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St. Michael’s Prep School 
 

 A Guide for Parents of Children in the Early Years 
 
Every child should be happy, secure, valued and confident.  At St Michael’s Prep School our philosophy 
is to value every child as a unique individual who enjoys learning and thinking for him or herself.  We 
provide a supportive and secure environment in which every child can flourish and learn at their own 
pace and in their own individual way.  Our role is to stimulate and encourage their development and 
enjoyment of learning through a variety of different activities, in secure indoor and outdoor situations, 
through play and through structured and creative activities.  We encourage the growth of social skills 
and empathy amongst the children.  The relationships which the children develop with each other and 
with our staff are central to their happiness and lay the best possible foundation for their future. 
 
St. Michael’s Prep School is a school that caters for children aged 2-13.  All of the children who enter 
our Nursery are part of our School community.  The Head of the Pre-Prep will extend a warm welcome 
when you visit and will show you our facilities.  She will be pleased to answer any of your questions, 
either about our Nursery or about the rest of the school. We send parents and prospective parents 
copies of the school’s Prospectus on request, or parents themselves can download a copy from our 
website.  That document gives details of the school’s address, location and contact details, together 
with a list of staff and Governors as well as a great deal of information about the aims and ethos of the 
whole school. The curriculum and activities for our older children is explained in some detail. A great 
deal of further information about the school is available on our website.  All parents, including Nursery 
parents, are given copies of the Pre-Prep Parents’ Handbook.  Some School Policies are on the website 
although all of the others can be sent to you on request. 
 
As an integral part of the school, the Nursery children make full use of the Pre-Prep facilities, such as 
the Music room, Hall and Early Years garden although they have their own dedicated room.  We expect 
them to remain pupils in our School until they reach the age of 11 or 13. All children from the Pre-Prep 
automatically join the Prep School and there is no selection process.  
 
WE DO NOT CURRENTLY PARTICIPATE IN THE GOVERNMENT’S NURSERY FUNDING FOR THREE AND 
FOUR YEAR OLD CHILDREN. 
 
 

PUPILS IN OUR SETTING 
 
Admissions  
Children who have turned two on or before 31st August of the previous academic year can join us at 
the start of the Michaelmas (autumn) term. The summer born children may wish to defer their start 
until January.  The whole School’s Admissions Policy applies to the Nursery Department as much as to 
the rest of the school.  Copies can be sent to parents on request. 
  
Parent and Toddler Group 
This is held in the Nursery on Monday afternoons starting in the Lent Term, at 2.30pm for all of the 
new children coming to St Michael’s the following September.  It is an important part of our transition 
arrangements enabling children to become familiar with the Nursery setting and giving opportunities 
for parents to meet one another. 
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Routines at school 
A maximum of forty places are allocated each year and we endeavour to maintain a balance of boys 
and girls. Nursery sessions are mornings only until your child has had their third birthday; children may 
then extend to whole days, should you require it, although it is a requirement that your child must be 
toilet trained if they are going to attend the afternoon sessions also. The children tend to start with 
two or three sessions, although the number of sessions can be increased each half term in consultation 
with the staff. We operate a minimum number of sessions; two, for children aged two and three once a 
child has celebrated their third birthday. The following September children join one of two 
Kindergarten classes which are also operated on a sessional basis. Children can attend for mornings, 
full days or a mixture of the two.  In Kindergarten we have four sessions per week as our minimum.  
The number of sessions can again be increased each half term in consultation with the staff.  All 
children need to attend at least one full day per week in the Trinity term to assist with transition to 
Reception. The reasoning behind having a minimum number of sessions is to ensure that your child can 
feel settled with the routines at school, and has the opportunities to form good social bonds with their 
peers and firm relationships with their teachers. 
 
There are three terms each academic year (Michaelmas/Lent/Trinity).  
 
Our term dates are on our website and on the back of the Calendar and are sent to parents one year in 
advance. 
 
Equal Opportunities Policy 
We welcome children from a diverse range of backgrounds and pride ourselves on being an inclusive 
community where there is complete equality of opportunity and everyone is valued for being him or 
herself.  Copies of the school’s Equal Opportunities Policy are on the website and can be sent to 
parents on request.   
 
