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Handbook –

Additional Information 

Information may be subject to change as a result of Covid-
19. 



The Education (Scotland) Act 1980 uses the broadly framed 
definition of ‘parent’. This is as follows:

“Parent” includes guardian and any person who is liable to maintain 
or has parental responsibilities (within the meaning of section (13) 
of the Children (Scotland) Act 1995) in relation to, or has care of a 
child or young person;

This is a wide definition which might, by way of example, include:

• non-resident parents who are liable to maintain or have 
parental responsibilities in respect of a child;

• carers who can be parents;

• other with parental responsibilities, e.g. foster carers, relatives 
and friends who are caring for children and young people under 
supervision arrangements; and

• close relatives, such as siblings or grandparents caring for 
children who are not looked after or are under home supervision 
arrangements

Everyone who is a parent, as defined in terms of the 1980 Act, has 
rights under the Act.  This includes the right to receive advice and 
information about their child’s education, general information about 
the school, to be told about meetings involving their child, and to 
participate in activities, such as taking part in decisions relating to a 
Parent Council.  Education authorities and schools should treat 
parents equally, the exception to this general requirement being 
where there is a court order limiting an individual’s exercise of 
parental rights and responsibilities.  It is for education authorities to 
advise schools on the application of these rights in individual 
cases.



Registration 
and 

enrolment 

Pupils are normally transferred from primary to 
secondary between the ages of 11 years 6 months and 
12 years 6 months, so that they have the opportunity to 
complete at least four years of secondary education.

Parents of pupils who have moved to the area or who 
want their child to transfer to the school should contact 
the school office for information about appropriate 
procedures, and to arrange a visit. The senior 
leadership team have responsibility for school 
enrolments by year group. Requests to enrol your 
child will be passed to the appropriate member of 
staff via the school office. 

Parents who want to send their child to a school other 
than the catchment school should make a placing 
request.  The procedure for making a placing request 
is explained in the leaflet ‘Sending your child to 
school.’ You can pick this leaflet up from any school, 
call our customer contact centre, 0300 300 0300, to 
have a copy sent to you, or download the form from 
the council website: www.renfrewshire.gov.uk

http://www.renfrewshire.gov.uk/


School 
security 

Renfrewshire Council has introduced procedures to 
ensure the safety and security of pupils and staff when 
attending or working in a school. We use a number of 
security measures, including a visitors’ sign in book, 
badges and escorts while visitors are within the school 
building. Normally, anyone visiting a school for any 
reason will be asked to report to the school office. The 
school staff then make the necessary arrangements for 
the visit.



School 
Transport 

Renfrewshire Council’s policy is to provide home to school transport to all secondary school 
pupils who live more than 3.219 kilometres (2 miles) from their catchment school by the 
recognised shortest safe walking route. Parents who think their child is eligible for home to 
school transport can get an application form from the school or Children’s Services in 
Renfrewshire House or online at http://www.renfrewshire.gov.uk/article/3486/Home-to-
school-transport.  These forms should be completed and returned before the end of 
February for those pupils beginning school in August to allow appropriate arrangements to 
be made. However, parents may make an application at any time.  

In special circumstances the Director of Children’s Services has discretion to grant 
permission for pupils to travel in transport provided by the education authority, where spare 
places are available, at no additional cost to the authority.

Pickup points

Where we provide home to school transport, pupils may need to walk a reasonable distance 
from home to the transport pick-up point but this should not exceed 3.219 kilometres (2 
miles).

It is the parent's responsibility to make sure that their child arrives at the pick-up point on 
time and behaves in a safe and acceptable manner while boarding, travelling on and leaving 
the vehicle. Pupils who misbehave can lose their right to home to school transport.

Placing requests

Renfrewshire Council does not provide transport for those pupils who are granted a placing 
request other than in exceptional circumstances.

Assisted support needs

Renfrewshire Council may provide free home to school transport for children assessed to 
attend any school because of their assisted support needs. The educational psychology 
service will normally carry out the assessment. We also provide seat belt and wheelchair 
restraints needed to transport pupils.

http://www.renfrewshire.gov.uk/article/3486/Home-to-school-transport


Education 
Maintenance 

Allowance 

An Education Maintenance Allowance (EMA) is an allowance of £30 per week 
paid to eligible students aged 16 to 19 years old who stay on in full-time 
education after the legal school leaving age.

