
 

1 
 

 

 
  

Parent Handbook 

Updated as of February 2017 



 

2 
 

Contents 

  

Welcome Message 3 

JCSRS Mission Statement 4 

Absence from School 5 

Accommodation 5 

Assessment and Reporting 5 

Buses 5 - 6 

Complaints 6 

Communication with Parents 6 - 7 

Continuing Professional Development (CPD) 7 

Curriculum 7 - 8 

ESF Mission & Vision 9 

Educational Visits 10 

Evacuation 10 

Health and Safety  10 - 12 

Inclusion and Links with other schools 13 

Lunch and Snack time arrangements 13 

Makaton/Signing 13 

Medical Incidents/Accidents 13 - 14 

Number on Roll 14 

Parent Funded Educational Assistants 14 

Post-16 Provision 14 

Registration 14 

Reporting 14 

School Annual Events 14 

School Council 15 

School Development Plan/Annual Implementation Plan 15 

Staffing  15-16 

School Policies 16 

School Sessions  16 

School Uniform 16 

School Website 17 

Signing in and Out 17 

Transfer 17 

Typhoons and Rainstorms 17 

 



 

3 
 

 

Welcome Message 

 

Welcome to Jockey Club Sarah Roe School. 

 

This prospectus is intended to help parents to learn a little more about our school.  Our 

website contains further information and can be found at: www.jcsrs.edu.hk. 

 

The school is part of the English Schools Foundation (ESF).  The ESF consists of 22 schools in 

total - 5 Kindergarten, 9 Primary, 5 Secondary, 1 Special School and 2 Private Independent 

Schools. 

 

JCSRS recognizes and acknowledges that all students are able to learn irrespective of their 

learning difficulties or disabilities. 

 

The school welcomes parents to visit the school and make every effort to meet their requests 

concerning their child.  Parents are kept well informed of the many activities planned at 

school.  The school has a Parent Teacher Association (PTA) and all new parents are encouraged 

to become members. 

 

If potential parents would like to arrange a visit to the school or need further information, 

please contact me at karin.wetselaar@jcsrs.edu.hk. We will be very pleased to show visitors 

around the school and introduce them to our staff and students. 

 

 

Karin Wetselaar 

Principal 
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Our Vision 

Our vision is for every student to be the best that they can be. 

Our Purpose 

• Deliver an innovative and balanced education that provides a 

personalized approach to learning 

• Empower learners to make choices and decisions with courage and 

confidence 

• Embrace two-way partnerships with local and international                                           

communities to promote diversity, inclusion and global citizenship 

Core Values School Culture Performance 

Inspiring curious minds  

Embracing individuality 

Leading by example 

Optimizing our network 

Being accountable 

Respect 

Teamwork 

Equality 

Passion 

Creativity 

Best people 

Joyful learning 

environments 

Curriculum expertise 

Best value 

Exceptional achievement 
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Absence from school 

 

If a child is going to be absent from school, parents need to inform the office and class teacher 

as soon as possible.  Parents with children travelling on school buses also need to inform the 

bus escort and the PTA Coordinator. 

 

Accommodation 

 

The school has many attractive facilities: a hydrotherapy pool, multi-sensory room, soft play 

area, learning resource centre, several therapy rooms, Independent Living Skill Room, the 

Expressive Art Space and an outdoor learning space.   

 

Assessment and Reporting 

 

New students will participate in assessment with the class teacher, speech and language 

therapist, occupational therapist and physiotherapist (as appropriate).  The results of each 

student's assessments are recorded using a variety of tools dependent on specialist area.   

 

The therapists' initial assessment will shape the therapy programmes and targets, set in 

conjunction with the parents and class teacher. For academic purposes the P-levels are used for 

both formative and summative assessment.   For details, please see the link for 'P-levels' on 

the school website. Additional assessments for behavioural needs are conducted as required, 

and Positive Behaviour Support Plans implemented accordingly. 

 

Target setting, tracking and achievement are monitored through Individual Education Plans 

(IEPs) which are set at the start of the school year and reviewed twice a year via 

multi-disciplinary meetings. Parents are provided with electronic version of the IEP and are 

invited to attend meetings to discuss progress.  A new online platform will be introduced in 

Term 3 of 2016/17 school year and parents can access the IEP via this new platform.  In 

addition to formal invitations, parents are encouraged to maintain contact with the class 

teacher via email, text or a home-school diary. The method of communication is agreed 

between the teacher and parent. 