Pupil numbers and session times 
The numbers of children attending each session follows guidelines for supervision set down in the Early 
Years Foundation Stage (EYFS). In Nursery staff/children ratios are  
1 – 4 rising to 1- 8 as the children reach 3 years of age. In Kindergarten ratios are 1 – 8.  
 
Our sessions are: 

 Morning session  
Nursery: 8.30 am to 12.00*noon 
(* 11.30am for first 2 weeks to aid transition to Nursery)  
Kindergarten: from 8.15 am to 12.00 noon 

 Full day in Kindergarten and for Nursery (children 3+) will end at 3.20pm  
 
Children enter Reception in the September after their fourth birthday. In the Michaelmas term there 
are two optional afternoons when children can go home at 11.45am. 
 
From the Lent term all children are expected to be full time (8.30am to 3.20pm) 
  

OUR STAFF 
 
The Head of Pre-Prep is responsible for the staff in the Early Years and ensures that they are well 
supported in order to perform their important roles in nurturing our youngest children. All staff 
working in the EYFS are very experienced and have age specific qualifications. The curriculum is led by 
an Early Years Leader. Each child is allocated a Key Person who is responsible for ensuring their 
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wellbeing and for developing a close working relationship with parents.   The children are supervised by 
qualified staff at all times when they are under our care, including break, lunch and play times.   
 

OUR CURRICULUM  
 
Our Early Years Foundation Stage Curriculum (EYFS) 
At St Michael’s Pre-Prep we offer a broad and balanced Early Years Foundation Stage curriculum for 
our youngest pupils, this is based upon seven areas of learning. 
 
 All children are given equal access and opportunities to develop their knowledge and skills in: 
 

 Personal, social and emotional development 

 Communication and language 

 Physical development 

 Literacy 

 Mathematics 

 Understanding the world 

 Expressive arts and design 

All children learn through play-based activities, with a 
mixture of both child-initiated and teacher-led learning opportunities.  Learning takes place both 
indoors and outdoors; our dedicated outdoor learning areas enable children to develop their 
confidence, take risks and to challenge themselves physically to develop new skills.  From Nursery 
there is a focus on children developing a strong sense of themselves and others, building positive 
relationships and learning how to manage their feelings. Communication and language as well as 
physical development are recognised as additional prime areas of learning and these are firmly 
embedded into the day to day activities on offer.  

Our EYFS programme is planned around themes that aim to engage the children with all aspects of 
their learning. These themes are open-ended to reflect the interests of individual children. We 
introduce different topics which the children explore through a variety of mediums, including books, 
art, clay, drama, music, ICT, crafts and model making. A strong emphasis is placed on the children’s 
ability to communicate confidently.  They are encouraged to express themselves in small groups and to 
the whole class, this starts in the Nursery.  We gradually introduce synthetic phonics, the basics of 
literacy are taught daily through a structured reading scheme. Our phonics programme starts in 
Nursery and develops throughout the Pre-Prep.  The children are gradually introduced to the principles 
of writing and to the use of computers and a wide range of digital technology.  Mathematics is 
introduced through different daily activities such as counting games, weighing and shopping.  All 
children are encouraged to participate in physical activity, dance and music with swimming lessons 
starting in Reception.  Children receive specialist teaching in Music and PE.  By the end of the EYFS, the 
children are enthusiastic and confident learners, ready for the more structured environment of Year 1. 



5 | P a g e  

 

Curriculum Overviews that outline the termly topics are emailed to parents and they will be given a 
leaflet explaining the revised EYFS on starting Nursery. Notice boards are used to keep parents up to 
date with all of the exciting things that are happening in the Early Years. 

 
 
