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St Michael’s Pre-Prep School
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.
A MESSAGE FROM THE HEAD OF PRE-PREP:
We are here to ensure your child makes the best possible start to their education. There is so much
to learn in Pre-Prep. We make friendships, we learn to share, we begin to understand that others
may have a different point of view. We begin to make sense of the world and discover all manner of
exciting prospects. Learning to read and write, understand numbers, sing, catch a ball, paint,
experiment and draw conclusions are all part of our school life. Your child will look back on the years
at St Michael’s Pre-Prep as happy, carefree ones, giving them a childhood of laughter and enjoyment.
Zerrin Leech, Head of Pre-Prep
A MESSAGE FROM THE CHAIR OF THE PARENTS AND FRIENDS:
St Michael’s Parents and Friends Association 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
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 is really important – helping your child settle in quickly
and happily!
Contact Kerri O’Dwyer or Kelly Downey, Parents and Friends at: stmichaelspreppf@gmail.com
ST MICHAEL’S INTERNATIONAL CLUB
The International Club is a support and social group for parents who have come to Britain as nonBritish citizens, or British citizens who have lived abroad for at least one year. 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, cooking workshops and walks. We are always delighted to welcome new
members and we look forward to welcoming you to St Michael’s! Please contact Waty Friis
on: intclubstm@gmail.com
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Daily Routines
TIMINGS OF THE SCHOOL DAY:
Nursery:
8.15am to 12.00 noon - morning sessions. 8.15 am to 3.20 pm - full day (2 sessions)
Kindergarten: 8.15am to 3.20pm
Reception:
8.15am to 3.20 pm
Y1:
8.15am to 3.20 pm
Y2:
8.15am to 3.20pm
The children may be brought to the Pre-Prep garden from 8.00am when they will be fully supervised
by Pre-Prep staff. They may be dropped earlier for breakfast in the Hive from 7.30am if they are
booked in. Please note, this is not available for our Nursery and Kindergarten children. Registration
for the school day is at 9.00am for Nursery and Kindergarten children and at 8.35am for Reception,
Year 1 and Year 2. If you arrive later than these times, please enter via the Pre-Prep office and register
your children in the late book.
ACTIVITIES
Our daily Activity Programme runs from 3.30pm until 4.00pm, with a few exceptions for clubs run by
external providers. Participation in the programme is entirely voluntary, therefore children do not
need to stay; we would like the children to be committed to the activity that they have chosen for
the whole term. The activities change every term and there is plenty of opportunity for the children
to experience a wide range of activities throughout the course of the year. It is important for the
teachers concerned that they be told in advance if your child is not staying to an activity on a
particular day. The Dance and Judo activities are progressive and lead to grades and examinations,
therefore a more long-term commitment is desirable. Our activities are free of charge, except for
those where we employ external providers. The cost of the outside expertise for Dance, Football,
Judo and Tennis is very competitive and providing it “in house” eliminates the need to collect the
children and deliver them elsewhere, thereby avoiding a very long day. Please note that our external
activity providers bill parents directly. Internally run activities do not run in the first and last weeks
of each term.
CAR PARK
There is a one-way system in operation in the car park to ease the flow of traffic. Cars should enter
the Pre-Prep car park by the first turning to the right and then follow the arrows until they find a
vacant slot. We operate a rolling drop off each morning; if you wish to use this system to avoid
parking, please keep to the left hand lane in front of the Pre-Prep bridge, this is the designated zone
for this purpose. A member of staff will be on duty between 8.00am and 8.30am to ensure your child
walks safely from your car to the school building. Please ensure you switch your engine off if you get
out of your car. If you are dropping off children at Prep too please note that the drop off area on the
left hand side of the drive needs to be kept free of parked cars so that the drop off can work. Named
spaces near the roundabout are for visitors booked in for the day or for parents who have paid for
them in charity auctions through the Parents and Friends Association. Please respect them.
Children must hold hands with an adult as they walk through the car park. The woods around the
Car Park are out of bounds. There is a speed restriction of 10 mph around the school grounds. We
also ask that you park in designated bays and that you leave the ‘disabled’ spaces free for those who
need to use them.
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DAILY ROUTINE
Start of Day:
• Pre-Prep opens at 8.15am to receive pupils into the classrooms.
• Children in Reception, Year 1 and Year 2 can be dropped off from 8.00am by parents who can
accompany them to the Pre-Prep garden. Alternatively, use the rolling drop off from 8.00am
to 8:30am; staff will be available at the top of the bridge to facilitate “rolling drop off” (See
Car Park).
• From 8.15am children enter their classes. After 8.30am children must be accompanied by
parents and dropped at the Pre-Prep office. Please do not drop your children off at the top of
the bridge after 8.30am. Please note that registration is at 8.35am.
• In the Michaelmas term parents are encouraged to support their children in the first steps
towards independence, by leaving the children with their teacher as quickly as possible.
• Parents with a child in Kindergarten and an older sibling in Pre-Prep may use the rolling drop
off and their child will be taken to Kindergarten by a staff member.
Snack:
• Children bring fruit, vegetable sticks, plain bread sticks or plain rice cakes for both morning
and afternoon snack each day. Please ensure this is in a named container.
• The children can have water or milk with their snack. Milk is free for Nursery and Kindergarten
children and then chargeable from Reception to Year 2.
• Pupils have access to water at all times of the day. All children have named clear water bottles
which are refilled as necessary throughout the day to encourage children to drink plenty of
water. School water bottles are regularly cleaned in Milton and in our dishwashers.
Break:
• Morning Break starts at 10.30am; the bell rings at 10.55am. Members of staff are on duty
during breaktimes.
• Lessons start again at 11.00am.
• Lunch break is at 11.45am to 1.10pm for Reception children.
• Lunch break is at 12.25pm to 1.25pm for Year 1 and Year 2.
• Registration and afternoon lessons start at 1.10pm for Reception, and 1.30pm for Year 1
and Year 2.
BREAK-TIME PROVISION
Weather permitting, all the children play in the garden. If the ground is very wet, they play on the
tarmac. If it is raining, they all go into the Hall for a supervised break. Children all need wellingtons,
school hats and a school coat for playtimes.
In the Trinity Term children should have a long lasting sun screen such as P20 applied before they
come to school, together with a sun hat. If you wish your child to have additional sunscreen applied
during the day, please send a named bottle in your child’s bag and we will supervise them whilst they
apply an extra layer.
Lunch
• Lunch time is staggered.
• Reception eat at 11.45am (Nursery and Kindergarten eat downstairs at 12.00noon)
• Year 1 eat at 12.20pm and Year 2 eat at 12.40pm
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•