 

Buses 

 

 Transport to and from school is the responsibility of the parents.  The school provides a bus 

service, managed by the PTA. 
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 Currently JCSRS have seven buses in operation.  Two are owned by the PTA, while five are 

provided by the 'Rehabus' service. 

 The PTA uses fundraising and fees to cover the cost of the escorts and other related 

expenses.  If parents are interested in assisting with fundraising, please contact the PTA 

chairman, Mr. John Greene, tel: 9190 6071, email: ptafund@gmail.com. 

 

Complaints 

 

If a parent has a complaint about any school-related issue, in the first instance they should 

discuss this with the class teacher.  If necessary, a meeting can be arranged with the principal, 

vice principal and/or a member of the School Council. 

 

Communication with Parents 

 

Parents are regarded as partners in their children’s education.  Their comments and 

suggestions are welcomed at any time.  They are encouraged to contact the staff or visit the 

school to: 

 

 discuss their child's progress 

 seek advice 

 offer help 

 observe their child in class. 

 

If parents wish to visit the school for any of the above purposes, they are asked to contact the 

school office in order to make an appointment with the appropriate person. 

 

Parents are strongly encouraged to join the school's various annual events. 

 

Clear communication between parents and staff is essential and several channels are available 

to facilitate this including the telephone, newsletters, letters, emails and information on the 

school's website. 

 

Parents have two-three formal meetings each year (once each term) with the teachers and 

therapists in order to discuss their child's educational programmes.  The aims of the meetings 

include: 

 

 to discuss the student's progress towards meeting the overall objectives set in the 

Individual Education Plan (IEP) 

mailto:ptafund@gmail.com
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 to identify areas of specific or targeted work 

 to identify any significant changes in the student's special educational needs including 

equipment, aids and access. 

 

Informal meetings between parents and staff are held throughout the year as required. 

 

Parents are requested to inform the school if: 

 

 they are both out of Hong Kong 

 there are any changes to contact information such as home address, telephone number 

and/or email 

 there are any changes in medical information 

 

Parents are responsible for updating the ESF Gateway with any changes on contacts, medical 

information and any other changes to student or family details. 

 

Continuing Professional Development (CPD) 

 

Like all other ESF schools, a range of professional development opportunities are offered 

throughout the year for staff.  Most of the training is held outside of school hours.  There are 

five days per year that CPD is run during school hours, and the school is closed for this 

training.  Please check the calendar on the school website for details of these dates.  Parents 

will also be provided with written notice in advance of these days. 

 

Curriculum  

 

The school provides education for children and young people with additional learning needs 

and complex disabilities.  We aim to provide our students with a broad and balanced 

curriculum, which challenges them and takes into account their ability. 

  

Students at JCSRS follow the JCSRS whole school curriculum which is based on four overarching 

themes: 

 Myself and Others 

 We Express Ourselves 

 The World Around Us 

 How Things Are Organized 

 

These four themes rotate on a termly basis with units of study written and delivered to meet 
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the varying needs of the learners.  In addition, all students follow the ASDAN Towards 

Independence programme modules from which are linked to the termly units.  ASDAN is an 

internationally recognized awarding body based in the U.K.   
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Educational Visits 

 

Educational visits are undertaken by each class to augment the taught curriculum.  Parents are 

provided with advance notice and details of each trip.  Teachers collect money needed for 

educational visits and parents or domestic helpers may be asked to help out during educational 

visits.   

 

Evacuation 

 

It is very important that everyone is familiar with these instructions and knows what course of 

action to take in the event of an emergency.  The school holds fire drills together with KGV and 

ESF Therapy Centre on a termly basis to familiarise staff and students with the 

procedures.  According to the advice from the Fire Services Department, students with 

mobility impairments wait outside the fire door, on the top of the stairs with adults if they are 

on the 1/F.  THE ASSEMBLY POINT IS OUTSIDE KGV MAIN GATE ON THE PAVEMENT. 

 

Health and Safety  

 

a.  Moving and Handling 

JCSRS currently uses a ‘minimal lift’ approach and is working towards adopting a ‘no lift’ 

policy for all moving and handling activities. The school is well equipped with 

mechanical hoists and other assistive devices for positional transfers of dependent 

students. 

