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St Michael’s Prep School 
Parents’ Handbook  

 
Welcome to St Michael’s Prep School. For those of you joining the Prep School from elsewhere, we hope 
this booklet gives you the details you need to make your first days and weeks here as parents go smoothly. 
For those of you transferring from our Pre-Prep, we trust you will adjust quickly to the new times of day 
and more independent routines and expectations of your child (ren). 
 
Whenever you have a question, please ask it, whenever you have an idea that would make the school run 
better, or an even more exciting or successful place, please let us hear it, whenever you have a worry, 
please share it.  
 
Our life together as a community is built on trust, respect, great communication, hard work and of course 
Christian values. Our school motto: Perseverantia, Sapientia, Gratia, underpins all that we do: 
 
Perseverance, Wisdom, Gratitude. We look forward to a long and happy association with you and your 
child (ren).  
 
Jill Aisher, Headteacher  
 
A MESSAGE FROM THE CHAIR OF THE PARENTS & FRIENDS and the INTERNATIONAL CLUB 
 
St Michael’s Parents & Friends welcomes you as you join our school community.  This handbook has been 
designed with you and your child in mind – to help make your transition into the Prep school environment 
as smooth as possible.  We hope all the information contained in this booklet will give you the tools you 
need to navigate your way through the new rules, regulations, policies and daily structures and allow you 
to focus on what’s really important – helping your child settle in quickly and happily! 
 
Please contact Cat Hodson on stmichaelspf@gmail.com  
 
 St Michael’s International Club 
 

The International Club is a support and social group for parents who have come to Britain as non-British 
citizens, or British citizens who have lived abroad for at least one year and our aim is to create an 
environment for new parents to meet others and to participate in a range of activities celebrating our 
diverse heritage and individual expertise.  Parents of all nationalities meet informally to share their 
experiences of living abroad and in Britain.  Our events take place throughout the year and include coffee 
mornings,workshops and trips.  We’re always delighted to welcome new members and we look forward to 
welcoming you to St Michael’s! 
 
Please contact Jules Benjamin on intclubstm@gmail.com  
 
 
 
 
 

mailto:stmichaelspf@gmail.com
mailto:intclubstm@gmail.com
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Daily Routines  
 
THE SCHOOL OFFICE 
 
The Prep office is open from 8.00 am until 5.15 pm each weekday.  
The quickest way to reach the office is by email; 
office@stmichaels.kent.sch.uk. It is not open on Saturdays.  
Messages can be left on the answer phone when the office is 
unattended.  The office holiday openings are published in the 
newsletter and outside these dates, the answer phone is regularly 
checked.   
 
 
SCHOOL ROUTINE 
 

The school year is divided into three terms, Michaelmas, Lent and Trinity, each having a half term break of 
either two weeks (Michaelmas) or one week (Lent and Trinity).  The working week is from Monday to 
Friday.   
 
There are no classroom lessons on Saturday, but sports fixtures occasionally take place on Saturday 
mornings.  Sports fixtures also take place on Wednesday and Thursday afternoons, depending on the age 
group. There are also other extraordinary fixtures that can take place outside the normal days and hours.   
 
On weekdays, children should arrive between 8.00 am and 8.20 am.  The school cannot accept 
responsibility for children who arrive early, unless booked into ‘Breakfast Club’. This can be done via the 
sign up form available online or from the school office.  In the event of early arrival for those not booked 
into the ‘Breakfast Club’, parents are asked to stay with their child until the duty staff arrive at 8.00 am.  
Children may either walk up to school unaccompanied from the official morning “drop off” zone in the car 
park or be delivered to the white doors entrance to the school  near the dining hall.  They should not enter 
via the school front entrance, unless they are attending a pre-school class or bringing in an instrument. 
Pupils attending a pre-school class sign in and are then registered by the office. Pupils bringing in an 
instrument should deposit it in the instrument store and then exit out through the front door and make 
their way to the playground.  
      
Registration closes at 8.25 am: pupils arriving after this time will be marked as late.  Pupils arriving late 
must enter through the main front door and report to the school office on arrival where they will be 
registered. They can then make their way to their form class.  
 
Morning form period begins at 8.20 am. There are separate services and assemblies during the week for 
different year groups in Prep School. These start at 8.40am.   
 
The normal finishing time each day is 4.00 pm (Monday – Friday).  
 
COLLECTION OF CHILDREN AT THE END OF THE DAY 
 
Children are registered out by form teachers and then report to the staff on duty at the white doors. There 
is a single bell at 3.55pm to signal when children can leave. Children should not leave the building before 
the duty teacher is on duty. Children are expected to shake hands with the member of staff when they are 

mailto:office@stmichaels.kent.sch.uk
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dismissed into their parents’ care. Children not collected by 4.10 pm are taken to the Late Room. Late 
collection of children is from the Late Room, which normally takes place in the Library. 
 