•
•
•
•
•
•
•

Children are brought to the Dining Hall by their teachers who serve their meals, they sit with
them throughout the meal helping to encourage good table manners. All staff have food
handling certificates.
Nursery and Kindergarten children eat in the designated room downstairs, served by their
teachers, who also eat with them.
A record can be kept of what has been eaten for our very youngest children where parents
may be concerned about their child’s eating.
There are two members of Kitchen staff on duty as well as the Teaching staff. Nursery and
Kindergarten also have a lunchtime supervisor to help with serving meals.
Children say ‘Grace’ after their dessert.
After lunch the Kindergarten children are taken back to their garden to play.
After lunch the Nursery children have a nap time.
Reception, Year 1 and Year 2 play in the walled garden and are supervised by three members
of staff at all times.

End of the day
• The afternoon session ends at 3.20pm.
• Children are dismissed from the Reception and Year 1 doors.
• Children should shake their class teacher’s hand saying ‘good afternoon’. Once a child has
been given to their carer, please do not allow them to run around the garden unsupervised,
walk on the wall or play on the play equipment unsupervised, as this can cause accidents.
• Activities are usually from 3.30pm until 4.00pm (although those on pitches, Judo or Dance
classes may finish later).
• The Hive (After School Club) is available 4.00pm until 7.00pm. The Hive Supervisor will collect
the children and take them to the After School Club facility which is within the Pre-Prep
building on the lower level. Please note the Hive is only available for children who are in
Reception and above.
• If a child is not collected he/she will be taken to a suitable activity until 4.00pm. Parents are
contacted by telephone and the children are looked after in The Hive until they are collected.
If no contact has been made, we will then follow our Late Collection Policy.