 

b.  Behaviour 

 The school follows a whole school approach to Positive Behaviour Support for all students.  

Some students may require an individual Positive Behaviour Support Plan.  This plan is 

developed by a team of people, is agreed by parents and is regularly reviewed. 

 

c.  Hygiene 

Preventing cross infection is the priority and there are regular reviews of how the school 

follows the adopted universal precautions in the interests of the health and safety of all.  

The school helps students to observe good personal hygiene and, most importantly, by 

promoting proper handwashing as a matter of habit.  Staff wear disposable protective 

gloves and aprons when supporting students with all aspects of their personal hygiene. The 

school is thoroughly cleaned and disinfected daily. 
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d.  Hydrotherapy & Swimming 

Students who may benefit from hydrotherapy have individualised programmes designed by 

the physiotherapist.  Some students may also benefit from a water confidence and early 

swimming skill development programme designed by the PE teacher.  These programmes 

are conducted by trained Educational Assistants.  The hydrotherapy pool is not suitable for 

more advanced swim training purposes, due to its shallow depth.   

 

Students access external facilities (such as at KGV School swimming pool) for swimming 

lessons.  These are taught by JCSRS PE teacher.  Written consent must be obtained from 

parents prior to the commencement of any hydrotherapy or swimming programme.  A 

specific form is provided for this.  It is the school practice to ensure that students are 

changed and showered or supervised by a member of staff of the same sex except male 

students of younger age may be changed by a female member of staff. 

 

Pool Rules: 

 Remove shoes before entering the pool area. 

 Pool door to be kept locked at all times. 

 Before entering the pool, observe normal hygiene practices by using the toilet and 

showering thoroughly (using soap/shampoo if necessary). 

 The school nurse must be consulted before any students with the following conditions 

use the pool: open wounds, colds, sores, infections i.e. urinary, skin, eyes, ear; 

gastrointestinal conditions; skin complaints, i.e. rashes, sensitivity or allergy to pool 

chemicals. 

 Staff must know and understand the normal operating procedures and emergency 

action plan (refer to emergency procedures). 

 Staff should understand and be familiar with methods of handling individual students 

(refer to individual programmes). 

 A maximum of 6 people (including adults and students) in the water at any one time. 

 Incontinent students and those at high risk of bowel incontinence should not use the 

pool.  For low risk students, a suitable swim diaper must be worn. 

 Disposable diapers must not be used in the pool.  

 If the pool is contaminated by bodily fluids or faeces, use of the pool is suspended 

immediately. This also applies should swim diaper/swimming costume be found soiled 

on exit from the pool. 

 Diving and jumping in from the pool side is not allowed. 

 Walking at all times on the poolside and when using the stairs. 

 The pool area should be kept clear of obstruction. All equipment should be stowed in 

the designated area. 
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 Jewellery should not be worn in the pool, and long hair should be tied back. 

 No-one is to swim in the pool alone (including adults). 

 

The following are contraindications to pool use: 

 Uncontrolled seizure activity 

 Persistent diarrhea 

 Significant open wounds, without bio-occlusive dressing 

 Severely compromised cardiovascular system 

 Deep X-ray therapy or renal disease where the patient cannot adjust to fluid loss in the 

water. 

 Contagious water or air-borne infection/disease 

 Tracheostomy 

 Severely limited vital capacity – check with medical doctor whether patient can tolerate 

a 10% decrease in vital capacity. 

 

Parents need to nform the class teacher and school nurse if their child experiences any of 

the following as the school may need to take special precautions with the child when 

using the pool: 

 Infectious respiratory event – cold, flu, allergy symptoms 

 History of aspiration of liquids 

 Elevated temperature 

 Appears “unwell” e.g. lethargic, irritability 

 Bladder or bowel incontinence (See incontinence management guidelines) 

 Compromised cardiac function or other heart conditions 

 Compromised respiratory function 

 Infectious skin conditions and small open wounds 

 Nasogastric, gastrostomy and PEG tubes 

 Abnormal blood pressure 

 Colostomy, urostomy, or ileostomy bags 

 Acute orthopaedic injury with pain and instability present 

 Controlled seizure activity 

 Controlled diabetes 

 Chlorine/chemical sensitivity 

 Latex allergies 

 Active joint inflammation 

 Menstruation 
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Inclusion and Links with other schools 

 

The school has developed excellent links with other schools in Hong Kong. We have regular 

visits to other ESF primary schools, other International Schools and our neighbouring schools, 

KGV and KJS. JCSRS promotes students’ inclusion as much as possible and students are able to 

benefit from attending nearby schools for a range of activities.  The school is keen to establish 

links with other special schools both in HK and internationally to share and learn. 