The final collection time for children is 5pm. Following this time, a senior member of staff will attempt to 
communicate with parents to check on the estimated time for collection. Children collected after 5.10 pm 
should be collected from the school office. If you know that you will be unable to collect your child(ren) 
before 5.30 pm, all efforts should be made to arrange for another adult to collect them. This information 
must be communicated to the school office as soon as possible.  
 
Children in Years 7&8 can leave the building, at the appropriate time, without a parent present once they 
have fully completed the ‘Permission to leave the building unaccompanied’ form and handed it into the 
school office. This privilege is also open to children in Year 6 in the Trinity Term.  
 
 
ACTIVITIES 
 
Activities begin each day at 4.00 pm and end at 5.00 pm unless by arrangement. All pupils are encouraged 
to take part. Activities are arranged in the previous term. It is vital that all communications are read and 
deadlines for signing up are adhered to. Changes following the deadline cannot be made.  
 
We do not set a maximum number of clubs* that children can participate in, but we do ask that parents 
take into account that multiple clubs will obviously cause their children to be more tired by the end of the 
week. We do reserve the right to reduce the numbers of activities a child participates in if we feel they are 
causing fatigue that is affecting their participation in school. 
* For the first two terms of Year 3, we do ask parents to be mindful of the increased workload and to not 
sign their children up for too many clubs. A maximum of one per week would be the preferred option. 
 
For those children who wish it, there is a supervised prep, which is timed to coincide with the activities. 
This can be signed up to in the same way as an activity. If supervised prep is needed on a more ad hoc 
basis, children can join the Late Room on these occasions. This does need to be communicated to the 
school office before the event, if possible.  
 
Sandwiches are available at 3.55 pm in the Dining Hall for children attending activities.   
 
If you know in advance that your child is not going to attend their activity, can you please communicate 
this as early as possible to the school office. They will inform the member of staff responsible for the 
club.  
 
 
CAR PARKING 
 
The spaces on the left of the drive are for drop-off before 8.45 am or for parking to pick up your child at 
the end of the day.  If you need to park in the early morning please use the Pre-Prep car park.  When 
dropping off children in the morning, please stop parallel to the left-hand pavement and make sure that 
the children then walk to school along the pavement. Can you please ensure that children exit the car on 
the pavement side of the car. Can parents please, where possible, remain in the car and vacate the drop-
off area as swiftly as possible to avoid congestion at this time. For parents who have to deliver a child to 
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the Pre-Prep and then another to Prep School, please use the pedestrian crossing at the bottom of the 
drive and then walk up the right-hand side of the drive. 
 
On occasions, there will inevitably be congestion in the car-park.  PLEASE BE PATIENT and always drive 
SLOWLY. 
 
You are asked not to park on the roundabout, on grass verges or on the driveway. This will only cause 
unnecessary congestion and distress to others. Please park only in marked bays and respect the needs of 
those who have to use the disabled parking bays by leaving them free. 
 
SCHOOL CLOSURE 
 
In extreme weather conditions, 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 put this information on the 
website. If in doubt, parents should delay their journey until 
the position has been confirmed.  
 
FEES 
 
An account is sent out at the end of each term and will include fees for the next term and any personal 
charges incurred by your child during the course of the previous term.  This will include examination fees 
for external examinations and the cost of trips and outings for the following term.  All fees should be paid 
by the first day of the new term.  There is a surcharge for late payment and interest is charged.  
 
FORM CLASS STRUCTURE 
 
As the classes rise through the school, the Heads of Pastoral Care, in conjunction with Heads of Year and 
form teachers, continually monitor the group dynamics of the cohort. When children enter Year 3 from the 
Pre-Prep or an outside school, we take this opportunity to re-arrange the classes, taking many factors into 
account, including existing friendship groups, work ethic as an individual and as part of a group, 
observations from the experience days and also individual personalities. We will then use the year leading 
up to the transition from Year 4 to Year 5 to have another look at the classes and re-arrange the groups as 
necessary, before the move into Year 5. At the end of Year 6, this is another natural point to re-arrange the 
groups and again all the factors previously mentioned are considered. We operate a ‘Move Up’ day at the 
end of the Trinity Term to allow all the children in the Prep School, including the new ones starting the 
following September, to spend time with their new form teacher, and in some cases, classmates. The form 
lists are published to the children and parents the day before ‘Move Up’ day.  

 
Health and Wellbeing  
 
NOTICE OF SIGNIFICANT INJURY 
 
If your child has suffered an injury whilst not in school, can you please complete an injury form, indicating 
if need be, the injury on the body map and what type of injury it is, i.e. bruise, laceration (cut), fracture 
(break), etc. This form has to then be handed into the office on the day your child comes into school. 
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Forms are available from the school office and on the website. This helps us look after your child and 
enables them to access the curriculum fully. It also helps keep all children safe.  
 
ABSENCE 
 
Absences during term time should be confined to medical needs only and, where possible, we ask that 
routine dentist/ optician / medical appointments are kept to the holiday periods or out of school hours. For 
all planned absences, parents must complete an Absence Request Form available from the office and on 
the website.   
Requests for leave of absence for other reasons should be made to the Headteacher by letter or email.  
In addition, if a child is missing school due to a planned holiday, work will not be set by teachers for this 
period.  
 