Outdoor Learning 
All of the children are encouraged to play in their dedicated, secure outdoor space during morning and 
afternoon breaks, except in the worst weather.  We also use the outdoor space for outdoor learning 
and exploration. Children in Nursery and Kindergarten have a ‘free flow’ into dedicated covered areas. 
All children are encouraged to plant and grow their own seeds and to be physically active outside. Ride 
on toys and climbing equipment encourages the development of gross motor skills. The school has 
extensive grounds and the children are all regularly taken in supervised groups inside the school 
grounds to learn about the seasons of the year, by collecting autumn leaves, tadpoles from our pond, 
observing minibeasts etc. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Assemblies 
Assembly is held every day, with children attending daily from Reception.  Kindergarten children begin 
to attend some assemblies in the Lent term. Assemblies are formal occasions which foster the 
development of self-restraint and a collective spirit.  They are basically Christian but are designed to be 
respectful of other faiths. Assemblies provide an excellent public setting in which to commend children 
for special work, acts of kindness or helpfulness, and from Reception to reward them with ‘Gold Stars.’  
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Activities 
After school activities are on offer five afternoons per week from Kindergarten. In addition, children in 
Kindergarten can start ballet classes which are held as part of an afternoon session. Ballet is a paid 
activity from Reception. Activities usually run until 4.00pm.  The Activity lists are sent to parents via 
email and there is an online booking service to secure your child’s place. 
 
Please note there are no internally run activities in the first and last weeks of each term. 
 
Trips 
From Reception we organise excursions to places of interest that support our topics. These are 
designed to help the children to acquire a basic understanding of our natural world.  Our school 
Calendar lists the trips that are due to take place over the coming term, although some very local trips, 
which involve no more than an hour out of school, are arranged at shorter notice. We will send you a 
letter well in advance, telling you about every visit and, if appropriate, its cost and whether it involves 
an extension to the normal length of the school day.  The Consent Forms on admission have a box to 
tick for parental agreement for all trips that take place within the school day. 
 

 
COMMUNICATION  
 
Communication with parents  
We appreciate that sending your child to school is a big step and that it is understandable that some 
parents may worry or feel anxious about their child’s well-being and happiness.  That is why we invite 
you and your child to spend time in our Nursery at our ‘Parents and Toddler session’.  Once s/he has 
joined us, you are always welcome to visit the school.  Your child’s Key Person is responsible for your 
child’s pastoral care and with our small group sizes, speedily gets to know every individual child 
extremely well. The Nursery and Kindergarten teachers are always available for any immediate 
concerns that you may have about your child. In both Nursery and Kindergarten you will have the 
opportunity to talk daily to your child’s Key Person or Early Years Leader, should you have any 
concerns. The school operates an open door policy and the Head of Pre-Prep is available to see any 
parent, appointments can be made via the Pre-Prep office.  
 
 From Reception every child is given a Homework Diary.  This is the main method for communication 
between parents and the school.  We note anything that your child has done that day that might have 
an impact on their wellbeing. We ask you to write down anything relevant that might affect his or her 
performance, such as a late evening, this will help us to ensure that they are appropriately supported 
throughout their school day.   
  
 You will also see your Class Teacher when you collect your child, and many worries can be speedily 
resolved by an informal chat.  Otherwise, you are welcome to make an appointment for a longer (or 
more private) conversation with her, or with the Head of the Pre-Prep.  Any concerns will always be 
treated in complete confidence. 
 
A Calendar detailing events/activities is sent each term to all parents. Emergency information is sent 
via our electronic contacting system to parents’ mobiles followed up by an e-mail. 
 
We have a weekly electronic newsletter for parents, which is full of information about school life as 
well as reminders of upcoming events, activities and outings. We also encourage children to take home 
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their art work for you to admire and display at home!  You will be invited to a number of events during 
the year, and we very much hope to see you at: 
 

 The Nativity Play 

 The Carol Service (which involves the whole  School) 

 Sports Afternoon 

 The Summer Concert 
 
Parents’ Evenings 
From Kindergarten we hold Parents’ meetings during the Michaelmas and Lent terms, at which parents 
have the opportunity to talk to their child’s teacher about his/her progress and to raise any concerns 
which they may have.  In the Trinity term parents have the opportunity to meet with the staff for the 
following academic year.  
 
The Annual Curriculum Meeting 
All parents of children in the Nursery Department are invited to an information meeting before their 
child joins the school, when the aims of our Pre-Prep, routines and the methods of delivering the 
curriculum through play, structured activities and outdoor activities will be briefly explained. Prior to 
moving to Kindergarten an ‘information session’ is held to explain the curriculum for the following year 
and any changes in routines. All other classes in the Pre-Prep also have a ‘meet the teacher’ 
information evening in the Trinity term and an Experience Day to allow the children an opportunity to 
work in their new classroom whilst familiarising themselves with their new teacher. 
 