 

Lunch and Snack Time Arrangements 

 

All classes take their snacks and lunches in their classrooms and occasionally have snack time in 

the outdoor learning area.  All students need to bring their own snack and drink/water bottle 

to school.  Please ensure that all containers are clearly labelled with the child’s name. 

 

As a trial, starting in 2016/17 School Year Term 2, the students, supported by the therapy team, 

will be running a tuck shop twice a week and students can buy snacks from the tuck shop. 

 

Students have a choice of either bring their packed lunch or purchase lunch in the Sensations 

kitchen at JCSRS and the KGV canteen (menu is available on the school website). 

 

 

Makaton/Signing: 

 

The school uses the British Makaton signing system.  If students use other signing systems, the 

school will try to accommodate these. 

 

Medical Incidents/Accidents 

 

If a student has any major accident in school, the school nurse or class teacher informed the 

parents immediately by phone.  The student is treated by the school nurse.  In the case of an 

emergency, an ambulance is called and the student is sent to the nearest public hospital 

(Queen Elizabeth) accompanied by the school nurse or a member of staff.   Parents are 

informed and expected to travel to the hospital to be with their child. 

 

If a student is sick, the school nurse provides care and assesses the suitability of the student 

remaining at school.  If the student is deemed too ill to continue with school activities, parents 

are contacted and asked to collect their child from school.  The student will stay with the 

nurse/staff in the medical room or classroom until the parent or helper arrives. 
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The nurse is responsible for overseeing and administering all medication at school.  Parents 

must ensure all medicines are clearly labelled with the student’s name, dosage and date/time 

to be administered.  Doctor’s prescription and signed Medication Authorization Form are 

required. Parents are responsible for updating the ESF Gateway with any changes in the 

students’ medical information. 

  

Number on Roll 

 

Currently the school has 70 students and a waiting list which is centrally coordinated by ESF. 

 

Parent Funded Educational Assistant 

 

In order to further support the students’ educational needs, parents may be requested to 

support the employment of a parent‐funded EA to enhance their child’s access to the 

curriculum.   For details, please refer to the ESF SEN policy. 

 

Post 16 Provision 

 

The school develops and maintains strong link with local provders who offer vocational training 

for our students.  Information of vocational training opportunities will be discussed and 

agreed between the class teacher and parents. 

 

Reporting 

 

An Annual Review is held for all students in June.  Parents are given a school report prior to the 

meeting.  There is also a mid‐term report on students’ progress. 

 

School Annual Events 

 

The school organizes a number of annual events, eg Sports Day, Christmas Show.  For details, 

please check the school calendar in the school website.  Parents are strongly encouraged to 

join these events. 

 

School Council 

The School Council is the managing committee of the school and has representatives from 

teachers, parents, the English Schools Foundation Head Office and the community.  It meets at 

least once per term.  The members of the School Council are: 
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Ms Virginia Morris, Chair, virginia.morris@esfcentre.edu.hk 

Ms Nicki Holmes, ESF Representative, nicki.holmes@esfcentre.edu.hk 

Ms Karin Wetselaar, Principal (Ex-officio), karin.weteslaar@jcsrs.edu.hk 

Ms Jackie Newman, Teaching Staff Rep, jackie.newman@jcsrs.edu.hk 

Mr Mike Watson, Teaching Staff Rep, mike.watson@jcsrs.edu.hk 

Ms Daphne Ip, Non-teaching Staff Rep, daphne.ip@jcsrs.edu.hk  

Mr Alan Collins, Parent Representative  

Ms Sandra Lee, PTA Representative     

Ms Anna Cheung, Community Representative 

Vacant, Community Representative   

 

School Development Plan/Annual Implementation Plan 

 

School Development Planning is undertaken in 3 year cycles and is aligned with the ESF 

strategic Development Plan.  The Annual School Implementation Plan covers each year’s 

planning detail and is kept under review and updated reports are given to the school council 

each term.  All staff have the opportunity to contribute to the plan during its development 

stages.  Most staff will have an area of responsibility related to the plan. The latest Annual 

School Implementation Plan is also available at the school website.  