ABSENCE THROUGH ILLNESS 
 
Should your child be absent as a result of illness, the office must be informed by telephone, using the 
absence line (option 1) before 9.00 am.   As a school policy, we request that you keep your child at home 
for a period of 48 hours following the last incidence of sickness/ diarrhoea. Children should not be sent 
to school with a fever. This protects other children and staff. On their return to school they should bring a 
letter addressed to their form teacher, which should state the nature of the illness, instructions as to 
continuing medication (if relevant) and for what period they should remain ‘Off Games’. If your child has 
been in contact with someone who has a communicable disease (one that presents a serious risk and has 
to be reported) or has had such a disease in the holidays, you must inform the office. As a community we 
need to be mindful of putting at risk pregnant mothers and their unborn babies or people with 
compromised immune systems. Making us aware is the most helpful way to prevent danger to others and 
the sadness this would cause. 
 
PARENTS’ ABSENCE 
 
Please inform the office, in writing, if you, as parents, are away from home on business or for other 
reasons and provide names and contact details of those who are responsible for your child in your 
absence.  
 
COLLECTION OF A CHILD BY SOMEONE OTHER THAN A PARENT 
 
From time to time it can be necessary to ask someone else to collect your child or children from school. 
Without exception, it is imperative this information is communicated to the school office in writing prior to 
pick up time. The duty member of staff on dismissal cannot dismiss a child to another parent unless we 
have received prior consent from the parent of the child. Information relating to changes in pick up 
procedure can be posted on the large screen by the white doors for reference by the duty teacher. 
 
OFF GAMES POLICY  
 
Letters should be provided for all children if they are off games, swimming or PE.  The letter should state 
the reason why the child is “off games”, for how long and what activities the child is to miss.   
On a Wednesday or Thursday games afternoon a child ‘off games’.  It is also very helpful if the Games 
Department are informed in addition to the school office of an absence on a match day to make any 
necessary changes to teams and allow parents to be informed of those changes.  
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may be put into another class to be supervised in a quiet activity.  If a child is unfit to do games it is not 
expected that they participate in active play during break times. In exceptional circumstances, by 
negotiation, a child may be collected early by parents on such afternoons. An absence request form should 
be completed.  
 
 
SCHOOL RULES 
 
Our Code of Conduct, is based on common sense and general good manners.  Each child is given a copy of 
the Code. Form teachers discuss the Code with their form, and give them whatever guidance they may 
need. Our Code of Conduct states:  
 
As Students of St Michael’s School we will: 
 
· Be kind and polite to others. 

· Always take pride in our appearance. 

· Be good ambassadors for St Michael’s when away at school events. 

· Always try our hardest in everything that we do. 

· Show respect for our peers and adults. 

· Walk quietly on the left hand side. 

· Keep our classroom tidy. 

· Be respectful of other people’s property. 

  

ANTI-BULLYING POLICY 
 
The school has a zero-tolerance approach to bullying which is defined as “any behaviour or action over a 
period of time, which knowingly causes hurt to another pupil”. Children are taught to respect and 
celebrate difference. Any parent worried that their child might be being bullied must let their form teacher 
know. The member of staff responsible for this policy is Mr Wiseman, Deputy Head (Pastoral).  
 
NUT AWARENESS POLICY  
 
The school is very aware of the seriousness of nut allergies and whilst we cannot claim to be free of risk we 
do operate a nut awareness policy and, as a result, do not knowingly purchase foodstuffs that contain any 
nut ingredients. Birthday cakes sent in have to be nut free. Shop bought cakes that cannot guarantee nut-
free will not be distributed to the children and will be sent home at the end of the day unopened. 
 
SNACKS and WATER BOTTLES 
 
The school will provide a snack at break time. Individual, 
named water bottles are encouraged. These can be bought 
at the school shop. 
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MEDICINES AT SCHOOL 
 
If a child has to bring prescribed medication into school it must be brought directly to the office, in its 
original package, showing the prescription,  together with a signed note from a parent stating dosage, 
times and authorisation to administer medicine.  If your child requires non-prescription medicine, e.g. 
Calpol or Nurofen for Children, this would only be administered after 12.30pm and only after a parent had 
been contacted for permission. The school holds a supply of both of these. Please do not send your child in 
with either of these products. If your child requires medication in response to an allergy, there will be a 
Risk Assessment in place for your child of which you will have a copy. Details of allergies and medications 
for such allergies are collected through our Data Collection Forms when your child joins the school. Data 
held is checked annually to ensure that it is up to date. If you know this needs to be updated before the 
annual check, please contact the school office. 
 
SAFEGUARDING  
 
Safeguarding Children is the action we take to promote the welfare of children and protect them from 
harm. It is everyone’s responsibility. Everyone who comes into contact with children has a direct role to 
play. If you are worried about the well-being of any child at the school please approach Mr Ed Marsden,  
with your concerns. He is the school’s designated Child Protection Officer.  
 
