


IPS Cascais - General Terms and Conditions

Contents
Introduction 3

Advisory Board 5

School Leadership Team (SLT) 5

Accreditation 5

Staff 6

Child Protection 7

Curriculum 7

Academic Policies 8

Assessment 8

Reporting 9

Procedural Policies 9

Data Protection / Freedom of Information 9

Safety and Supervision 9

Admission and Payment Regulations 10

Fire and Emergency Procedures 12

Pupils 12

Attendance and Punctuality 13

Timetable 13

Health, accidents and illness 16

Clothing and Uniform 17

Food and Meals 18

School Transport 19

Parents 19

School Office 21

Communication 21

Photos 21

1 Rua da Lagoa, 171, Bicesse, 2645-344  Alcabideche 10 / 2022



IPS Cascais - General Terms and Conditions

School Trips and Outings 22

After-School Activities 22

Library 23

Birthdays 23

Recycling 23

Sending money to school 23

Lost property 24

Personal items and toys 24

Traffic and Parking 24

Accompanying documents: 25

2 Rua da Lagoa, 171, Bicesse, 2645-344  Alcabideche 10 / 2022



IPS Cascais - General Terms and Conditions

General Terms and Conditions

1.0 Introduction

This booklet aims to inform Parents of the General Terms and Conditions that apply at school when their
children are enrolled at IPS. Some of these are reviewed on a regular basis and therefore this document
makes reference to where the latest terms can be found. This document should be used as a reference in
conjunction with a number of other published documents (policies or brochure for example) found either in
the school office or on its website; the school is always happy to talk to any parent who requires further
information or finds the information contained within this document confusing or ambiguous.

IPS Attitudes & Attributes
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IPS is a school that prides itself on the warmth of its welcome to children and parents from around the
world.

The multi-national community represented at IPS by pupils and their families as well as staff, helps to create
a learning environment which fosters a global understanding and appreciation of each other and the variety
of cultures we bring to the school daily. We are proud of the high academic standards attained by our
children, and encourage them to achieve their best in all aspects of the curriculum. We promote the values
of caring, self-discipline, respect, humour, a love of learning and a sense of discovery which are all so
important to the adults of the future, who will soon be shaping our world.

Established over 40 years ago, IPS is a Primary school well known for its friendly atmosphere. We believe a
school should always be a place where children feel comfortable, relaxed and happy and this is what IPS
strives to achieve.

IPS is led by the Head of School, Mr. Neil Morris.  The School Leadership Team (SLT) works closely alongside
the Head of School to lead and manage all educational matters. An Advisory Board meets on a regular basis
to offer independent advice and guidance. Between them, they set the goals and direction of both the
academic and physical development of IPS, ensuring that the children and their welfare are at the heart of
its educational commitment.

Our Mission Statement states:

IPS will provide a safe, friendly and caring environment in which each child will develop their academic,
social and emotional skills to become confident and well-rounded citizens of the world. Each individual is
encouraged to achieve their full potential within a stimulating local and international environment.

At IPS we aim to:

● provide a broad and balanced curriculum for all children;
● promote respect for others;
● encourage children to achieve their full potential academically, socially, physically and creatively;
● enable children to become highly motivated, independent life-long learners with positive

self-esteem;
● promote awareness of our differences, celebrating the diversity of our school community;
● provide a stimulating, supportive, safe, happy and caring environment in which high quality

teaching and learning can take place;
● foster excellent home/school links, encouraging clear and constructive communication between

school and parents.
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2.0 Advisory Board

The purpose of the Advisory Board is to provide:

● independent advice, guidance and support for the leadership of IPS.
● a wider forum for discussion relating to school development and improvement.

Current members of the Board are:

● Neil Morris; member as Head of School of IPS
● Daniel Jones; Chief Education Officer Globeducate
● Mike Farrer; CEO Globeducate Portugal & UK
● Oanh Crouch; Globeducate Education Director
● Leo Holdstock; Teacher representative
● Filipa Almeida; Member
● Inge van Zon; Member

3.0 School Leadership Team (SLT)

Presently, the SLT comprises of the Head of School: Neil Morris; Deputy Head - Education: Leo Holdstock;
Deputy Head - Pastoral: Teresa de Almeida; Assistant Head and Secondary: Helen McKenzie.

The SLT manage and lead educational matters on a day-to-day basis as well as developing long term
strategic plans for school improvement.  SLT members support pupils and colleagues in achieving the very
best standards related to learning and teaching.

4.0 Accreditation

IPS is a proud member of Globeducate. This provides the school with continuous advice and support as well
as a contact with a burgeoning network of schools to share experience and expertise. As members, we
strive to achieve the "Platinum Standards". Our school is assessed against a comprehensive framework
based on 30 standards, covering Leadership, Teaching and Learning and Mission and Values.

Three basic questions are at the heart of the process:

1. How good is our school? This asks us to consider how our school is performing in relation to the
aims we have identified and suggests how school evaluation processes can help us.

2. How do we know? This involves the use of indicators to measure quality; it explains how we are
doing within key areas of provision and indicates reference points for evaluation.

3. What should we do now? This describes how to take forward what we know about standards and
quality in our schools.

The Globeducate Advisory Team review each area during their visits to the school considering these
questions. Subsequently, feedback from these Platinum Standards visits is used to inform our School
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Development Plan. The school was most recently evaluated against the Platinum Standards in October
2021.