Entitlement to an EMA is based on an assessment of household income.  The 
income thresholds for the EMA programme academic year 2019/20 are as 
follows:

The weekly allowance is paid every second week in arrears directly into the 
student’s bank account. 

For more information, please contact either the school office, Renfrewshire 
Council’s Customer Service Centre on 0300 300 0300 or email 
ema.els@renfrewshire.gov.uk

Information is also available on Renfrewshire Council’s website: 
www.renfrewshire.gov.uk

EMA Weekly Payments

Total Household Income for 2019/20 Weekly Payment

£0 to £26,884
for families with more than one dependant 

child in full-time education
£30

£0 to £24,421
for families with a single dependant child in 

full-time education
£30

mailto:ema.els@renfrewshire.gov.uk
http://www.renfrewshire.gov.uk/


Part time employment 

Parents are asked to co-operate with the school to make sure that the amount of time spent 
working doesn’t interfere with homework expectations and studying for SQA examinations.

Pupils under school leaving age who want to work before or after school or at the weekend, 
need to hold a work permit.  Pupils can get application forms from the school. Forms must be 

completed by employers, parents and the head teacher and returned to the school.  Permitted 
working hours during term time are 2 hours per school day, 2 hours on a Sunday and 8 hours 

(over 15 years of age) or 5 Hours (under 15 years of age) for any other day (i.e. Saturday).  
Outwith term time, the maximum total working hours in a week are 25 hours for those under 

15 years of age and 35 hours for those over 15 years. 



The Scottish 
Attainment 

Challenge 

Attainment Challenge and Pupil Equity Funding (PEF) 

• The Scottish Attainment Challenge, launched in 2015, is 
about achieving equity in education. This can be achieved 
by ensuring every child has the same opportunity to 
succeed. Renfrewshire is one of nine ‘challenge 
authorities’ who have received funding to improve 
literacy and numeracy and health and wellbeing, with a 
particular focus on closing the poverty-related attainment 
gap.

• The Pupil Equity Fund (PEF) is being provided as part of 
the £750 million Attainment Scotland Fund which will be 
invested over 2016-2021. The PEF is allocated directly to 
schools and targeted at closing the poverty related 
attainment gap. Every council area is benefitting from 
the fund and is based on the number of pupils in P1-S3 
known to be eligible for free school meals. The funding is 
to be spent at the discretion of the head teacher working 
in partnership with parents, pupils and staff to devise 
plans which focus on closing the poverty-related 
attainment gap. 



School Lets 

The sale and/or consumption of alcohol on school premises is 
prohibited. No applications for occasional licences by the school, 
Parent Council or other party hiring or using the school premises 
should be made to allow for the sale of alcohol on school premises.

To apply to use school facilities, contact the Community Facilities 
Section. Contact details are in the important contacts section at the 
end of this handbook.



Listening to 
Learn –

Complaints, 
Comments 

and 
Suggestions  

Renfrewshire Council encourages feedback on its services from parents and pupils as part of our overall 
commitment to giving the best possible service and to working in partnership. We are interested in feedback 
of all kinds, whether it be compliments, suggestions or complaints. 

If you want to register a comment of any type about the school you can do this by writing, telephoning or 
making an appointment to see someone. All feedback is welcome and keeps us in touch.

If, in particular, you have a complaint about the school, please let us know. It is better that these things are 
shared openly and resolved fairly, rather than being allowed to damage the relationship between the family 
and the school. There will be no negative consequences from making a complaint and we will deal with the 
issue confidentially. If we have made a mistake, we will apologise quickly and clearly and try to put things 
right.

There are some things which you should be aware of when making a complaint: 

• Complaints about the school should be made first to the head teacher.

• It is helpful if you can give some details of the issue and ask for an early appointment to discuss it.

• We want to resolve complaints as quickly as possible.  You will get a decision on your complaint in five 
working days or less, unless there are exceptional circumstances.  If it is going to take longer than five 
working days, we will let you know. 