When in school, the children are protected online by robust security software that filters the access of sites 
and content from the internet and in addition to this there is monitoring software that captures key words 
and phrases from both sites visited and keystrokes made on any networked computer on the school site.  
 
With the rise in the popularity of social networking sites, we would strongly recommend parents make 
themselves aware of their children’s online activities, especially the minimum age requirements for certain 
sites, and discuss with them the potential dangers and pitfalls of the internet, as well as the undoubted 
benefits as a resource and research tool. The school, through both the ICT curriculum and PSHE curriculum, 
educate the children in responsible online behaviour. Parents should also be aware of the PEGI (Pan 
European Game Information) age guidelines for some games that can be found on consoles and online. 
Further information relating to online safety is available online (www.thinkuknow.co.uk & 
http://ceop.police.uk ), from the ICT department and Mr Wiseman. Online behaviour by any member of 
the St Michael’s community that brings the school name or reputation into disrepute, causes upset or 
humiliation to another person or engages in any form of cyberbullying will be subject to investigation by 
the appropriate authorities. The school will cooperate fully with any police investigation resulting from 
accusations brought against any member of the St Michael’s community. 
 
SAFETY AT SCHOOL 
 
Whilst every precaution is taken to see that children are correctly supervised, each child is expected to 
behave in a sensible manner and has a duty to exercise personal responsibility towards the safety of their 
classmates.  No child is allowed to bring dangerous items, such as knives, matches, bangers or lighters, to 
school.  
 
The school has CCTV cameras situated at all entry points to the school building and at the front gates. 
These cameras continually record and the footage is kept for a period of 30 days and then destroyed. 

http://www.thinkuknow.co.uk/
http://ceop.police.uk/
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School electrical appliances are tested regularly (PAT testing – Portable Appliance Testing) by a suitably 
qualified member of staff. Electrical appliances brought in from home may not have been subjected to the 
same testing procedure and we would ask that parents always check electrical appliances before sending 
them into school. 
 
SUN PROTECTION  
 
In sunny weather, children are expected to arrive at school, having applied suncream and with a hat. There 
is plenty of shade if it is too hot to be outside. Water bottles are encouraged.  
 

 

Rewards and Sanctions  
 
Good behaviour and hard work are rewarded in several ways.  A system of house points and stars is used 
to encourage good work and reward helpfulness.  Work or behaviour of an exceptional standard may be 
submitted to the Headteacher for a Headteacher’s star, which equates to ten house points. Work 
submitted does not automatically receive a Headteacher’s star. Very good work can rewarded by staff with 
a Silver Star that is worth five house points. The children collect the house points and stars on small house-
coloured cards that the child keeps with them and submits weekly for the form teacher to record the 
number earned. Badges are awarded to the children when they reach thresholds of 100, 200, 300 & 400 
points. In our assemblies, pupils’ achievements both in and out of school are recognised and celebrated.  
Where appropriate, certificates, cups and trophies are awarded publicly.  
 
Poor behaviour and careless work are not acceptable at St Michael’s, and wherever possible we aim to use 
correction rather than sanction. Any sanctions issued are intended to be constructive and purposeful. The 
form teacher deals with most problems and incidents, and should be the first person consulted if you have 
a concern. There are also Year Heads responsible for Years 3 & 4 combined (Mrs Elaine Heath), Years 5 & 6 
(Mrs Louise Skelly*) and then Years 7 & 8 (Mrs Sally Worby). These staff are responsible for both academic 
and pastoral issues relating to your child.  
*In addition, Mrs Skelly is also Head of Girls’ Pastoral care for the Prep School. 
 
A sanction ‘card’ system is used for various issues. The system is supervised by the Deputy Heads. There 
are three cards that may be issued:- a white card for academic concerns; a yellow for behavioural issues 
and a red card for the most serious incidents. Children report with their card for a morning detention (or 
after-school detention in the case of a red card. (This detention is with the Head) and discuss the problem 
that has arisen with the relevant Deputy Head or Head. Work that requires completion is then done or a 
reflection sheet that the child completes to make them think and reflect on their actions. Parents are only 
contacted upon the issuing of a red card or if there is a persistent problem with yellow or white cards. 
Meetings to discuss matters should be arranged initially with the appropriate member of staff or form 
teacher or, as follow up, the relevant Deputy Head. There is not an expectation on our part that parents 
will be contacted for all cards issued (except red cards and second yellow cards) as we would like children 
to learn to direct their own behaviour and modify it appropriately.  
 
Other sanctions may be employed if they are considered appropriate or necessary. More serious issues will 
be dealt with by the Deputy Head or the Headteacher.  
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THE HOUSE SYSTEM 
 
The house system allows children to belong to a multi-age group within the school and fosters and 
promotes teamwork and competition. There are four “houses” named after famous castles and your child 
will be placed in one of these when he/she starts at St. Michael’s.  Each house has its own colour and 
House Leader.  Children from the same family are placed together in the same house.  House points are 
awarded throughout the year for work, games, music, art and service to the school.  Each child should have 
P.E. kit in the appropriate house colour. Inter-house competitions are held regularly across a broad range 
of activities. 
 