Council of British International Schools (COBIS)

IPS was awarded full Compliance and Patron’s Accreditation status by the Council of British International

Schools (COBIS) in January 2020, following a thorough evaluation of the following areas of school life:

● Child protection
● Student Welfare
● Ethos and Values
● Learning and teaching
● Leadership
● Safer recruitment
● Governance
● Facilities for learning

What are the COBIS Patron's Accreditation and COBIS Compliance Standards?
They are a detailed and rigorous set of standards for compliance and for quality accreditation. Based upon
current British and international best practice, they draw upon the best of BSO standards, but also go
further in drawing on Ofsted guidance, the British Council International Schools Award, the UNCRC (United
Nations Convention on the Rights of the Child), the OECD PISA Reports, and where appropriate the National
Minimum Standards for boarding. They have been carefully crafted to express the very best expectations of
a British School Overseas wishing to develop from good to world class. COBIS Patron's Accreditation and
Compliance

5.0 Staff

Our staff come from diverse backgrounds and all are extremely
professional, motivated and have the interests of the children at
heart. Most are British although we do have a number of other
different nationalities. All have had experience with teaching the
National Curriculum of England.

There are a number of specialist teachers who deliver foundation and supporting subjects such as
Portuguese, Music, Computer Science, Physical Education and Art to a high level. Children in need of extra
learning support or extension have an opportunity to work alongside a dedicated team of support teachers
for individual or small group learning. Similarly, children learning English for the first time are provided with
focused lessons with a trained teacher.

Learning Support Assistants (LSAs) are employed across the school and in all EYFS and KS1 classes, working
alongside teachers to support learning at all levels.
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Teachers’ Standards at IPS
IPS teachers make the education of their pupils their first concern, and are accountable for achieving the
highest possible standards in work and conduct. Our teachers act with honesty and integrity; have strong
subject knowledge, keep their knowledge and skills as teachers up-to-date and are self-critical; forge
positive professional relationships; and work with parents in the best interests of their pupils.

All staff members must:

● Set high expectations which inspire, motivate and challenge pupils
● Promote good progress and outcomes by pupils
● Demonstrate good subject and curriculum knowledge
● Plan and teach well-structured lessons
● Adapt teaching to respond to the strengths and needs of all pupils
● Make accurate and productive use of assessment
● Manage behaviour effectively to ensure a good and safe learning environment
● Fulfil wider professional responsibilities.

Code of Conduct for Staff
IPS employees will:

● Be committed to safeguarding the children in our care
● Show respect for all pupils & adults
● Maintain an excellent and appropriate environment for learning
● Plan and teach appropriately stimulating and challenging lessons
● Follow all policies for teaching & learning, and administration
● Take part in professional development activities
● Communicate regularly with parents
● Act in a professional, responsible manner
● Dress appropriately to reflect your role
● Maintain a healthy sense of humour and fun.

Continuing Professional Development (CPD) is organised on a regular basis in order for our staff to enhance
their skills, knowledge and capabilities. IPS has collaborated with a variety of leading educational
consultants in recent years to allow us to meet this requirement. Other opportunities both locally and
internationally are also used to ensure that professional learning is ongoing.

6.0 Child Protection

IPS is committed to safeguarding and promoting the welfare of children, and expects all staff to share this
commitment.  All staff members and Advisory Board members are regularly trained in Safeguarding and
Child Protection matters, with a number of our teachers trained to Advanced Level.

Teresa Almeida, Deputy Headteacher, is currently the designated Safeguarding Lead at IPS.

You can read the school’s Safeguarding Children Policy here: Policy Agreements Document.
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7.0 Curriculum

At IPS, we fully believe that the partnership between home and
school is vital in developing your child’s full potential. Working
together to support learning is the key to your child’s success.

Our curriculum is based on the National Curriculum of England
and is planned and taught in such a way as to allow children to

discover and develop new ideas. We aim to enable children to think broadly and creatively, and to consider
a wide variety of options available to them.

At its heart, our curriculum at IPS recognises the professionalism of teachers in being able to plan and
deliver the best curriculum for the specific children in our care. It is inspirational and motivational for both
teachers and pupils.

All subject areas support the curriculum at IPS. Through a skills-based and knowledge-supported approach
to planning, teachers deliver meaningful lessons which create methods and environments that not only
engage and involve pupils in new and exciting discoveries, but also ones that consolidate and strengthen
their understanding and build upon existing knowledge for future successes in life.

Subjects are taught by the classroom teacher for all Primary classes (FS1 to Yr6) with the exception of Music,
Art, Physical Education, Computer Science (Coding) and Portuguese, which are all taught by specialist
teachers.

Whilst recognising the validity of separate subjects, our curriculum also seeks to encourage links between
subjects that will in turn strengthen learning. Skills and knowledge are sometimes subject based whilst at
other times they are cross curricular and ‘topic- or theme-based’. They enable children to become good
communicators, to solve problems, to work well with others, and ultimately to improve their own learning
performance.

8.0 Academic Policies

IPS always follows the latest guidelines and best practices issued by authorities in the UK. The academic

policies are the mainstay of the school and are regularly reviewed and updated by all members of staff. Due

to its length and constant review, these policies are not included within this document but the latest version

is shown in our Policy Agreements Document on our website.

9.0 Assessment

Continuous assessment is at the heart of practice at IPS. Student progress is tracked against age-related
expectations. Teachers carefully use this data to inform next steps for learning and personalise the
experience in order to meet the needs of all students. Where necessary, gaps in students' learning are
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targeted and supported. When students achieve the targeted standards, we work on mastery by
encouraging depth and breadth in the demonstration of the objectives.

The ongoing teacher assessment is complemented by moderation with year groups, phases and subjects.
We use standardised assessments at key points to validate and challenge our judgements. These include GL
Progress Test assessments and  NGRT Reading Assessments. We also use CAT4 Assessments to assess
potential, identify learning styles and to target under-attainment. Supporting student wellbeing and
encouraging positive attitudes to learning is a priority for the school. PASS tests are administered and
analysed to monitor students, target support and look for whole school patterns for school development.