 

Staffing 

 

JCSRS has a team of eight class teachers, one PE teacher, one 2-day part time teacher, 

therapists of each discipline (including a music therapist), a registered nurse, 25 Educational 

Assistants, 2.5 office staff, an ICT Manager, 2 drivers, a caretaker, and 4.5 amahs working 

together for the education of our students.  

 

Title Name 

Principal Karin Wetselaar 

Vice Principal Jenny Lingham 

Diamond Class Teacher (Primary) Lorna Banfield  

Gold Class Teacher (Primary) Sandra Gee 

Pearl Class Teacher (Primary) Karen Carmody 

Emerald Class Teacher (Secondary) Heidi Lee 

Jade Class Teacher (Secondary) Carol Li 

Sapphire Class Teacher (Secondary) Kelly Thorp 

Silver Class Teacher (Secondary) Jackie Newman 

Ruby Class Teacher (Secondary) Sally Fryer 

PE Teacher Mike Watson 

Physiotherapist Bianca Brown 
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Occupational Therapist  Daphne Ip 

Occupational Therapist Laurena Chen 

Speech & Language Therapist  Stephanie Eber 

Speech & Language Therapist  Cheryl Lam  

Music Therapist Joanne Wu 

Nurse Christine Cheung 

School Manager Rita Au 

Administration Assistant Summi Tse 

Administration Assistant (P/T) Goldi Chan 

ICT Manager Michael Ng 

 

School Policies 

 

Copies of the relevant school policies can be found on the school website. 

 

School Sessions 

 

School begins at 9:00 am and ends at 3:00 p.m.  Students are expected to arrive at school 

between 8:50 to 9 am and can be picked up by 2:45 pm.  Snack, lunch and playtime take place 

at different times for primary and secondary students.   

 

School Uniform 

 

The school uniform is available for purchase from the PTA office (PTA Coordinator: Yau Lap Kee, 

email: lapkee.yau@jcsrs.edu.hk).   

 

Primary Secondary 

Green Short Sleeved Polo Shirt (Summer) Purple Short Sleeved Polo Shirt (Summer) 

Khaki Shorts/Khaki Pantskirts (Summer) Khaki Shorts/Khaki Pantskirts (Summer) 

Green Long Sleeved Polo Shirt (Winter) Purple Long Sleeved Polo Shirt (Winter) 

Khaki Long Pants (Winter) Khaki Long Pants (Winter) 

White Short Sleeved Polo Shirt (PE) White Short Sleeved Polo Shirt (PE) 

White Shorts (PE) White Shorts (PE) 

School Cap School Cap 

 

School Website 

 

There is lots of information on the school website (www.jcsrs.edu.hk).  The website is also 

used for messages in relation to weather conditions, school closures and the school calendar. 
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Signing In and Out 

 

Visitors to the school must sign-in at the front office and advise the office staff where they will 

be in the school. 

 

Transfer 

 

The assessment and review process within school sometimes indicates that a student’s 

educational needs might be better met in a Learning Support Centre of a mainstream school.  

Requests for transfers are made by the school in conjuction with the parents.  Two members 

of the ESF Assessment and Review Panel (ARP) carry out an observation of the student and 

compile a report based on the assessment and supporting documentation.  This information is 

reviewed by the ARP moderation panel and a decision will be made regarding placement of the 

student.  If students are considered ready for a transfer, they may need to wait until there are 

appropriate vacancies in the LSC.   

 

Typhoons and Rainstorms 

 

1. If an amber, red or black rain signal is hoisted when the school is in session, students should 

remain in school. 

2. If a red/black rainstorm or typhoon No. 3 (or higher) warning is in force prior to 7:00am, 

school is closed.  Students should stay at home. 

 

A notice will be placed on the school’s website www.jcsrs.edu.hk to inform parents of school 

closure.  

 

http://www.jcsrs.edu.hk/