DOVER  House Leader:  Mrs J. Booth   Colour:  Green 
LEEDS  House Leader:  Mr J. Thomas    Colour:  Blue 
ROCHESTER House Leader:  Mrs L. Skelly   Colour:  YYeellllooww 
WINDSOR House Leader:  Mr D. van Schalkwyk  Colour:  Red 

 
The Curriculum 
 
The curriculum at St Michael’s Preparatory School is creative, engaging and exciting: it inspires 
personalised learning and progressive thinking for each and every individual. Each child in the Pre-Prep and 
Prep areas of the school are stimulated by the activities they cover and their teachers aim to expand their 
developing minds in order to achieve the full potential. 
 
The St Michael’s curriculum incorporates all the planned activities that we offer in order to promote 
learning, and personal growth and development for every child. It includes but does not restrict itself 
rigidly to the formal requirements of the National Curriculum, as well as the various co-curricular activities 
that the school facilitates in order to enrich the children’s experience.  It also incorporates the ‘hidden 
curriculum’ – what the children learn from the way they are treated and expected to behave.   
 
We seek the highest standards of attainment for all our children within their perceived capabilities.  We 
are also proud of the breadth of the curriculum that we provide.  Pupils gain experience in linguistic, 
mathematical, scientific, technological, human and social, physical and aesthetic and creative education.  
Through our curriculum we aim to balance giving children the opportunity to shine in their academic 
achievements with plenty of wider opportunities for personal enrichment including our wide variety of 
activities on offer after school, trips and excursions etc. 
 
ADDITIONAL EDUCATIONAL NEEDS  
 
St Michael’s is an inclusive school, serving a wide range of abilities, with ambition for success for all 
children. Our Learning Development Manager, Rachel Martin, assesses the needs of children who may 
benefit from extra help. This can be provided in a number of ways. If you think that your child might 
benefit from some help in a particular area, please do make an appointment to see Rachel who will be 
pleased to move things forward. Any plans to consult an educational psychologist should be discussed with 
Rachel before a decision is made. 
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SPORT  
 
All pupils take a full part in the school’s games programme, 
which includes contact sports. Whilst there is always a risk of 
injury to those taking part, the games staff are very much aware 
of managing sport to promote safety and enjoyment and 
increase awareness of fitness and good health. Where 
protective equipment/ clothing is required, children are 
expected to wear this and in the case of equipment that cannot 
be shared (mouth guard/ abdominal protector/ cricket box), 
these must be supplied by the child. The school can and will 
supply other protective equipment as needed.  
 
Boots for football/ rugby/ hockey (when played on grass) should have safety studs. These should be 
checked regularly as a boy with boots that have sharp studs on them, will not be allowed to play contact 
rugby. Checks by referees take place immediately prior to a match, so this could potentially mean a boy 
travelling to an away fixture and not being allowed to play.  
 
MATCHES 
 

Our expectation is that children selected will represent the school at sporting fixtures. All parents and 
children must check the calendar for Saturday commitments and let the school know in advance if there is 
a potential issue with their child's attendance at a fixture. In the event of a clash with an outside sporting 
event, the school’s expectation is that St Michael’s takes priority over club fixtures, but a representative 
fixture/ event (county, national, international) would take priority over a school match. 
 
The school calendar lists all fixtures for the term.  If any changes have to be made to this list, advance 
warning will be given in the weekly newsletter and on the school website: www.stmichaels.kent.sch.uk 
 
All team sheets are displayed on the parents’ notice board outside the front entrance, and inside on the 
sports notice board by the wet changing rooms about a week before the due date.  The team sheets give 
information about all the children selected for each team, the venue, the times of departure and arrival 
back at the school for away matches, and the member of staff in charge of the team. 
 
The policy for the cancellation of matches is as follows: 
 

 If you are in any doubt as to whether the matches will be played or not, you are asked to telephone 
the office after 12 noon for “home” matches.  As we have no control over “away” matches, the 
decision on these can sometimes be a little later. 

 Information about matches can also be obtained from the website. 

 From time to time unfortunately matches may have to be cancelled. The cancellation of SATURDAY 
matches and/or practices will hopefully be made on the Friday previous and children will be 
informed before they go home.  Where this is not possible, a pitch inspection will take place shortly 
after 8.00 am on the Saturday and a decision will be made by 8.15 am.  A message will be placed on 
the website and parents are asked to check after 8.15 am.   

 We are always pleased if you can come and support your child by watching the matches.  A tea is 
provided afterwards, to which you are warmly welcomed. 

 

http://www.stmichaels.kent.sch.uk/
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We will occasionally ask parents to assist with transport to fixtures via the team sheets. This will be done 
via a sign-up sheet on the sport noticeboard by reception. Where school transport is available, children 
should travel on this. Children not travelling with school transport should remain with the parent at the 
destination school until duty-of-care can be resumed by St Michael’s staff. Those parents who are happy to 
transport children must have signed a Private Transport Questionnaire. 
 