10.0 Reporting

Reporting to parents is a key element of practice at IPS. The school has six formal points
of contact during the academic year to feedback on student progress i.e. approximately
every six weeks.

In the middle of each term the reporting takes the form of parent-consultation meetings
where we discuss all aspects of the students' attainment, progress and wellbeing.  At the
end of each term there is a formal school report. In Terms 1 and 2, this takes the form of
a short report with judgements for each area on attainment and effort as well as a
general comment. At the end of each year, there is a long report containing all elements of the previous
reports as well as detailed comments for each curriculum area.

The school prides itself on its close relationships with its parent body and therefore there is regular informal
feedback to parents throughout the year in addition to the formal points of contact.

11.0 Procedural Policies

The school maintains policies, practices and inspections covering all activities and equipment necessary to

allow the safe and organised day-to-day functioning of the school. Procedural policies are regularly

reviewed and updated and the latest versions are shown in our Policy Agreements Document.

The school has licenses from the competent authorities for both its buildings (Autorização de Utilização nº

24/2015) from the Câmara de Cascais; the curriculum (Autorização Definitiva nº 209) from the Ministry of

Education and a ‘Dossier de Medidas de Autoproteção’ approved by Autoridade Nacional de Proteção Civil

(ANPC), all of which are kept and maintained at school and  can be viewed on request.

12.0 Data Protection / Freedom of Information

The school takes its role of handling personal data very seriously and maintains a Data Protection Policy,
Privacy Notice and Records Management Policy updated on a regular basis and contained in our published
‘Policy Agreements Document’ on our website.

Reports and pupil results will only be given to parents and guardians. Any results published will be in an
anonymous format.

9 Rua da Lagoa, 171, Bicesse, 2645-344  Alcabideche 10 / 2022

http://www.ipsschool.org/static/policies.pdf
http://www.ipsschool.org/static/policies.pdf


IPS Cascais - General Terms and Conditions

13.0 Safety and Supervision

At IPS we strive to offer a safe and secure environment, where children and adults are encouraged to be
actively responsible for their own safety and that of others. This is extended to educational visits, sports
trips and extended visits.

During the day, IPS ensures that there is always adequate supervision for all activities that any of the
children participate in, be that in the classroom or on the playground.

All equipment is checked on a regular basis and maintained to a high standard.

14.0 Admission and Payment Regulations

IPS has a simple registration procedure and a broadly first come, first serve policy. Priority is given to:

● Siblings of current students.
● Children whose first language is not Portuguese or have had the majority of their education in

English.
● First language English speakers.
● Families from a number of organizations with whom IPS has long-standing protocols.
● Children of ex-pupils.

Step-by-step guide

1. Expression of Interest or Book a Visit - anytime throughout the year. Due to the number of families
choosing to make Portugal their home at the present time, we advise families to start their
application process as soon as possible.

2. Application for Admission - (hosted on the website). Completion of this form ensures children are
added to the waiting list. At this stage, there will be no obligation by either party to continue the
process if places do not become available or parents choose a different option.

3. Information Request Form - required by school to allow the admissions committee to fully assess
the needs and requirements of each child. This form is obligatory before confirmation of a place can
be made.

4. Confirmation of a pupil place - The confirmation of a place is made on completion and receipt of all
documentation and charges requested. Places are guaranteed and both parties are obligated to
honour the commitments signed for.

Expression of Interest
We are happy to meet parents throughout the year. This can be done by either completing the Expression
of Interest form or the Book a Visit form online. Alternatively, please contact the school via email
(info@ipsschool.org) or by phone (+351 214 570 149). If you are abroad and it is not possible to visit the
school a virtual meeting will be offered to ask questions and meet the team. Visits are usually organised
during the school day so parents can see the classes in action and experience the atmosphere of the school.
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Application for Admission
After the initial meeting or visit, the Admissions Department will request an Application for Admission form
be completed in full and returned to the school. This form is hosted on the website. Children will be
considered for admission upon receipt of the Application for Admission form and will be placed on the
waiting list. We do not require a fee at this stage and there is no obligation to commit to the place.

Information Request Form
A Information Request form will be communicated in writing to ask for additional information about the
child to allow the school to determine whether the school is able to fully meet the needs of the child.
Additional educational, behavioural or emotional information might be requested at this stage to help with
this evaluation.

Confirmation of a pupil place
Confirmation of a place will be made in writing after assessment of all the relevant documents and after
consulting existing families to determine if a place will be available.

This usually starts in February / March for the September intake, but can of course occur throughout the
year if required.

Parents are requested to complete and sign the registration form and return it to the school together with
the enrolment fee, registration fee, health questionnaire, a copy of the most recent school report and a
copy of the child's passport or identification.

Admission is only confirmed and guaranteed when payment of the enrolment and registration fees and the
completed documentation have been received by the school. The school reserves the right to withdraw the
offer of a place at any time.

Once the process has been completed, the child is deemed to be enrolled at school. If for any reason the
child does not attend, the enrolment and registration fees are not refundable and the first term's fees are
still payable.

Registration Fee
The Registration fee is an annual charge, which will be invoiced with the summer term’s invoice or with the
enrolment fee for new pupils. The payment of the Registration fee is required to guarantee a place for the
following school year. The Registration fee is not refundable.

Tuition Fees
The tuition fees are based on the class in which the child is placed. For the Foundation stage 1 classes, this
is based on the number of days attended. Fees quoted may be subject to variation prior to commencement
or during the course of the school year if conditions prove necessary. For further details, please view our
website: Charges for the School Year.