LATE COLLECTION PROCEDURE
School ends at 3.20pm. Activities finish at 4.00 pm (with a few exceptions, see Activities section).
•

If a child is not collected at 3.20pm the child will be placed in an Activity session until the
parent/carer arrives.

•

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
designated contact number. Should contact not be made, the child will be placed in the After
School Club (The Hive) which is open until 7.00pm. This is a chargeable service. Then the
following procedure will be adhered to:

•

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

•

The Head of Pre-Prep/Supervisor will continue to telephone the contact number available on
the register. If there is no response then alternative numbers available on our SIMS computer
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records and in the office contact file will be phoned.
•

In the event of no contact being made by 7.00pm, the Head of Pre-Prep/Supervisor will ring
Social Services Emergency Duty Team and advise them of the situation.

Two members of staff will remain in the building until suitable arrangements have been made for the
collection of the child.
EMERGENCY CLOSURE OF SCHOOL
In extreme weather conditions, medical lockdown or other emergencies, it may be necessary to close
the school at short notice. The school will send an alert to your phone 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. The decision to close the school is never taken lightly and our first thought is
always of safety. “Snow” work is available online from the second day of any such closure.

EVENTS
There are several events which we hold annually. Plays or Concerts are produced by each year group;
they are a highlight for many parents and children alike. Christingle and Nativities are held at the
end of the Michaelmas term. Mother’s Day assembly is celebrated in the Lent term, along with
swimming galas, the Easter Bunny’s visit and an Easter Concert. In the Trinity term, Sports Day for
all of the children takes place just prior to the half-term break. Summer Concerts are held and
Nursery and Kindergarten hold an annual Teddy Bears’ Picnic. We enjoy visits from outside providers
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for example, Drum or Chinese New Year workshops, authors, Lego and Theatre workshops. These
are charged to your bill.
FORMS
The Nursery sessions are offered as 2 or 3 days. Tuesday and Thursday or Monday, Wednesday and
Friday. These can be mornings only or full days. Increasing sessions to include afternoons can be
done on a termly basis. Kindergarten children are required to be booked in for a minimum of 4
sessions. These sessions can also be increased on a termly basis. In Reception the children are placed
into three classes of eighteen children, these are arranged to ensure a good balance of boys and girls,
younger and older children and social maturity. New children to St Michael’s are also integrated into
each class. This continues into Year 1.
Each class will have eighteen children with a qualified teacher and a Teaching Assistant who are
responsible for their academic progress, personal development and their social well-being. If you
have any cause for concern, no matter how small, please bring it to the attention of your child’s Class
Teacher. Staff are always available at the end of the school day. Daily communication can also take
place via the children’s Home/School Diary or by email.
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, usually for the following term. All
fees should be paid by the first day of the new term. There is a surcharge for late payment.

Health and Wellbeing
GOLDEN VALUES
Our Golden Values of kindness, gentleness, honesty, hard work and respect are introduced to the
children from Kindergarten and become an important part of the school’s approach to supporting
the emotional well-being of every child. They are introduced in class and regularly referred to in
circle times and assemblies.
ABSENCE
If children are away from school, please call the office and let us know by 8.30am. The Pre-Prep office
is open from 8.00am until 5.00pm. The telephone number is 01959 522137 Extension 222. All
absences must be accounted for in writing on a child’s return. Please let us know by email/ note the
reasons for a child’s 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 a Pupil Absence Request Form available
from the office and on the website.
Requests for leave of absence for any reason should be made to the Headteacher by letter, email or
on the Pupil Absence Request Form. If a child is missing school due to a planned holiday, work will
not be set by teachers for this period. Absence from school is monitored and parents are notified
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once a threshold of 90% attendance has been reached. We do understand that absence can be for
various reasons, but when a child is not in school, vital learning is being missed. Parents are also
contacted about persistent lateness. This disrupts your child’s start to the day’s learning and should
be avoided.
PARENTS’ ABSENCE
Please inform the office or the class teacher, 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. Please note that it is also important as the absence of a parent can
impact your child’s well being.
NOTICE OF SIGNIFICANT INJURY
If your child has suffered an injury whilst not in school, please can you inform your child’s class
teacher as soon as possible stating what type of injury it is, i.e. bruise, laceration (cut), fracture
(break), etc and how it was caused. If your child is returning to school after a significant injury we
ask that they wear a bright top so that staff and children are aware of the special care that needs to
be taken in the playground.