Sharing Progress in Partnership 
Effective two way communication is essential to the well being and development of every child. From 
Nursery, progress is recorded in ‘My Learning Journey’ which is an ongoing record that is used 
throughout the EYFS. Parents are encouraged to help to add to the contents of this document. 
 
The 2 Year Progress Check 
The revised EYFS requires that we should provide parents with a short written summary of the prime 
learning areas of the EYFS when your child is aged between 24 and 36 months: 

o Personal, social and emotional development  
o Physical development  
o Communication and Language 

The aim of the check is to give you a clear picture of your child’s development and to establish a 
partnership between home and school to help enhance this development. The check will be completed 
by your child’s Key Person once they have settled into the Nursery.  It will reflect the interests that your 
child is showing as well as the skills, knowledge and behaviour that they consistently and 
independently apply at school. We will then meet with you and together plan ways that we can 
support your child’s next steps at school and home.  
 
Reports 
Children are assessed throughout their time, through observations, questioning and guiding. In the 
Nursery and Kindergarten, progress is tracked along a development continuum and the Foundation 
Stage Profile is used in Reception. An annual written report summarises progress and identifies next 
steps for every child.  
 
 At the end of your child’s three years of “early years” education at St. Michael’s, we complete a 
detailed “EYFS Profile” on him or her which summarises their learning and development.  The accuracy 
of your teacher’s judgements is moderated by the Local Education Authority. You will of course, 
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receive your own copy of the profile, and you will be given an opportunity to discuss this with their 
Class Teacher should you wish to. 
 
Storage of and access to written records  
We store all records of pupils securely.  Parents may arrange to see the records of their children in 
accordance with the whole school policy on Data Protection. You have the right to make written 
comments on your child’s records, which will then be treated as part of that record.  The School is 
registered under the Data Protection Act and complies with its provisions. 
 
Complaints 
We hope that you will not feel the need to complain and that any difficulty can be sensitively and 
efficiently handled before it reaches that stage.  The school’s complaints procedures have been drafted 
to meet the specific requirements for EYFS pupils and the policy is  available on the website. 
 
We undertake to investigate all complaints and to notify you of the outcome of investigation within 28 
days. We maintain records of complaints for three years. 
 
Although the Independent Schools Inspectorate (ISI) is responsible for inspecting the Nursery 
Department, parents should be aware that if you are dissatisfied with the outcome of a complaint, you 
are entitled to make a complaint directly to Ofsted. The telephone number for OFSTED is 0300 
1231231. You may also contact the Independent and Boarding Team at the DfE on  0370 000 2288 or 
send an e-mail to registrationenquiries@education.gsi.gov.uk 
A third avenue is to raise a complaint to ISI at  ISI, CAP House, 9-12 Long Lane, London EC1A 9HA, or to 
info@isi.net. ISI can only assess whether a school is adequately following a complaints procedure, and 
cannot become involved in individual cases or investigate disputes about fees or complaints about 
pupils no longer at the school. 
 
EMERGENCY CLOSURE OF SCHOOL 
In extreme weather conditions, or other emergencies, it may be necessary to close the school at short 
notice. The school will send a text/email alert as early as possible and also post this information on the 
website.  If in doubt, parents should delay their journey until the position has been confirmed.  
 

HEALTH and WELLBEING 

  
Behaviour 
Even the youngest children are encouraged to behave towards each other with kindness and 
consideration.  We have a set of ‘Golden Values’ that underpin our expectations regarding behaviour. 
We expect them to be kind, honest, helpful and polite, to work hard and to listen to others.  They 
should respect everyone and learn to value differences and diversity. Children have to learn to look 
after their own possessions and to respect other’s possessions and their environment.  We use 
assemblies and circle time to reinforce these behaviours. Sanctions for inappropriate behaviour are age 
appropriate and follow strict guidelines set out in the Behaviour Management Policy. The Head of Pre-
Prep is responsible for supporting children to behave appropriately; copies of our ‘Behaviour 
Management Policy for Pre-Prep’ are available in the Pre-Prep Office.  Our whole school Anti-Bullying 
Policy is available on the website. 
 