Year Group Allocation
The cut-off date for year group allocation is August 31st, as in the UK. Children therefore, must be at least 3
years old, before this date, to enter Foundation Stage 1 (Nursery) at the beginning of the academic year; 4
years old for Foundation Stage 2 (Reception); 5 for Year 1; etc. for each year group.
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Discounts
Discounts on the tuition fees are granted for the second and subsequent children from the same family
attending school at the same time. The yearly discount only applies to payments made in full before the first
day of the school year, (or the date specified by the accounts department at the beginning of the year).
Should payments not be made by this date, this discount shall be rescinded.

Refunds
Refunds for tuition fees will not be given if the school is forced to close because of either government
directive or other circumstances beyond our control. Refunds will be given for any lunch or transport service
the school has not been able to provide. Refunds are credited for lunch on receipt of a timely written
request, when children are away for 3 days or more due to an authorized absence agreed with the school.

Payment Conditions
Payment of the school fees and other related charges is due ON or BEFORE the first day of term by cheque,
cash (according to the financial transaction limit in force at the time set by the Bank of Portugal) or bank
transfer (all bank charges borne by the payer). Payments made by TICKET, EDENRED or UP PORTUGAL
should be made 4 weeks prior to the first day of each term to allow time for processing.

Parents who wish to make alternative arrangements for the payment of the school fees should contact the
Head of School. If alternative arrangements are not made and payment has not been received by the first
day of term, then the school reserves the right to charge interest on all fees outstanding after that day.

Acceptance of a student for less than a full term
If a student enrols within the first half of any term, a full term’s fee is charged. If a student enrols in the
second half of any term a half term’s fee is charged.

Notice of withdrawal of a student
Notice of withdrawal should be received by the school in writing, at least 90 calendar days before the
expected departure date of the student.

Withdrawal of a student during the term
If, after compliance with the condition notice of withdrawal of a student, a student leaves within the first
half of any term, a half term's fee is charged. If a student leaves in the second half of any term a full term’s
fee is charged.

Payment in lieu of notice
Should notice of withdrawal not be received by the school at the time specified, then the school has the
right to charge one term’s fee in lieu of notice. All reports and forwarding documentation shall be withheld
until such time as payment has been made in full.

Right to remove a student
The school reserves the right to require the removal or suspension of a student, at any time, if it is deemed
necessary in the interests of either the school or the student. No remission of fees will be granted for the
remainder of the term during which the student has been removed or suspended.
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Changes in Services
Written notification should be sent to the school office for any alteration of either transport or lunch
services. This will allow the information to be recorded appropriately and in order to raise the correct credit
note or invoice if required. Refunds will not be issued if written notice is not received.

15.0 Fire and Emergency Procedures

We have periodic drills for fire, earthquake and lockdown, to familiarise the teachers and children with the
emergency exit routes and/or procedures.

When the evacuation alarm sounds, visiting adults are required to leave the building through the nearest
exit immediately, calmly, and silently. Please follow and obey all instructions given to you by a member of
staff; never attempt to go to your child’s classroom, as this could seriously hinder your own safety as well as
that of other children or members of staff.

16.0 Pupils

Pupils' rights
We fully support the UN
Convention on the Rights
of the Child and are committed to the rights of each child and young person:

● to be treated with respect by staff and other pupils
● to be provided with school education
● to be given the opportunity to develop their personality, talents and mental and physical abilities to

their fullest potential
● to be consulted on decisions regarding future learning and on the development and review of the

school’s Attitudes and Attributes.

Pupils' responsibilities
To ensure that all pupils are given the opportunity to develop their full potential, each pupil should:

● show respect to others,
● behave in polite and worthy manner,
● attend school unless there is a good reason for absence,
● be punctual in attendance at school and at individual classes,
● attend classes with whatever equipment is necessary,
● take care of school buildings and equipment,
● cooperate with staff to get as much benefit from school as possible.
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17.0 Attendance and Punctuality

Obviously, there will be special occasions when you will want your child to miss school and absence due to
illness cannot be helped, but please make an effort to ensure that your child has a good attendance record
at school. As soon as you know your child is going to miss school for additional holidays during term time
etc., please inform both the form tutor or teacher and the office.

Please remember prolonged absence can lead to important lessons being missed and it is incredibly difficult
for your child and his/her teacher to make up for lost time.

Should a child consistently take unauthorised absences and their academic progress suffer, the school has
the right to keep the child in the same year group the following year in order that the situation be rectified.

Similarly, lateness to school can lead to many complications. English and Mathematics lessons are usually at
the beginning of each school day, when children are fresh and eager to learn; any repeated late arrival can
lead to a substantial loss in participation and therefore knowledge. Children can become very distressed
about repeated late arrival to school and tend to be embarrassed to enter the class alone.

If children are not at school for registration, and no reason for their absence has been communicated to
school, the school office will call home to see where the child/ren are.

18.0 Timetable

Calendar
IPS follows a more international school year than local public schools but adheres to
the minimum requirements of school days set by the Portuguese Ministry of Education.
The school year starts in September of each year and finishes at the end of June or the
beginning of July the following year. The school closes for the following holidays:

● Half term break (one week mid-way through term 1)
● Christmas (usually 2 weeks)
● Half term break  (one week mid-way through term 2)
● Easter (usually 2 weeks)
● Summer (July and August)

The school also closes for all the Portuguese public holidays if they fall during the term times.  The school
has the right to change the dates of the school calendar should it be deemed necessary and in the best
interests of the pupils, staff or school or due to changes in the Portuguese law.

Details of the school calendar for the year can be found on the website; Calendar.

14 Rua da Lagoa, 171, Bicesse, 2645-344  Alcabideche 10 / 2022

http://www.ipsschool.org/calendar


IPS Cascais - General Terms and Conditions

School Day
General times: 8:30am to 4:00pm

Morning arrival
Children (and parents who wish to accompany their children) should enter school
from 8.30am through the main entrance, put their belongings in their cubbies, and go
directly to their respective playgrounds (not to classrooms) until registration at
8:50am.