MUSIC TUITION 
 
Individual music tuition is available on a wide range of instruments.  Approximately thirty lessons of 30 
minutes each are given during the course of an academic year.  Lessons are available from Year 1 upwards. 
Further advice and guidance can be obtained from the Director of Music.   
 
Should you wish your child to discontinue with individual music lessons, the music teacher will require half 
a term’s notice.  Failing this notice, a half term’s fees will be required in lieu. 
 
HOMEWORK (PREP) 
 
Formal prep is set for all pupils, every evening from Monday to Friday, on a graduating scale according to 
age and ability.  Every child has a homework diary in which they record their homework for that night.  
Parents should regularly check the diary and sign it at the end of each week.  The diaries can also be used 
for short communications with staff.   

 
Communications  
 
CO-OPERATION BETWEEN HOME AND SCHOOL 
 
Great communication between home and school is a sure way to guarantee a happy and successful school 
community. There are several ways in which we will communicate with you:  
 
WELCOME EVENINGS 
 
At the start of each year a social evening is held for each year group. The purpose of this is to enable 
parents to meet each other and the form teacher and all relevant senior staff, have time to consider the 
changes in routines relevant for that group and to be able to share pastoral information about your child 
with staff.  
 
PREP DIARY 
 
The easiest method for quick, non-urgent communication is a letter popped in the prep diary. There may 
be a note to you from a member of staff so the diary should be checked daily. Any note written on the 
diary itself to staff should be brief and not use up space that your child might need to record homework. It 
would also be very helpful if you could let your child know there is a message for their form tutor and they 
can then bring this to the form teacher’s attention quickly.  
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EMAIL 
 
Email has become the most convenient way to communicate worldwide. The school office will email 
parents with notifications of trips, reminders of events and school activities. Parents wishing to email staff 
can do so via the school office or directly to staff. Staff will endeavour to reply as quickly as possible, 
although this may be the next day.  
Please do not assume however that an email will be read before school. Staff are frequently involved in 
preparation, conversations and meetings or classes before school. Any urgent message for that day should 
be sent to the office and copied to the form teacher for information.  
 
NEWSLETTER 
 
A newsletter is sent out every Friday via email. If this is not received, 
please contact the school office as the letter always contains 
important information.  The newsletter will also be published on the 
school website at www.stmichaels.kent.sch.uk.  
 
 
CALENDAR  
 
A school calendar for the following term is sent with your child at the start of each term. It is also available 
on the website. The web version is uploaded during the holiday prior to the term start. Once a calendar has 
been printed, if there are changes, the online calendar will be updated and will be the definitive version. 
 
WEBSITE 
 
The school website is a great source of up to date information. In addition, many of our policies are there 
so they can be downloaded, if required. If you have a suggestion about how to improve the website, please 
let us know. 
 
REPORTS  
 
Effort and achievement grades are sent out for all year groups each term.  Effort grades are given for all 
subjects and these give you an indication of how well your child is applying himself/herself in each subject.  
Achievement grades are given for academic subjects on a graduating scale as the pupils move through the 
school.  For example, in Year 3 achievement grades are given for English, mathematics and science only 
whereas at the top end of the school they would be given for all Common Entrance subjects; English, 
mathematics, science, French, history, geography, religious studies and Latin.  Achievement grades indicate 
how well your child is performing when measured against the whole year group/ set.   
 
Full reports are sent out at the end of the Trinity term for all year groups except Year 8 who receive a 
valedictory report at the end of the year. We encourage parental feedback on these reports.  
 
PARENTS’ EVENINGS 
 
Regular parents’ evenings are arranged to give you an opportunity to meet the staff who teach your child 
and to discuss his/ her progress or problems.  These are usually on an “individual appointment” basis and 
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bookings are done electronically. Details of when the system is live are sent from the office in the weeks 
preceding each parents’ evening.  
 

The dates of parents’ evenings are always published in advance in the termly school calendar. 
 

 
FUTURE SCHOOLING  
 
Information evenings are held to guide you through the procedure for future schooling and are aimed 
primarily at parents of Year 5 and Year 7 pupils.  The Headteacher and Deputy Head (Teaching & Learning) 
are available by appointment to discuss future schooling options. For specific advice on exams the senior 
teacher with responsibility for exams, Mrs Shield, is a fount of information.  
 
It is unwise to consider extra tuition in academic subjects for your child without first consulting the school.  
The main reason for this is that different approaches can leave a child confused. If you do decide to 
organise extra coaching we recommend that you inform the relevant subject teacher.   
 

COMPLAINTS PROCEDURE 
 
St Michael’s has long prided itself on the quality of the teaching and pastoral care provided to its pupils.   
We therefore very much hope that any concern will be dealt with by the school through the proper 
channels. If however parents have an unresolved issue, they can explore this formally though the 
complaints procedure, a copy of which is available on the website.   
 
