
 

Dear Parents 

Welcome to Dartmouth Academy, I am very much looking forward to working with you 

over the next academic year. 

I enclose some important information covering the topics listed below; 

 Parent Pay / Cashless Catering  

 Trips & Visits & Offsite Activities 

 Medical Policy (to be used only if medicines need to be sent into Academy)  

 Attendance and Term Time Holidays 

 Consent/permission slips  

 Home / School Agreement  

 Academy Transport  

 

Following a pupil consultation we have made a minor amendment to our shoe policy. From 

September 2018 in addition to all acceptable footwear listed last year, pupils can wear a 

polishable, leather, plain black Vans or a shoe in the same style. We do not allow black 

leather converse or any shoe that has a plastic reinforced toe. Please refer to the uniform 

guidance attached as incorrect uniform is a limiting factor to pupils’ behaviour for learning 

grade. If in doubt, please contact us for clarification. 

We post copies of all Academy communications on the web-site and send out via email 

occasionally. We know that letters often get lost in the bottom of school bags; if your e-mail 

has changed recently, please e-mail admin@dartmouthacademy.org.uk  

We make alternative arrangements for anyone who does not have an email address. Please 

indicate this on the back page of the form provided. 

Please return the consent booklet signed by you and your child to the Main Reception by 

Friday 20th July 2018. We have a legal responsibility to obtain consent before we can 

offer all of the extra-curricular activities to your child, so it is critical that this deadline is 

met. 

Many thanks for all you do to support us in helping your child to be their best self. 

Yours sincerely 

 

Tina Graham 

PRINCIPAL 
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Parent Pay 

Existing users please continue to use your login and password 

As an Academy we are moving towards being cashless, which means that we do not hold any 

cash onsite, so are therefore unable to give change. We ask all parents to use our ParentPay 

system and all trips must be paid for on ParentPay. 

If you do not have computer access at home, you can process payments through any PayPoint 

site. At the bottom of every trip letter you will find a barcode; this will enable you to pay at 

your local PayPoint station with cash or card. 

 

The ‘Parent Pay’ system allows you to make payments to the Academy online for trips, 

transport, catering and music tuition and offers you the freedom to make these payments 

whenever you like.  Parents will have a secure online account, activated using a unique 

username and password; making a payment with your debit or credit card is straightforward 

and Parent Pay holds an electronic record of your payments for you to view at a later date. 

For new parents, your parent pay ‘login and password’ will be sent to you under separate 

cover, along with a handy “how to” guide to get you started. 

Both Spar shops in Dartmouth 

Co-op 

McColls 

Kingswear Village store 

 

Cashless Catering System 

We run a Cashless Catering system at the Academy 

All pupils are given their Vericool ID pin number when they join the Academy. Pupils can 

use these numbers to enter cash into one of two cash boxes on site in order to top up their 

accounts.  At the point of payment, the pupils will then use their pin numbers at the tills and 

once successfully verified by the Catering Staff, their account is debited. 

Pupils however do not have to carry cash with them at school, their accounts can be topped 

up online using the Parent Pay system discussed above, and using their Vericool pin number, 

their accounts will be debited at the tills. 

Children on free school meals allowance have the amount automatically added to their 

account, and you can add to it if you wish. The system reduces queuing time and so makes 

the catering service a more pleasant experience for all pupils.  

Excellent attendance at school is vital in order for pupils to achieve their full potential and 

avoid gaps in their learning. 

Pupils are expected to attend on time, on each of the 190 days that the school is open. We 

recognise there may be unavoidable absence such as genuine illness and medical/dental 

appointments but ask you keep these to a minimum and only keep children away for the 

time needed, not the whole day. Where possible, please make appointments outside of the 

school day. 

Please inform the Academy of any absence as soon as possible on the Academy Absence 

line 01803 839719. 

 

Half day absence a week will reduce your child’s attendance to only 

90%! 

Attendance 



If you wish to limit your child’s spending, our cashless catering system can also do this. 

Requests for the pupils’ accounts to be limited should be sent to 

finance@dartmouthacademy.org.uk.  