All pupils arriving by bus will be met at the gate in front of the bus parking space and
directed / escorted to their correct playground areas.

“Kiss and Goodbye”
There is also a speedy drop off point in front of the main building for children in the morning. Parents can
drive through the small ‘lay-by’, pausing only for a KISS AND GOODBYE. Parking is not possible in this area
due to the amount of traffic and the size of this area. You should then drive out through the first exit. An
adult will be stationed at the entrance to ensure your child enters school safely. Please note, you cannot

collect your child in this same way at home time.

Arrival before 8:30am and Breakfast Club
Any child arriving before 8:30am must attend ‘breakfast club’ for which they will be charged. Breakfast Club
is available from 7.45am but parents who require this service must book it at least a day in advance. For
those arriving at, or later than 8.15am, no booking is required but a charge will still apply.

After 8.30am, children can be left in the playgrounds where staff will be on duty to supervise them.

If it is raining, the FS and KS1 children can go directly to their classrooms. KS2 & 3 children remain in the
atrium where they will be supervised until classes begin at 8:50am.

08.30 - 08.50 Children should arrive
08.50 - 09.00 Registration / Lessons begin
10.15 - 10.35 FS Morning Break
10.40 - 11.00 KS1 - KS3 Morning Break
11.30/12.30 - 13.30 Lunch break (staggered for different ages)
13:55 - 14:20 FS1 & 2 Afternoon Break
14.20 - 14.45 Yr1 - Yr4 Afternoon Break (there is no afternoon break for Years 5 - 7)
16.00 School day ends for all children (Nursery to Yr6)
16.15 School Buses leave to take children home and After-school activities begin.

If children are not collected by their parents by 4:15pm, they will automatically be taken to after school
supervision, for which they will be charged.

17.00 After school activities end. All remaining children should be collected at this
time and taken home.
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Daily Registration
An electronic register is taken at the start of each day (8:50am). Any child arriving later than 9:00am, or
leaving the premises (or returning) for any reason throughout the day, MUST inform the office so that we
have an accurate record of attendance. This is the responsibility of the parents.

The class register is very important to ensure your child’s safety - we use it as a checklist in case of an
emergency evacuation and for reporting purposes.

If children are not at school for registration, and no reason for their absence has been communicated to
school, the school office will call home to see where the child/ren are.

Morning Break
This is scheduled for 20 minutes each day when the children can eat their snacks. Playtime for KS2 & 3 is at
the same time for all classes to allow children in different classes to play together. EYFS / KS1 children play
in separate areas, allowing for better and safer play space for the younger children.

Lunch Break
Foundation Stage 1 (Nursery) lunches are eaten in their classroom at lunch time, so children have more
time and we can offer additional support to those children who need it.

All children in FS2 and KS1 (Years 1 & 2) will eat together in the dining room, regardless of whether they
have a school lunch or packed lunch from home.

Children in KS2&3 (Years 3 to 7) eat in the dining room if they choose the school hot lunch and in the dining
room or atrium/amphitheatre if they bring their own packed lunch.

Lunch times are staggered, with the younger pupils starting their lunch at about 11:40am and the older
pupils by 12.40pm.

Members of staff are there to help and motivate children to eat. We do not force children to eat. Younger
children are more closely supervised and are encouraged to finish their meal before they are allowed out
into their playground to play. Older children are trusted to eat either what they have been given from home
or the hot lunch from school.

Parents of children who do not usually have a hot lunch can order one from the school office before
10.30am on the day by calling the office or sending an email.

Afternoon Break
There is another 25 minute scheduled break in the afternoon for all children except Years 5 to 7.

End of the day
Foundation Stage 1: Children will have the option of ending the day at 3:10 or 4:00pm.

Foundation Stage 2 to Year 2: Parents and guardians who come to collect their children are asked to wait at
the KS1 playground gate where your child will be safely handed over to you. If raining, you may collect your
child directly from the classroom at 4.00 pm or from the atrium after this time.
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Children in FS and KS1 leaving by school bus will be taken down to the bus gate where they will be
supervised until they are put on the correct bus to be taken home. Those staying for afterschool activities
will be supervised until collected by the activity organiser.

Years 3, 4, 5, 6 and 7 can be collected from the atrium, bus or gate beyond the Year 6 & 7 classrooms when
they finish classes at 4:00 pm, either by their parents or by the activity supervisor if staying for afterschool
activities. Children leaving by bus will congregate by the bus gate where they will be supervised and
escorted to the correct bus.

Important note - ALL CHILDREN: We ask parents to take children from the premises as quickly as possible to
avoid congestion. Any children remaining on site after 4:15pm, who are not participating in an organised
after-school activity (please see 28.0), will be taken to Homework Club where they will be supervised for a
fee up until 5pm.

We reinforce the request that all parents please collect their children promptly either at the end of the
curriculum day or the after school activities. PLEASE DO NOT ALLOW YOUR CHILDREN TO RETURN TO
PLAYING AREAS OR CLIMBING FRAMES, even with your supervision. This is for safety reasons.

19.0 Health, accidents and illness

General
All children should be in good general health when attending school. Our policy is that a child who is well
enough to attend school is well enough to participate in all lessons and outside break times. If your child
shows any signs of illness, you should keep him/her home to help with their recovery and for the protection
of the other children and staff at the school. It is our policy to call parents and ask them to take their child
home if he/she becomes ill during the day.

Because we have children in school who have life-threatening allergic reactions to nuts and sesame seeds,
please do not include these or nut products in your child's snack or lunch.