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 8.30am. 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 class teacher, which should state the nature of the
illness. Antibiotics should be administered at home before and after school. 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.
If you have given your child medicine in the morning before school, please note this in your child’s
Homework Diary or at the office so that staff are aware of the time between doses and any possible
side effects to look out for. Please note children should not carry medicine in their bags.
There are a number of children with ongoing conditions such as eczema, asthma, etc. and in this case
we would ask parents to keep us updated regarding their children’s health i.e. by making sure that
all medicines, creams and inhalers are not out of date or indeed letting us know if there has been a
change in their state of health. Generally, if a child is unwell the best place for them is at home.
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When Should I Keep My Child at Home?
Minimum Periods of Exclusion from School:
Disease/Illness
Minimal Exclusion Period
Antibiotics prescribed:

First day at home.

Temperature
Vomiting

If sent home ill, child must be off for 24 hours.
If sent home ill, child must be off for 48 hours.

Conjunctivitis

Keep at home for a minimum of 1 day; longer if eyes still
weeping.

Diarrhoea

48 hours.

Chickenpox
Gastro-enteritis, food poisoning,
Salmonella and dysentery
Infective hepatitis

7 days from appearance of the rash
24 hours or for notifiable
diseases, until advised by the relevant public health official.
7 days from onset of jaundice.

Measles

7 days from appearance of the rash.

Meningococcal infection
Mumps

Until recovered from the illness.
Until the swelling has subsided and in no case less than 7
days from onset of illness.

Pertussis (whooping cough)

21 days from the onset of paroxysmal cough.

Poliomyelitis
Scarlet fever and streptococcal
infection of the throat

Until declared free from infection by the health official.
Until appropriate medical treatment has been given
and in no case for less than 3 days from the start
treatment.
Until declared free from infection by the appropriate public
health official.
Until declared free from infection by the appropriate public
health official.

Tuberculosis
Typhoid fever
Impetigo

Until the skin is healed.

Pediculosis (lice)

No exclusion. School must be informed so that parents in
the class can be informed and check their own children.

Plantar warts
Ringworm of scalp
Ringworm of body
Scabies

No exclusion. Should be treated and covered.
Until cured.
Seldom need to exclude, provided treatment is given.
No need to exclude once appropriate treatment is given.