We do not hold any cash onsite, so are unable to provide change to any pupils. We ask that 

all parents utilise our ParentPay system to pay for all items stated above. If you have any 

trouble accessing ParentPay, please contact our finance department on 01803 839705 or 

email finance@dartmouthacademy.org.uk 

Free School Meals 

The Capita One Citizen Self-service portal gives parents and carers a simple, easy-to-use 

way to apply for free school meals, via the internet. It offers an improved way to engage 

with service users, enabling them to make an application at any time of the day from 

virtually anywhere. The portal is supported across a variety of platforms, including laptops, 

PC’s, Tablets and mobile smart devices. 

 

Once the user has an account for the portal, the process of applying for free school meals 

can be completed in less than a minute and the user receives an instant decision on their 

entitlement.  

 

The portal is just a website and can be accessed here;  

 

https://oneonline.devon.gov.uk/CCSCitizenPortal_LIVE/Account/Login?ReturnUrl=%2fCCSC

itizenPortal_live 

 

Alternatively you can call the Education Helpline on 0345 155 1019. 

 

Once you have been accepted for free school meals, you need to provide your confirmation 

email or screenshot to the school office to start your free entitlement.  

 

Consent for Academy Trips and Off-Site Activities 

Written parental consent will not be requested from you for the majority of off-site 

activities – for example, year group visits to local amenities – offered by Dartmouth 

Academy because these activities form part of the Academy’s curriculum and usually take 

place during the normal Academy day. 

Please sign and date the form in the consent booklet if you are happy for your child 

 To take part in Academy trips and other activities that take place off Academy 

premises 

 To be given first aid or urgent medical treatment during any Academy trip or 

activity. 

Please note the following important information before signing this form: 

The following trips are excluded from this consent: 

 All visits (including residential trips) which take place during the holidays or a 

weekend. 

 Adventure activities at any time. 

The Academy will send you information about each trip or activity before it takes place. 

mailto:finance@dartmouthacademy.org.uk
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https://oneonline.devon.gov.uk/CCSCitizenPortal_LIVE/Account/Login?ReturnUrl=%2fCCSCitizenPortal_live
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You can, if you wish, tell the Academy that you do not want your child to take part in any 

particular Academy trip or activity. 

Policy for the Administration of Medicines 

Parents/guardians  

 

Are responsible for making sure that their child is well enough to attend the Academy. 

 

Normally any prescribed mediation should be administered at home. The Academy accepts, 

however, that it may be necessary for some medication to be administered during Academy 

hours. 

 

Under arrangement made by the Academy, parents/guardians should provide the academy 

with sufficient information about their child’s medical condition and treatment or special 

care needed at the Academy  

 

Parents/guardians are responsible for ensuring that these details are up to date. 

   

Parents are responsible for ensuring that any medicines that need to be administered during 

the Academy day are prescribed by a qualified medical practitioner and have the details of 

the medication and the administration of it clearly set out on the bottle/packet. 

 

Where appropriate, parents/guardians should be involved in drawing up a healthcare plan 

for their child. 

 

The Academy 

 

No members of staff are obliged to give, or oversee the giving of, medication to learners. 

Only the Academy nurse or other Academy staff who are authorised and trained in the 

giving of medication, or trained volunteers working under the Academy Health and Safety 

Manager (HSM), are authorised to give or oversee the taking of, medication.  

 

The Academy will only oversee the administration of medicines prescribed by a qualified 

medical practitioner. 

 

The Academy is responsible for requesting information concerning details of all learners’ 

medical conditions and treatment/care. 

 

The Academy will make its own arrangements for administering medication in line with the 

government guidance in Managing Medicines in Academy’s and Early Years Settings. 

 

The appointed persons are responsible for:  

 

 collating information provided by parents; 

 administering all prescribed medication; 

 administering any non-prescription medication; 

 ensuring the safe storage; 

 providing Academy staff with guidance and training for staff and volunteers on 

medical conditions and how they may affect the education of individual learners; and  



 reporting regularly to the Health & Safety Manager. 

 

The Academy nurse may be involved, in conjunction with parents/guardians and medical 

advisers in the formulation of individual health care plans. 

 

In conjunction with the local NHS Trust and the Principal, the Academy nurse, will be 

involved in advising/providing support for staff training on medical issues. 

