The taking of photos or 
videoing with camera phones, without the permission of 
the school – is strictly forbidden.

Data Protection

Privacy Notice - Data Protection Act 2018

Valley Invicta Primary School at Kings Hill is a data 
controller for the purposes of the Data Protection 
Act. We collect information from you and may receive 
information from your previous schools, Kent County 
Council and the Learning Records Service. 

How we use your child’s personal information

We hold this personal data and use it to:

• Support your child’s teaching and learning;

• Monitor and report on your child’s progress;

• Provide appropriate pastoral care;

•  Support you to decide what to do after your child 
leaves our school; 

• Assess how well our school is doing.

This information includes contact details, national 
curriculum assessment results, attendance information 
and personal characteristics, such as your child’s ethnic 
group, any special educational needs and relevant 
medical information. We will be provided with your 
child’s unique learner number (ULN) by the Learning 
Records Service and may also obtain from them details 
of any learning or qualifications you have undertaken.

We are required by law to pass some information about 
your child to the Department for Education (DFE) and, in 
turn, this will be available for the use of the LA.

Once your child is aged 13 or over, we are required 
by law to pass on certain information to providers of 
youth support services in your area. This is the local 
authority support service for young people aged 13 
to 19 in England. We must provide your child’s name 
and parent’s/s name(s) and address, and any further 
information relevant to the support services’ role. 
However, once your child is over 16, your child (or 
parent(s) can ask that no information beyond names, 
address and your date of birth be passed to the 
support service. This right transfers to your child on 
their 16th birthday.

Would you like to know more about how we process 
your information?

If you need more information about how Valley Invicta 
Academies Trust uses your information or, to see a copy 
of your information, please contact clerk@viat.org.uk 

If you would like to get a copy of the information about 
you that KCC shares with the Department for Education 
or post-16 providers or how they use your information, 
please contact:

Information Resilience and Transparency Team
Room 2.71, Kent County Council, Sessions House,
Maidstone, Kent ME14 1XQ 
dataprotection@kent.gov.uk

You can also visit the KCC website if you need more 
information about how they use and store your 
information. Please go to:
www.kent.gov.uk/about-the-council/contact-us/
access-to-information 

The full version of this Privacy Notice can be found at: 
www.viat.org.uk





Checklist

You will find the following information inserts and forms, to 
complete and return to us, in the back of this handbook:

 Term dates

 Club information

 Photo consent (which includes social media and website)

 General school trips and medical consent

 School meals

 Home School Partnership Agreement

www.kingshill.viat.org.uk

@VIPSKingshill 

Valley Invicta Primary 
School at Kings Hill