Food and Drink – Healthy Eating 
Children bring in a portion of fruit or plain bread sticks or rice cakes and are offered a drink of either 
water or milk.  Drinking water is available throughout the day, as we fully recognise the importance of 
proper hydration. Children from Kindergarten have named water bottles and are actively encouraged 

mailto:registrationenquiries@education.gsi.gov.uk
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to drink regularly. Fruit time is organised daily with the children pouring their own drinks and sitting in 
small social groups supervised by a member of staff. In the Nursery the staff will offer the children 
drinks regularly throughout the morning and every child sits down with a drink of milk or water at a set 
snack time.  
 
The children who stay all day eat their lunch with the Nursery and Kindergarten staff in a dedicated 
room downstairs. 
 
Weekly menus are on our website. We offer all of our pupils a widely varied, healthy, tasty diet and 
attempt to cater for all tastes and preferences, including vegetarian.   
 
We do allow children to bring in birthday cakes on their special day, but please do ensure that these 
are nut free. 
 
Special Diets 
Parents of children who have allergies to any food product, or who have special dietary requirements, 
on religious grounds are asked to make this clear in the medical questionnaire. They should inform the 
school at once if their son or daughter subsequently develops an intolerance of any food.  The Catering 
Manager is happy to see any parent who has concerns about their son or daughter’s medical condition, 
and to devise a special menu, where practically possible.  
 
Notice of Significant Injury 
If your child has suffered an injury whilst not in school, can you please make a note in the “Bumps-a-
Daisy” book, indicating the type and location of the injury. This helps us look after your child properly 
and ensures we are all clear about when accidents happen.  
 
Wrap-around care 
From September 2015 we will be running a Before and After School Care facility.  Children in Reception 
and above will be able to attend Breakfast Club from 7.00am and attend after school until 7.00pm. 
These sessions will be run by trained staff and carry an additional charge.  Children who have been in 
Nursery and Kindergarten in the afternoon sessions will be able to stay in a Crèche facility after school 
until 5.00pm. There is a set charge for this service. 
 
Procedures when a child is not collected on time 
If a child is not collected at 3.20pm, the Class Teacher may bring the child to the Dining Hall where 
Activity registration is taking place. The parent will be contacted by the office. The child will be placed 
in an activity session until the parent/carer arrives. Children will not be sent home with anyone other 
than those on the permission slips. 
 
If the child has not been collected by 4.00pm and no notification or message has been received, the 
Class Teacher or Head of Pre-Prep will contact the parent or telephone another contact number. 
Should contact not be made the child will be placed in the Wraparound care facility (open to 7.00pm 
from September 2015) and then the following procedure will be adhered to: 
 

 The Head of Pre-Prep/Wraparound Supervisor and the other member of staff must stay behind 
with the child. 
 

 The Head of Pre-Prep/Supervisor will then telephone the contact number available on the 
register if there is no response then alternative numbers available on SIMS and in the office 
contact file will be phoned. 
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 In the event of no contact being made by the designated time Head of Pre-Prep/Supervisor will 
ring Social Services Emergency Duty Team and advise them of the situation. 

 
The two members of staff will remain in the building until suitable arrangements have been made for 
the collection of the child. 
 
 
 
 
 
 
Child Protection 
The school’s child protection policies, including its policy for the safer recruitment of staff, are enforced 
rigorously across the school.  The Child Protection Policy is available on our website. The designated 
Child Protection Officer (DCPO) is the Acting Head of Pre-Prep Mrs Zerrin Leech ext 221 
 
Mobile phone and camera policy 
The school prohibits the use of personal mobile phones and cameras in the main setting when working 
with children and when on trips. This practice ensures the safety and welfare of the children attending 
so that images and recordings are not stored on personal equipment. One exemption to this statement 
is when we hold concerts and open events where parents are permitted to take photographic and 
video images of their own children.  
 
Medical Matters 
Please keep your child at home if he or she is ill or infectious, and contact us on the first day that s/he 
is ill.  An ill child will not be happy in school, and will only infect others.  We will therefore telephone 
you and ask you to collect your child if he or she becomes ill during the day. 
 
A first aid box is located in the Nursery, Kindergarten and Reception, and is checked and, if necessary, 
replenished every week. All of our EYFS settings have at least one member of staff with a paediatric 
first aid qualification. Names of first aiders are posted in the reception and along the corridors. We will 
always contact you at once if your child suffers anything more than a minor injury, or if he or she 
becomes unwell during school day, or if we have any worries or concerns about his or her health.  We 
will inform you by note in your child’s homework diary/or by an incident slip in Nursery and 
Kindergarten if he or she has a minor accident or graze at school. 
 