All parents are requested to fill in a health questionnaire as part of the admission process. Parents are
obliged to get this form countersigned by their family doctor or paediatrician.

Important and updated information regarding your child’s health is essential. Should your child have
allergies, eating disorders, or any other condition, PLEASE INFORM US.

Should any child contract a contagious disease, we would ask that you keep them home until such time that
they are not contagious, are fit enough to come to school and that you inform the office so that, if
necessary, we can inform parents of the situation.

In the case of an accident, parents are always contacted. Depending on the severity of the accident,  we
either ask parents to come and collect their children to be taken to the hospital or clinic of their choice, (it is
often less traumatic for children if their parents are around); or the school calls 112 for an ambulance. If this
should occur a member of staff will ALWAYS accompany the child.  All children are covered by the school’s
insurance and the required forms will accompany the children.
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The local public hospital is 10 minutes drive away and the school has an agreement with a private hospital
in Cascais; CUF Cascais. Should treatment occur at either place, we ask parents to ensure all medical reports
and invoices are issued in the name of the school: IPS Lda and contain the school’s tax number: 501519246.
Please ask invoices to be sent to school: accounts@ipsschool.org where the school will organise payment.

It is vitally important to keep the school updated with any medical issues children have or develop and
failure to complete the medical questionnaire or keep it updated, might leave your child in a vulnerable
position.

Head lice are an annual problem in most schools. If your child is infested, he/she must stay at home until
treated and completely clear in order to prevent the infestation of others. We ask that you particularly
check that your child is lice free before school starts in September. The long warm summer holiday is a
favourite time for the lice to spread. The school does organise regular visits from a clinic to help with this
problem but should you require any further information we ask that you contact the clinic directly. (The
school’s office will provide their contact details).

Care Plans
Children with specific medical conditions must have an Individual Health Care Plan (IHP) drawn up between
parents and school.

Medication
Medicine can be administered at school if necessary, provided the correct procedures are followed.
Medicines must be sent to the school office, (NOT to the classroom or class teacher) clearly labelled with
the child’s name and accompanied by the medical form provided by the school office. Completion of the
medical form regarding any medicine left at the office is essential in order that office staff can take proper
and safe responsibility for its administration.

These procedures are clearly explained in our Health and Safety Policy in our Policy Agreements Document
and we ask all parents to read this carefully.

20.0 Clothing and Uniform

The essence of the dress code for day-to-day wear is that your children are
expected to dress in a manner which is appropriate and tidy. Please ensure
clothing is in reasonable condition and not dirty, torn or frayed. All articles
must be named.

Uniform is not compulsory for children who attend the Nursery and
Reception but we ask that anything worn is appropriate for activities at
school, including physical education, running around at playtime

Uniform is compulsory for all children from Year 1 to Year 7. 

Please ask the school for details of the uniform requirements.
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All jewelry including wrist ties MUST be removed for P.E. lessons for safety seasons. Please ensure that your
child can easily remove such items.

A limited amount of second hand uniform is also available to purchase from the PTA at school.

21.0 Food and Meals

Morning Snack
This is scheduled for 20 minutes each day when the children can eat their snacks. Please
send a healthy snack and/or drink (e.g. pieces of fruit, plain biscuits etc. not sweets,
chocolate or carbonated soft drinks like cola). For younger children, snacks should be
packed separately to lunch.

Lunch
FS1 (Nursery) lunches are eaten in their classroom at lunch time, so children have more time and we can
offer additional support to those children who need it. All children in FS2 and KS1 (Years 1 & 2) will eat
together in the dining room, regardless of whether they have a school lunch or packed lunch from home.
Children in KS2 and 3 (Years 3 to 7) eat in the dining room if they choose the school hot lunch and in the
dining room or atrium/amphitheatre if they bring their own packed lunch.

It is our aim to teach children good table manners whilst seated at tables in groups and support from home
is appreciated.  Please teach your child to eat with correct/appropriate cutlery, how to eat politely, and how
to tidy up after themselves. Lunchtimes will be staggered, with the younger pupils eating at 11:40 and the
older pupils by 12:40pm.

Please note: all members of staff on duty do their best to encourage children to eat. We do not force
children to eat. Younger children who are more closely supervised are kept back from playtime until they
finish but older children are trusted to eat what they have been given from home.

If you would like your child to have a school lunch (instead of their usual packed lunch) then please inform
the office by email or telephone before 10.30 am. The school office should be informed, in writing, of any
changes to the lunch arrangement that are required during the term.

IPS has employed the services of a local catering company to plan, freshly prepare and cook meals in the
school kitchen. These are well balanced and every effort is made to ensure meals are varied from day to
day, healthy and what children like to eat. A vegetarian option is offered on a daily basis to children in Year 2
and up.

Additional details:

● Daily menu is available on the school’s website; Lunch menu
● Charges for lunches can also be found on the website; Charges for the School Year

Allergies
We have children in school who have life threatening allergic reactions to nuts and kiwis, and therefore we
make every effort to keep IPS a NUT and SESAME SEED FREE ZONE. Please do not include nuts and
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nut products in your child's snack, lunch or when party food is brought into school for birthdays or
celebrations.

A number of other children do suffer from allergies that have less severe reactions such as lactose
intolerance which we can support if we know the causes. Please ALWAYS inform the office and/or class
teacher if this is the case.

22.0 School Transport

For almost 40 years, IPS has worked closely with a small company run by Mario Gregorio and his family.
They have a small fleet of Mercedes and Renault buses who pick-up and drop off about 60 children a day
from Lisbon to Malveira da Serra. The buses are relatively small (6 to 14 seaters) to ensure the journeys to
and from school are as short as possible and therefore time on the buses is kept to a minimum. Buses are
clean and well maintained.
The service is door to door from Lisbon to Cascais, but if you live too far from the usual zones then a pick up
point or an alternative needs to be found.