 

Attendance and Term Time Holidays at Dartmouth Academy 

The Government regulations for holiday absence changed on 1st September 2013.  We are 

no longer permitted by law to authorise absence during term except for exceptional 

circumstances, e.g. seeing a parent on leave from the Armed Forces, or days of religious 

observance. Under the law, holidays do not qualify as an exceptional circumstance. The 

regulations state that exceptional leave must be requested in advance from the Principal and 

must come from the parent with whom the child normally resides. 

If the school refuses your request and the child is still taken out of school, this will be 

recorded as an unauthorised absence. If the school are unable to authorise this absence this 

may result in legal action which could be a Penalty notice or summons to court proceedings 

which could result in a fine of up to £2,500 and/or a term of imprisonment of up to 3 

months. 

Parents should note that in normal circumstances, current practice is that only one penalty 

notice will be issued to a parent relating to the absence of a particular child within a two 

year period.  Should a further period of unauthorised absence be recorded, then the 

parent(s) will normally be summonsed to appear at a Magistrates Court, unless an Education 

Supervision Order is considered more appropriate. 

Travel on Academy Transport 

It is important that pupils travel on the bus on which they have been allocated a seat as this 

will avoid overloading. 

Please ensure your child has their pass each morning before they leave for the 

Academy.  It is a parental responsibility to accompany their child(ren) to and from the bus; 

though we accept that in many cases this is perhaps not possible, or indeed necessary.  

However, it is essential that your child knows what to do in the event they have 

forgotten their pass and are not allowed to travel, or if the vehicle does not 

arrive for some reason.  This could be returning home, telephoning you as the 

parent / carer for assistance, or perhaps going to a neighbour’s house. 

If your child loses their pass during the day a temporary pass can be obtained from the 

Academy’s reception.   

If you are concerned about your child losing or forgetting their pass, some 

parents have found it useful to attach the pass to the inside of the child’s school 

bag, but if you do this please ensure the front of the pass is visible to the driver. 

  



Home Academy Agreement 

Staff and Governors at Dartmouth Academy believe that pupils will have the best opportunity to 

achieve their full potential if Academy, parents and pupils themselves work together in partnership.  

The Home Academy Agreement defines some of the relationships and responsibilities that are part 

of such partnership, including in bold those relating to ICT. 

Pupil 

I will: 

 Follow Academy rules, work hard and make a positive contribution to the life of this 

community. 

 Respect other pupils, staff, visitors and myself and behave sensibly and courteously at all times. 

 Be aware that racism, intolerance and bullying are unacceptable in our Academy. 

 Keep myself and others in Academy safe. 

 Attend school regularly and on time, avoiding ALL unnecessary absences. 

 Be well prepared for the Academy day with the correct equipment, stationary and books.  

 Wear the required uniform and PE kit and be tidy in my appearance. 

 Complete Home Learning on time to the best of my ability. 

 Not use my mobile device in lessons unless directed to do so by the teacher for learning.  I 

understand that the Academy does not want mobile phones in Academy and takes no 

responsibility if they are lost or stolen. 

 Not use drugs, alcohol or other substances or bring them onto the Academy site. 

 Take good care of the Academy environment and help to keep the Academy free from litter 

and graffiti. 

 Log on to Show My Homework every day in Academy, and at home when possible, 

using only my own login and password, which I will keep secret. 

 Not access other people’s files. 

 Abide by the Dartmouth Academy e-safety policy. 

 Only use the computers for Academy work and home learning. 

 Not visit Internet sites that I know may contain material of an unsuitable nature. 

 Respect copyright rules, other people’s beliefs and views. 

 Report any unpleasant material or messages sent to me. 

 Understand that my actions on Academy computers or systems are scrutinised by 

monitoring to ensure Internet safety to all. 

 Not install or attempt to install any programs or applications from the Internet nor 

try to alter computer settings. 

 Never use Academy systems or personal devices to libel, harass, insult or attack 

others; any electronic communication including Academy endorsed social 

networking sites, email and forum posts can be used as evidence in court. 

 Use Social Networking under the strict guidance of members of staff and remember 

that the same acceptable use guidelines for in-Academy ICT systems and 

communication applied. 