COLLECTION OF A CHILD BY SOMEONE OTHER THAN A PARENT
We ask parents to fill in permission slips, so that we may be completely clear as to who is allowed to
collect your child at the end of the day. If the person’s name is on the list of ‘Permission to collect’
then your child will be handed over to them without the need for any prior notification.
However, we cannot hand a child over to anyone not on the list unless we have written notice (this
is a safeguarding requirement). It is also most helpful if we can be introduced to any new people that
may collect your child. Children will not be handed to older siblings unless over the age of 18.
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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 member of staff on dismissal duty cannot dismiss a child to another
parent unless we have received prior consent from the parent of the child.
INJURY OR ILLNESS AT SCHOOL
At playtime staff members are always on duty. All staff hold basic First Aid Certificates and can deal
with minor injuries. We also have a number of staff with advanced qualifications who can be called
on when needed. A school Nurse is based at Prep school. Some members of Staff in our Early Years
Settings are Paediatric First Aid trained. In the event of an injury that requires medical attention,
staff will contact the parents. If your child is unwell during the school day then you will be contacted
and asked to collect them. A defibrillator is placed on the wall in front of the reception desk.
HEARING AND OTHER MEDICAL 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. They may also be offered vaccinations
throughout their school life. It is very important to respond promptly and follow the instructions in
the letter sent to you to enable this to happen, as parental permission is sought for all health
interventions at school and if this isn’t provided on the online link, the nurse will not treat your child.
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FIRE SAFETY
Each term a fire practice walkthrough is held which is planned and known to children and staff in
advance, followed by an unplanned fire practice each term, sometimes with some exits blocked.
Sometimes an injury sustained by a pupil means we would need to consider how to evacuate them
safely in the event of a fire. We record this on a Personal Emergency Evacuation Plan (PEEP).
LUNCH
Our catering team promote healthy eating and our menus reflect this. Lunch is prepared in the school
kitchen and the menus rotate on a three week basis. Copies of the menu are displayed in the PrePrep Office and on our website. There is a hot main course with side vegetables and a choice of
either pudding or fresh fruit or yogurt. All the children are encouraged to make an attempt to eat
some of their lunch, no matter how small, but they are never forced to eat; bread is always available.
Special diets can be arranged on the advice of a doctor only. We are aware of the contamination
that could occur for coeliac children and their lunch is prepared separately by the kitchen. Special
menus are also available for those with allergies, for vegetarians or for religious observance. Should
you have any concerns regarding lunch, please contact the Head of Catering via the Pre-Prep office.
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. It is helpful to staff to provide
individual cakes on these occasions. We are also aware of the contamination that could occur for
coeliac children so we ask that parents send in alternative individually wrapped treats that can be
used if birthday cake is being shared. Please send in a list of ingredients with home-made cakes.
MEDICINES AT SCHOOL
Where possible the need for medication at school should be avoided with doses being organised
outside of school hours. If your child has to take a prescribed medicine it should be clearly marked
and handed to Mrs Gray or Mrs Smith in the Pre-Prep Office in its original package, showing the
prescription. You will be asked to complete a Permission to Administrate Medicines form. Medicine
will then be stored in the locked Medicine Cabinet or fridge and dispensed at the appropriate times.
Pre-Prep children will not be allowed to carry medicines in their bags so please ensure any medicine
left with our office is also collected by an adult. (For further information please see ‘Administration
of Medicines’ Policy on school website). It is important that the school is updated in writing about
any medical regime needed to support a child at school. We recommend that this is communicated
in a note from the doctor where possible. If your child requires non-prescription medicine, e.g. Calpol
or Piriton 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 medicines. If your child requires medication in response to an allergy (i.e.
Piriton) or for a long–term condition, there will be a Personal Care Plan (PCP) in place for your child
of which you will have a copy. Details of allergies and medications 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 log into the SIMS
parent app and update it. We do ask that you sign your child’s updated Personal care plan annually.
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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 Mrs
Zerrin Leech, the Pre-Prep School’s Designated Safeguarding Lead. Ms Lucinda Cook is the school’s
Overall Designated Safeguarding Lead for Prep school.
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, monitoring software 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, educates 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:
https://www.thinkuknow.co.uk/ – CEOP Internet Safety Site - recommended by police
https://www.childnet.com/ – A very helpful website with general safety advice geared towards
both children and parents
https://www.kent.gov.uk/__data/assets/pdf_file/0008/43568/Trading-Standards-online-safety-forchildren.pdf
Parental Leaflet / Guidance from Kent County Council
Information is also available from the ICT department. Online behaviour by any member of the St
Michael’s community which 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.
SUN PROTECTION
Throughout the year staff encourage outdoor play whenever appropriate. In the summer months
children spend longer periods in the garden. Therefore, it is essential that the children are protected
from the heat of the sun.
•
•
•
•
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Children are directed under the trees where there is shade in the garden area for rest or
play.
Children are always given the opportunity to return indoors (to the Pre-Prep Hall) where
they will be supervised.
Children will be required to wear a hat in the garden.
Parents are asked to provide a named sun hat and named sun cream if children haven’t
had 24 hour sun screen protection applied before coming to school.

•
•
•

If children have swimming on a day that is hot they will be asked to apply sun cream again
after swimming.
Parents are recommended to use P20 (or any brand offering similar all day sun protection)
prior to bringing their child to school.
Children will be encouraged to use their school water bottles.