• If you are not happy with the response to your complaint, you have the right to take it further.  You can 
fill in a complaints form (available from the school or any council office), fill in the online form, write to 
us, email us at complaints@renfrewshire.gov.uk, or call us on 0300 300 0170.  At this stage, we will carry 
out an in-depth investigation.  We will acknowledge receipt of your complaint within three working days, 
and give you a full response within twenty working days.  If the investigation is going to take longer than 
this, we will contact you to discuss timescales.  

• If you are still unhappy after the further investigation and our reply you can take the matter up with the 
Scottish Public Services Ombudsman.  Our reply will include the contact details.

• You should also note that you have the right to raise unresolved concerns with your local councillor, MSP 
or MP.

mailto:complaints@renfrewshire.gov.uk


Data Protection 

Information on pupils, parents and guardians is stored on a 
computer system and may be used for teaching, registration, 
assessment and other administrative purposes. The information 
is protected by the EU General Data Protection Requirement and 
can only be shared or disclosed in accordance with the law.

Pupils attending any type of school have a right of access to their 
own information. This is known as the right of subject access. 
When a child cannot act for themselves or the child gives 
permission, parents will be able to access this information on 
their behalf.

For more information on data protection, please contact the 
school.



Information in 
Emergencies

We make every effort to maintain a full educational service, but on 
some occasions circumstances arise which lead to disruption. Schools 
may be affected by severe weather, traffic and transport disruption, 
power failures or fuel shortages. In such cases, we do all we can to let 
you know when we are closing and reopening the school or nursery. 

We use a variety of methods to keep you updated in emergency 
situations including: e-mails, our schools digital newsletter, text 
messages, the school and council websites and Renfrewshire Council's 
social media channels (Facebook - renfrewshirecouncil and Twitter -
@RenCouncilNews).

Further information may also be provided through letters, 
announcements in the local press, local radio, or notices in local shops, 
churches and community centres.

Please ensure we have the most up-to-date emergency contact 
information for your family and you are following the council's social 
media channels. You can sign up for the school’s digital newsletter via 
www.renfrewshire.gov.uk/e-alerts.

http://www.renfrewshire.gov.uk/e-alerts


Important Contacts 
Director of Children’s Services

Steven Quinn Renfrewshire House

Cotton Street

Paisley

PA1 1LE

Email

csdirector@renfrewshire.gov.uk

Phone: 0141 618 6839

Homelink Service Senior Home Link Workers
c/o West Primary

Newton Street

Paisley

PA1 2RL

Email

morag.mcguire@renfrewshire.gov.uk

pamela.mckechan@renfrewshire.gov.uk

Phone: 0300 300 1415

Community Learning & Development 

Community Facilities Section

Adult Learning

Services

Renfrewshire Leisure

3rd Floor

Renfrewshire House

Cotton Street

Paisley

PA1 1LE

West Johnstone Shared Campus

Beith Road

Johnstone

PA5 0BB

Email

comfac.els@renfrewshire.gov.uk

Phone: 0300 300 1430

Email

als.els@renfrewshire.gov.uk

Phone: 01505 382863

Youth Services West Primary School

Newton Street

Paisley

PA1 2RL

Email

youth@renfrewshire.gov.uk

Phone: 0141 889 1110

Customer Service Centre 

Customer Service Centre Renfrewshire House

Cotton Street

Paisley

PA1 1AN

Email

registrar.cs@renfrewshire.gov.uk

Phone: 0300 300 0300

mailto:csdirector@renfrewshire.gov.uk
mailto:morag.mcguire@renfrewshire.gov.uk
mailto:pamela.mckechan@renfrewshire.gov.uk
mailto:comfac.els@renfrewshire.gov.uk
mailto:als.els@renfrewshire.gov.uk
mailto:youth@renfrewshire.gov.uk
mailto:registrar.cs@renfrewshire.gov.uk


Glossary 

• ASL – Additional Support for Learning

• ASN – Additional Support Needs

• CFE - Curriculum for Excellence

• CLAD – Community Learning and Development

• EMA – Education Maintenance Allowance

• FOI – Freedom of Information

• GIRFEC – Getting it Right for Every Child

• HT/PT/PST – Head Teacher/Principal Teacher/Pastoral Support 
Teacher

• LTS – Learning and Teaching Scotland

• SIP – Service Improvement Plan

• SQA – Scottish Qualifications Authority

• S1 – 1st year of secondary school