SUPPORTING YOUR CHILD  
 
If you wish to make an appointment to see a teacher this can be done via the homework diary or through 
the school office by email.  Meetings usually take place either before school in the morning or after school 
has ended in the afternoon. Teachers’ email addresses are also available through the school office. Please 
remember that teachers are teaching in the day and that emails may not be read before the day begins. If 
you have an urgent matter to bring to our attention, always contact the office.  
 
We hope that you will make every effort to attend school functions such as the Carol Service, plays, 
concerts, matches and Prize Giving.  The support of parents on these occasions gives great encouragement 
to all pupils.  
 
You can support your child at home by having firm limits about watching television, about time using the 
computer or games consoles and making sure that these are used under supervision and by having a 
sensible approach to weekend travel.   Please try to have good bedtime routines over the weekend as, in 
general, a late bedtime can result in a listless child who is unable to cope with the demands of a school 
day. 
 
CHANGE OF ADDRESS OR TELEPHONE NUMBER 
 
Please inform the school office of any changes as soon as possible.  This includes changes to work or 
business numbers for both parents, and mobile phones. It is essential that the school is able to contact 
you quickly in the case of an emergency. 
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If your child requires urgent medical attention whilst in the care of the school and we are unable to contact 
you, we will undertake to make any decision on your behalf at Accident and Emergency as recommended 
by a duty doctor. 
 
All correspondence, other than routine matters, should be addressed to the Headteacher. 
 
 
NOTICE OF WITHDRAWAL 
 
May we remind you that it is a condition of admission that a full term’s notice must be given before a child 
is withdrawn.  This must be in writing and delivered to the school before the start of what is deemed to be 
your child’s last term at the school.  Failing this notice, fees will be required in lieu. These will be rigorously 
pursued.  

 
Property  
 
DRESS CODE AND UNIFORM  
 
Pupils are expected to wear the correct school uniform at all times.  This includes uniform, shoes, hair 
bands etc.  The uniform should be well-fitting, clean and smart and in good condition.  Pupils are expected 
to take a pride in their appearance and to have clean shoes and shirts tucked in.  No jewellery may be 
worn, but girls may wear ear studs.  Any badges worn should only be those awarded by the school.  The 
school issue, green rucksack must be used by all children up to, and including, Year 6. Children in Years 7&8 
may use a non-standard school bag. A uniform list is on the website.    
 
MARKING OF CLOTHING AND POSSESSIONS 
 
As you will appreciate, with several hundred almost identical items of clothing in the building, it is vital that  
parents ensure that all items of clothing are clearly marked with a woven name tape. 
 
All other items brought to school must be either engraved or clearly marked. 
 
These include: 
Bag/ Rucksack  Coats/Blazers  Watches  Pens and pencil cases 
Swimming bags  Non-uniform clothing Sports equipment Shoes and trainers 

Musical Instruments Calculators 
 
An enormous amount of time and effort is put into locating and returning lost property, but we cannot 
take responsibility for anything that is not properly marked. 
 
From September 2015 it will be possible to mark clothes with a QR code which when scanned sends an 
alert to parents that your garment or item has been found.  
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WASHING OF GAMES CLOTHING 
 
Your child should take their games clothes home each week for washing.  Please check that all the clothes 
in the bag belong to your child and return those that do not belong to them to the form teacher, so that 
they can be returned immediately to their owners. 
 
HAIR 
 
Hairstyles can be an important expression of personality. We do not however tolerate extremes.  What 
would be expected at a smart formal occasion is what we expect at school. Variations in length are 
acceptable but should not be so long as to draw adverse attention.  Children are not allowed to have very 
closely cropped hair, heavily coloured or heavily gelled hair nor are they permitted lines, patterns and 
semi-shaved heads. If a child comes to school with any prohibited hairstyle they will not be allowed to 
represent the school in any team or activity until they are granted permission by the Headteacher to do so.  
Long hair should be tied back and off the face using hair ties in the school colours.  
 
MONEY (AT SCHOOL) AND MOBILE PHONES 
 
There is normally no need for your child to have money at school.  Mobile phones and iPods are not 
normally permitted, although they may be allowed at certain events, but only with the express permission 
of the organising member of staff. E-readers, IPads and laptops may only be brought in with prior 
permission and only for educational support purposes. These devices must be registered with the Head of 
English (E-readers & iPads) and the Learning Development Manager (Laptops & iPads). All items that 
contain a SIM card and can access the internet via 3G or 4G must have the SIM removed before coming to 
school. Money brought in for charity days should be kept safe until it is required. 
 
LOST PROPERTY 
 
The lost property box is situated outside the sports hall changing rooms.  The changing rooms are checked 
every evening, and any possessions or items of clothing that are marked are returned to their owners.  The 
problem comes when items are not marked, and although form staff and games staff will help to find 
things that are lost, we cannot work the impossible!  Please make sure that everything your child brings to 
school is clearly marked.  The new QR code facility should alleviate the quantity of lost property that is left 
at school. At the end of term all unclaimed lost property is put on tables outside for collection on the final 
day. After this all useful unclaimed property will be given to the  second hand shop at school or recycled in 
charity shops or Recycle with Michael bins.  
 