Every effort is made to ensure that children do not spend too long on the buses, but inevitably the further
away parents live from school the longer the journey will be. Please be aware that routes do change from
year to year as children leave and new children enrol but the same principles of journey times and safety
always apply.   

Late Bus Service
For families who live in the local area, it is possible to arrange
for a later bus that departs after the after-school activities.
This is dependent upon routes and those who request the
service. It is not possible to offer the service to Lisbon or areas
where the bus cannot return to school in time for this second
trip.

Alternative Arrangements
If your child is on the transport list and you wish him/her not to go on the bus on certain days, please call
the school office before 3pm on the day and give your instructions. On the other hand, if your child is not on
the transport and for some reason you find it convenient to have him/her on the bus on a specific day, this
is possible as long as the destination falls within one of our transport routes, there is room on the bus and
the office is informed by telephone or in writing – preferably the day before.

Always let the office and the class teacher know if you are taking someone else’s child home, even though
you have arranged it previously with his/her parents.

Charges are dependent upon the distance from home to school and details can be found on our website.
Should the service be cancelled during the first half of the term, a half term fee will be charged. A full terms
fee will be charged if the service is cancelled during the second half of the term.
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23.0 Parents

Parents' rights
We are committed to the rights of all parents of school pupils:

● to have access to information on the education being provided for their
children

● to be given opportunities to discuss that provision with their children's
teachers

● to be treated as partners in the educational process
● to be consulted on any decisions regarding their children's future learning and

on the development and review of the school code of conduct

Parents' Responsibilities
We want to work with parents to ensure that all pupils are given the opportunity to develop their full
potential. Our expectations are that, in order to fulfil their duty to educate their children, parents will:

● ensure that their children attend school
● take an active interest in their children's education, to discuss any issues raised by the school with

the relevant staff members when requested and to support their children by discussing their
progress with them

● try to avoid taking family holidays during term time
● encourage their children to get to school on time, and to take appropriate parental responsibility for

the safety of their children in the journey to and from school
● support their children and school staff in complying with the school’s rules
● support school staff in their efforts to deal fairly with all children
● recognise and respect the teacher’s authority and refrain from criticising school staff in front of

children
● help their children to see school-related issues from the point of view of other children and school

staff
● actively integrate with the school community

Parent Teacher Association - PTA
The primary goal of the PTA is to bring parents together and involve them in a variety of school activities. A
small committee of dedicated parents organise the PTA and plan and run bigger school events and
fundraisers throughout the year.

Class Parents help liaise between the class teachers and the other parents and help organize volunteers for
activities either at school or for school trips when additional help is needed.

With the help of the PTA, IPS supports a number of charities both locally and abroad and gears up in its own
small way to respond to emergencies throughout the world whenever the need arises.
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IPS has always had a very supportive group of parents and likes to offer something in return. We have Keep
Fit sessions and Pilates for parents (depending on numbers) after drop-off time and Tennis lessons at school
when the children are not using the facilities.

We believe this supports the familiar atmosphere we have at IPS and always encourage ways that this can
be built upon and enhanced.

24.0 School Office

The office is located on the ground floor of the main building, open between 8.30 – 5.00, Monday to Friday.
Accounts and payment queries are handled by Mara; general and other queries can be made to Ana or
Matthew.

25.0 Communication

School Office
The office, located on the ground floor of the main building, is open between
8:30 am – 5:00 pm Monday to Friday.

All Parents are requested to keep their contact information up-to-date with the
school office at all times in case the school needs to contact parents during an
emergency. This includes details such as email, address, home/work and mobile telephone numbers.
Telephone numbers and contact information are not made available to other parents but class mums/dads
normally organise a class directory of parents who specifically give permission for their number to be
distributed.

We will contact you in an emergency or if your child is feeling ill. However, please note that children will not
be allowed to call home for other reasons (for example because they’ve forgotten their PE kit or to arrange
after school play dates).

Teachers
Teachers are available before school (8:30 to 8:45 am) and after school (4:00 to 4:15pm) to talk with
parents. Please make an appointment wherever possible so that the teacher knows to expect you. All
teachers have a school email which parents are requested to use if they would like to contact their child’s
teacher. Important information regarding illness, lunch or pick-up arrangements, etc. should also be emailed
to the office.

26.0 Photos, Social media, and Marketing

Generally, photographs for school and family use, and those that appear in our school
magazine, are a source of pleasure and pride. We believe they can enhance self-esteem for
children and young people as well as their families and so are to be welcomed.

Having said this, the General Data Protection Regulations and Portuguese Law have
introduced a series of restrictions and responsibilities surrounding the capture and
publication of images. The school, parents, guardians, carers and visitors all have a ‘duty of
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care’ with respect to publishing images of children and if they do so, become ‘data controllers’ with all the
attending responsibilities and liabilities.

IPS holds no responsibility for the photo once it is taken by someone other than an IPS member of staff or
representative. IPS has a ´Taking Photographs Notice’ which is included in our ‘Policy Agreement Document’
and is clearly displayed throughout the school. We ask all parents to read and understand their
responsibilities in this regard.

Letters are sent to parents at the beginning of the year or when children are enrolled asking for permission
to use photographs in IPS publications. Photos are only used when authorization is given.

27.0 School Trips and Outings

Throughout the school year all children at IPS, from
Nursery to Year 7, will leave the school for educational
trips. Some are close to school to look at buildings and
plants etc. and do not involve the use of transport. For
trips further afield, the school will either use its own
transport service or will hire larger buses to transport the
children.

At Christmas and towards the end of the school year, we may also take the children (by bus) to rehearsals
for their school plays. The theatre we use does vary, but it is usually fairly local.