Medical Care 
Although your son and daughter will normally receive medical care from your family GP practice; we 
hold medical information on all our pupils in order to ensure that we can provide appropriately for 
their needs, or look after them if they are injured or have an accident.   
 
Children with Medical Needs or Special Education Needs who require special adjustments 
It is essential that we are aware of any medical or special need your child has prior to them joining 
Nursery in order that we can ensure that we can meet these needs within our setting.  If your child has 
specific medical needs, special education needs or requires any special adjustments, we will invite you 
to a meeting with the Class Teacher and the Head of Pre-Prep/EY Special Education Needs Coordinator 
plus any outside Specialist who has been involved with the care of your child, to discuss thoroughly the 
regime that is most appropriate for his or her individual care, well before s/he joins the Nursery/ 
Kindergarten/Reception.   
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Hearing Tests  
All pupils from Reception upwards are offered hearing tests at school annually. We also ask you to 
ensure that your child has an eye test from Reception. 
 
Emergency Medical Treatment  
In accepting a place at the school, we require parents to authorise the Headteacher/or an authorised 
deputy acting on their  behalf, to consent on the advice of an appropriately qualified medical specialist 
to your child receiving emergency medical treatment, including general anaesthetic and surgical 
procedure under the NHS, if we are unable to contact you in time.   
 
 
Medicines and Treatments Brought to School for Pupils  
Please advise the office of any medication that you bring into the school for your child.  If your 
son/daughter has a medical condition which necessitates regular access to medication, please inform 
the Head of Pre-Prep so that an appropriate regime can be devised.  The relevant staff will be 
informed, in confidence, of any condition that is likely to affect him/her in any area of school life.  We 
will work with you in making arrangements that work best for him/her.  
 
A copy of our Policy for Administering Medicines is available in the Pre-Prep Office. 
 
Please remember that we need your written consent for every medicine before we are allowed to 
give it to your child.  A medicine book is kept in the Pre-Prep Office for parents to sign to confirm 
dosage and timings. 
 
Medical Questionnaire  
All parents of new pupils complete a medical questionnaire prior to admission. 
 
Maintaining a safe and secure environment  
The safety of the children is our highest priority, and because they are so young, we need to be 
particularly vigilant.  We will therefore: 
 

 Only allow your child to go home with you, unless we have received your advance permission 
(preferably in writing) that he or she may be collected by another adult.   

 Never allow a child to leave the premises unsupervised.   

 Ask all visitors to identify themselves and to state their business before we give them access to 
the premises.  Visitors sign in, wear security badges and are escorted throughout their visit.  
They sign out on leaving. 

 Register all pupils at the start of the morning and afternoon sessions. 

 Check all pupils out as they are collected by their parents or carers. 
 
The entrance to our building leads to our reception desk, which is equipped with a seating area for 
visitors.  All visitors will be asked to wait there until they have signed in and their escort has arrived.  
The security locks make it impossible for visitors to enter the Pre-Prep; additional locks prevent 
unauthorised access into the Nursery or Kindergarten and keep the children securely in these areas 
unless they are taken by staff to other parts of the Pre-Prep.  Parents and carers of Reception 
children are asked to wait in the playground area for their children at the end of a session.  Each 
child is handed over by the Class Teacher to his or her parent or carer. 

 
 



12 | P a g e  

 

Missing Child Policy 
Our Missing Child Policy and procedures for when a child is not collected on time are displayed on a 
notice board in the Pre-Prep Reception Area. 

 
      Health and Safety 

We update and review our risk assessment in all classrooms and other indoor areas, the outdoor 
play space and all the equipment and toys used by the children in order to ensure that everything 
with which your child may come into contact has been assessed and that potential hazards are kept 
to a minimum. The Nursery, Kindergarten and Reception outdoor areas are checked daily for 
hazards and the on-site maintenance team respond immediately to any concerns that might pose a 
risk to safety.  Our Health and Safety Policy document is available on the website. 

       
 
      Updated: July 2015 – CHG JGA RJE JAI 
    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have any suggestions about how to improve this booklet please let us know on 
office@stmichaels.kent.sch.uk 
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