UNIFORM SHOP INFORMATION 
 

Two uniform shops are sited on the school premises.  Both are located close to the Pre-Prep department 
and are run separately.   
 
New uniform is available from Mrs Shelley Sturdy and the shop’s opening hours are:   
 
8.15 am – 9.15 am   Monday, Tuesday, Thursday and Friday  
3.15 pm – 4.15 pm   Monday, Thursday and Friday 
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Appointments are available on request.  Please telephone 01959 522110 or 07713404487 
 
Secondhand uniform is available from “DÉJÀ VU”.  Opening hours are:   
 
8.15 am – 9.30 am    Monday, Tuesday, Thursday and Friday.  
 
Appointments available for new pupils only: 07739 691469 
 
For up to date information please see the calendar.  

 
Community  
 
ST MICHAEL’S PARENTS AND FRIENDS ASSOCIATION (P&F)  

The St Michael’s Parents & Friends Association is made up of 
volunteer parents who meet regularly with school 
representatives to support projects and initiatives. This 
includes social functions to build our school community as well 
as fund raising events to support selected charities. P & F funds 
are also used to buy additional resources and equipment that 
will add value to our children’s experiences at St Michael’s. In 
2015 we created an extensive adventure playground on the 
lawns of the Prep school and historically have contributed to new library, drama, science and playground 
equipment, pre-prep furnishings and a mini-bus. Some social highlights during the year include a Circus, 
Quiz, Comedy Night, Christmas Bazaar and our biennial Summer Ball. It is a hard-working group of parents 
committed to supporting St Michael’s Prep School and its children. 

  
INTERNATIONAL CLUB 

The International Club is a support and social group for parents who have come to Britain as non-British 
citizens, or British citizens who have lived abroad for at least one year. Parents of all nationalities meet to 
share in an informal way their experiences of living abroad and in Britain. 

The aim of the Club is to create an environment for new parents to meet other parents and to participate 
in a range of activities celebrating our diverse heritage and individual expertise.    

Various events take place throughout the year and include coffee mornings (either hosted at a member's 
house or local coffee shop), workshops to share our different cultures or a Club member's knowledge in a 
professional field. Such activities may include: a life coach work shop, a guided power walk, a cooking class 
as well as an information evening about the British Education System. 

We participate in school events by hosting our popular international food booth during the Pre-Prep Sports 
Day. Proceeds from this day are donated to a charity (local or abroad, as nominated and chosen by the 
members), or used to purchase assets for the school with an international flavour, such as bi-lingual books. 
We also have a stall at the school's Christmas bazaar. 

Founded in 2009 with the approval of the school, the Club is self-run and also self-funded, with funds 
generated through events hosted for members. 
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The Club is co-chaired by Jules Benjamin and Kim Hume.  They can be reached at intclubstm@gmail.com or 
via the respective school offices. 
 
 
THOUGHTS ON THE COMMUNITY AS EXPRESSED BY A PUPIL 
 
I have been very lucky with all the chances I have had to represent the school.   There have definitely been 
some times when I think others have been more deserving of that chance – and let me tell you why.  
Because I have learned through sport that what happens during the game isn’t really the most important 
thing.  I know it feels like it at the time.  But actually, it doesn’t really matter who was fastest or strongest, 
or who showed the most skill.  That is not the measure of a person.  Look at the Sports Day records – they 
are always changing (unless the record was set by Lizzy Yarnold of course!).  Sports results tell you what 
someone can do now, but they do not tell you anything about who that person is. It is in the moments just 
after the race is finished, after the final whistle has blown, that we show our real qualities.  And the 
children who, win or lose, will find the other players, shake their hand, and say ‘well done’ – those are the 
winners; and those are the people who truly represent this school.  Those are the people I would be proud 
to be in a team with – who cares whether they are in the A team or the D team?  
I will be going to Tonbridge School and I am greatly looking forward to it. However, looking back on 5 years 
at St Michael’s, it is difficult to sum it all up in a short phrase.   But if I had to choose a word it would be 
‘belonging’.  I belong here.  We all do.  And the reason we all belong is because of everything and everyone 
that you see around you.  The teachers, the parents, the building, the grounds – everything that makes St 
Michael’s more than just a place we come to learn. That thing that makes us just a little excited at the start 
of the year in September, and just a little sad at the end, next week, is that we all belong here.  We each 
have a number of places where we belong – homes, families, friends.  And with St Michael’s, we can all add 
one extra place to that list. So, after next week, St Michael’s will no longer be the place I come to; but I 
think it will always be a place where I belong.  And for that, I thank all the teachers who have helped me, 
encouraged me, who have had confidence in me, who have consoled me when things have not gone right, 
and who have celebrated with me when they have. 
 
Sam Cluley 3.7.2014    Extract from Head Boy’s Speech at Prize Giving 2014 
 
If there are suggestions you have to improve the scope or content of this Handbook, please let us know.  
FWI June 2015 
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