All trips are well supervised by the teachers, and where necessary, learning support assistants and parents.

Parents' permission is sought for the local trips at the beginning of each year and separately for specific
longer trips before they occur.

Please read our School Trips / Learning Outside the Classroom Policy in our Policy Agreements Document.

28.0 After-School Activities

IPS is pleased to offer many after-school activities
which run from 16:00 to 17:00. These are purely
optional and some activities run by external teachers
or by school staff are charged for.

We try to offer something for everyone although
there is probably more on offer for the older
children. Registration occurs at the beginning of
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September when our administration teams have had time to organise rooms and days for each of the clubs
and details are sent to parents.

After school supervision is also run on a daily basis either to provide extra support whilst your child is doing
their homework, or to look after a sibling whilst the other brother or sister attends an organised
after-school activity.

Activities should be fun and enjoyable for all concerned. They should not be used as a babysitting service
and we ask parents not to enrol small children into activities everyday of the week. We believe children
should have time to rest, relax and participate in ‘free play’ during the week, to allow them to recharge
their batteries.

29.0 Library

IPS has a beautiful library located in the centre of the school, well stocked with more than 17,000 fiction
and non-fiction books. Books are a precious resource and we ask you to please take care of them at home.
Library books borrowed should normally be returned the following week when they may then be re-issued
or exchanged for other books (regular electronic reminders are sent to parents via email). If your child has
lost or damaged a library book, you will be asked to either replace it with another book or reimburse the
library for the value of the lost / damaged book.

30.0 Birthdays

If you wish to celebrate your child's birthday at school, please speak to the class
teacher well in advance in order to agree on best timing. Please only supply a small
cake and juice and respect any possible allergies and food restrictions. Please also
avoid balloons, gifts and any other extravagant party paraphernalia - these are best
kept for home parties. We are trying hard to become a "plastic free school". Please
send napkins instead of plastic/paper plates. We have reusable cups, so there is no need to supply these.
Thank you for your cooperation.

31.0 Recycling

We continue to encourage our community to reduce, reuse and recycle in
order to help protect the environment. We encourage all children to bring
reusable water bottles to school and have taps around the school that can be
used for this purpose. We ask all parents to reinforce this important message
with their children at home and ask that you avoid sending single use plastic
with snacks etc.

We collect and recycle plastic bottle tops at school with money raised going to a national wheelchair charity.
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32.0 Sending money to school

During the year you will be invited to order a number of different things (e.g. school
photographs, Yearbook, etc.) from school. If children bring money to school for this reason,
we ask that it be in a sealed envelope, given to the class teacher and with your child’s name
and class clearly marked.

Occasionally, the PTA or student council organise an activity or fair where children can bring some pocket
money to purchase items for sale. A limit of between €1 and €2 per child is advised so children are not
bringing in large amounts of cash to school.

33.0 Lost property

PLEASE ensure that everything your child brings to school is clearly
labelled. Anything found at the end of the day is either put into lost
property boxes or taken to the class. Boxes are kept in a central location,
with easy access for children and parents but even these, on occasions
overflow with all manner of lost property.  Office staff and our PTA help to keep it under control with
unclaimed items being sold as second hand uniform if still in reasonable shape and non-school uniform
being given to charity.

34.0 Personal items and toys

No toys should be brought to school by Nursery to Year 2 children, unless requested by the teacher.

Older children (Years 3 to 6) should keep all toys and valuable items such as mobile phones and smart
watches at home, due to possible loss or damage. Weapons (real or pretend) and any potentially dangerous
items are banned from school. Trading cards and stickers or the latest ‘fad’ are dealt with on an individual
basis; complications and issues are discussed with staff, Student Council and children during assemblies.

Money should only be sent to school for specific reasons such as those already mentioned, or for a
bake-sale or fund-raising activity, in which case amounts should be appropriate for that activity.

35.0 Traffic and Parking

The problem of the parking of cars is most acute from 8:45 to 9:15am and
from 3:45 to 4.15pm. We ask all parents to refrain from parking in front of
school and thereby blocking the entrances.

Likewise,
● PLEASE DO NOT park in front of our neighbours’ driveways or the Bus parking spaces.
● Please be CONSIDERATE and park elsewhere.
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Safety Rules for cars in Rua da Lagoa and the surrounding area.
● Always drive slowly and be aware that there are young children close by;
● Always use your rear view mirror AND look behind before reversing;
● Do NOT park anywhere that will obstruct access to the school gates;
● Please do NOT double park;
● Please do NOT park in front of the gates of neighbouring properties;
● Please do NOT leave your car parked with the engine running and with children inside.
● Please ensure that your child’s safety belt is securely fastened before driving away.
● Please use the pedestrian walkway to enter and leave school on foot.

Traffic circulation
Rua da Lagoa is a One Way Street, BUT please be aware that the top two houses as you turn the corner into
the street CAN leave their driveways in the opposite direction, so PLEASE BE CAREFUL.

● Enter Rua da Lagoa at the top of the road;
● Drop your child off and continue in the same direction;
● Circulate to the left and behind the houses, in a two way road, to arrive back close to the main road.
● THIS IS A RESIDENTIAL AREA, PLEASE DRIVE CAREFULLY AND CONSIDERATELY.

Parking
This year there are no parking spaces on school grounds after the bus drop off point due to the temporary
classrooms we have. You may park along Rua da Lagoa but please be considerate of others and park
sensibly and safely. Be careful with passing cars when walking along, or crossing, the road to the school
buildings. Please do not park on the zebra crossing.

36.0 Accompanying documents:

This document should be read in combination with the school website, the National Curriculum of England
website and with all the school policies listed in the Policy Agreements Document, also shown on the school
website.
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