 Understand that the use of the computer systems without permission or for 

purpose not agreed by the Academy could constitute a criminal offence under the 

Computer Misuse Act 1990.  

 

 

 

 

 

 



Parents / Guardians 

As a Parent / Guardian I will: 

 Ensure my child attends regularly and punctually as required by law. 

 Keep the Academy informed of anything which I believe might affect my child’s progress in 

Academy especially absence, illness, and change of family situation. 

 Avoid ALL unnecessary absences, including holiday during term time. 

 Provide a place at home that is as quiet as possible, to encourage completion of homework. 

 Take an interest in my child’s Academy work, looking at their exercise books and Show My 

Homework regularly. 

 Read my child’s planner, check comments and make contact with staff where appropriate. 

 Attend Parents Evenings to meet my child’s teachers. 

 Support the Academy rules (such as those on uniform, homework) and discipline code and 

reinforce punishments given by the Academy in terms of misbehaviour. 

 Ensure that my child gets adequate sleep, is well-fed and does not have access to drugs, alcohol 

and other substances. 

 Send my child to Academy, prepared for the Academy day with all books, equipment and PE kit. 

 Encourage my child to take advantage of the opportunities offered, both educational and extra-

curricular. 

 Acknowledge that Dartmouth Academy is not liable for any loss should mobile devices be 

damaged, lost or stolen.  I understand that any communication with my child during the 

Academy day should be through Academy reception. 

 Communicate with all staff at Dartmouth Academy in a respectful manner. 

 Give permission to Dartmouth Academy to give my child access to electronic 

information services. 

 Ensure my child uses the ICT systems appropriately, supporting the Academy in 

dealing with any incident of misuse. 

 Report any loss of log-in details immediately to the Academy. 

 Not access other people’s files. 

 Respect other people’s views and only post comments on the forums which are not 

abusive, obscene or illegal. 

 Not use the forums to post complaints, concerns or issues relating to my child 

specifically; I will use the appropriate pastoral channels for these. 

 Not include confidential or copyright protected material unless permission has 

been obtained. 

 Understand that my actions on the school systems are subject to scrutiny by 

monitoring for the purpose of Internet safety. 

 

 

 

 

 

 

 

 



 

 

Staff and Governors 

Staff will: 

 Fulfil their legal duty to keep pupils safe. 

 Promote high standards of work and behaviour as set out in the Academy’s aims and policies. 

 Provide a broad and balanced curriculum that meets the needs of children of all abilities, 

developing their abilities and talents to the highest possible standard. 

 Set and mark work regularly, giving pupils frequent feedback on their progress. 

 Keep parents / guardians informed about Academy matters in general and pupils’ progress in 

particular. 

 Provide a caring, safe and supportive environment to promote learning and well-being. 

 Monitor pupils’ behaviour, taking fair and consistent action if necessary and informing parents / 

guardians of any concerns. 

 Help a pupil to leave the Academy well-prepared to make the most of future career / education 

opportunities. 

 Ensure equality for all. 

 Develop greater involvement in extra-curricular activities within school and the wider 

community. 

 Provide access to school policies SEN & disability, single equality behaviour and safeguarding on 

the website.  All other requests from the Principals office. 

 Provide: 

- A wide variety of ICT resources, which are under constant review to ensure 

improvement and development. 

- Pupils access to the Dartmouth Academy network including the Blog and e-

mail system. 

- Up-to-date strategies to keep our pupils ‘safe’ on the Internet. 

- Monitoring of all Dartmouth Academy network facilities to ensure Internet 

safety for all. 

- A response to any incidents of misuse. 

- Relevant content and learning opportunities via our website and Show My 

Homework to ensure each child can achieve their potential. 

(Dartmouth Academy reserves the right to remove, vary or amend any of the 

content, which appears on the website at any time without prior notice.  The 

school reserves the right to administer its own sanctions if part or any of the 

agreement is broken). 

Governors will: 

 Carry out their legal responsibilities to the Academy. 

 Provide Academy policies that care for every pupil. 

 Ensure that funding received by the school will be used responsibly to provide curriculum and 

support services. 

 Visit the school regularly for both statutory meetings and to stay informed of progress. 

 

 

 

 