WELLBEING
Your child’s wellbeing is at the forefront of every staff member’s mind whether it is in class, lunch,
play or activity time. We encourage the children to speak out if there is anything troubling them and
ask for parental support in letting us know should there be any concerns that might affect their child
at school. We offer a range of support interventions for children, including Drawing and Talking, Play
Therapy and Counselling. These are arranged after consultation with our Learning Development
Managers, Ms Lucinda Cook or Ms Wendy Beautridge. We also liaise with West Kind Mind, with
whom we are a leading partnership school, and offer education within assemblies and PSHE about
mental health and wellbeing. Sometimes the best route for support would come from a specialist
beyond school via a referral from your GP. Please speak to your child’s teacher or Mrs Leech if you
are at all concerned.
SAFETY IN PRE-PREP
1. Please remember to only use allotted car parking spaces and please check your handbrake
and leave manual cars in gear.
2. Supervise your children on the bridge to the car park; walk, don’t run, as it can be slippery.
Supervise your children at all times in the car park; please hold their hand.
3. Remember that the wooded area around the Pre-Prep car park is out of bounds. It is not a
safe area for children to play in.
4. Tell your Class Teacher if someone different is collecting your child.
5. Your child is your responsibility once they have been dismissed by their Class Teacher and
they should stay with you at all times.
6. All visitors, including parents, must sign in the Visitors’ Book in the office (with the exception
of normal collection/dropping off times)
7. Copies of the ‘Procedure in Case of Fire’ are available in the back of the Visitors’ Book in the
office
8. Parents taking their children to use the adventure playground below Prep must follow the
instructions on the signage regarding supervision. In particular, children using either of the
monkey bars should have an adult standing near them ready to catch them if they fall.

Rewards and Sanctions
REWARDS AND SANCTIONS
The children in Reception, Years 1 and 2 are given house points for trying very hard, for good work
and for good behaviour. Gold Stars are awarded in assembly for effort and are intended to encourage
positive attitudes that support learning, a list of Gold Stars awarded to children is circulated in the
weekly e-News. This forms a part of the Behaviour and Rewards Policy.
Children are encouraged to adhere to codes of behaviour that support everyone’s learning and wellbeing. Incidents of anti-social behaviour are discussed with classes in ‘circle time’ or in assemblies.
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Bullying or intimidation of any kind; physical, verbal or psychological is totally unacceptable and will
be regarded as a serious issue. It is extremely unlikely for children in Pre-Prep to be considered to be
bullying others as there has to be wilful intent to cause hurt to another systematically. Nevertheless,
were this to occur in Pre-Prep, it would be dealt with according to the Anti-Bullying Policy. A copy of
this and our Behaviour and Reward Policy is available to view online.
HOUSES
Each child in St Michael’s is placed in one of the four Houses upon entry to the school; Leeds (Blue),
Dover (Green), Rochester (Yellow), Windsor (Red). The Admissions Office allocates the House and
all siblings are placed in the same House. The children start to gain House points for their Houses in
Reception and these are celebrated weekly in assembly.

Curriculum
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 PrePrep and Prep is stimulated by the activities covered and their teachers aim to expand their
developing minds in order to enable them to achieve their 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 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. A curriculum
map outlining the areas covered is given to each family at the start of each term. They are also placed
on the website.

Children in the Foundation Phase (Nursery to Reception) follow the Early Years Foundation Stage
Curriculum as defined by The DfE. Curriculum maps will be sent home at the start of each new topic.
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ADDITIONAL NEEDS
St Michael’s is an inclusive school, serving a wide range of abilities. We are passionate about ensuring
every child reaches their potential, and understand that pupils need differing levels of support during
their education. All our staff are expected to meet the needs of the full range of abilities in our school,
and use a wealth of experience, including high quality multisensory teaching strategies to ensure
every child can flourish. Our Head of Learning Development, Ms Lucinda Cook, works closely with
teachers to assess the needs of children who may benefit from extra help beyond high quality
teaching. Ms Wendy Beautridge co-ordinates the additional needs development for Pre-Prep. The
Additional Educational Needs Department run a huge range of morning interventions (before school
and during some assemblies) which pupils are invited to attend. These interventions cover the four
broad areas of need:
-

Communication and interaction
Cognition and Learning
Social, emotional and mental health
Sensory and Physical

If you think that your child may benefit from some support in a particular area, please do make an
appointment to see Lucinda or Wendy who are always pleased to work with parents and pupils. Any
plans to consult an Educational Psychologist should be discussed with Lucinda or Wendy before an
appointment is booked.
HANDWRITING
We introduce the children to a fully cursive script in the Pre-Prep and this is continued throughout
St Michael’s. The St Michael’s font is included to enable you to support your child with handwriting:

ªa ¶b ªc ªd â ¶< ªü ¶h ¶i ¶ý ¶„ ¶l
¶m ¶n ª‹ ¶p ªq ¶r ¡ ¶t ¶u ¶v ¶w
ª* ¶þ ÿ
]a[b]c]§e[@Ìh[i[Ï„[l[m[n]op]qrã[t[u[vwx[
Óÿ
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PHYSICAL EDUCATION
Our Physical Education programme includes: gymnastics, dance, ball skills and outdoor activities.
Our Games programme includes soccer skills, bench ball (netball/basketball skills), short tennis and
athletics.
Our Swimming programme includes: water safety, confidence-building activities and an introduction
to front-crawl, back crawl and breaststroke.
All children in Year 1 and Year 2 have a swimming lesson each week as part of their curriculum. They
need to wear a swimming cap (which is in their house colour). Girls with long hair should have it tied
back and plaited (we find that doing this prevents their hair from getting too wet).
Year 1 and Year 2 participate in an annual House Swimming Gala and all the children from Nursery
upwards in Pre-Prep have the opportunity of participating in our Sports Day.
MATCHES
All children in Year 2 have the opportunity to participate in our match afternoon in the Michaelmas
term, which is intended to be a fun introduction to what we hope will become a lifetime’s enjoyment
of sport. Matches against other schools begin in Year 3.

FOREST SCHOOL
Reception children will spend one afternoon per week in our
designated Forest School area with their teachers. Here they
can undertake all sorts of projects throughout the seasons
with our specially trained staff. Reception children will need
their tracksuit, long sleeved school top, waterproof trousers,
wellingtons and school coat on these days. Lunch will be
eaten at the Pre-Prep building as usual.

MUSIC TUITION
From Year 1 upwards, children in the Pre-Prep can choose to learn to play the violin, piano, cello or
small clarinet. Application for lessons is via our Music Teacher Mrs Ravayeh, who is also available to
advise you on instrument choices. Fees are payable directly to the Tutors. Children have the
opportunity to perform in Assemblies and at the Performance Concerts throughout the year.
Recorders are taught as a whole class from Year 2.
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HOMEWORK
We recognise that young children can become very tired due to the demands of the school day and
that homework can sometimes become a self-defeating exercise rather than the intended positive
experience. A small amount of homework is required in Pre-Prep from Reception upwards. If children
are struggling please stop and let us know.
We encourage parents to get into the habit of daily reading with their child. A reading book will come
home each day and we urge you to write in the school diary where you have got to with the reading.
Your child’s reading book will not be changed if you haven’t signed the Homework Diary to say it is
now finished. Please continue to share story books with your child throughout Pre-Prep.
In Reception, Year 1 and Year 2 an English and Mathematics activity or game will come home each
week, usually on a Friday. This will give you an idea of the sort of thing your child has been doing in
class that week. We never ask for homework to be returned the next day; this enables children with
out of school activities to enjoy these. Homework handed out on Friday is expected to be completed
by the following Thursday. Homework is differentiated to ensure that it is achievable and parents are
encouraged to record in the homework diary any difficulties experienced in its completion.
ASSEMBLY
Each daily assembly is different, the usual format being:
9.10am
9.10am
9.10am
9.10am
9.10am

Monday
Tuesday
Wednesday
Thursday
Friday

Head’s assembly
Hymn Practice and Singing
Cultural Assembly
Religious Stories
Celebration: Gold Stars, Birthdays and special awards

The children from Reception through to Year 2 attend assemblies; Kindergarten children attend
occasionally. Generally they have a daily Circle Time activity. We celebrate birthdays for the week.
We have families from a rich mix of nationalities and faiths and we celebrate festivals such as the
Chinese New Year and Diwali as well as our Christian ones. We invite parents of other nationalities
to come in and speak to us about their faith, their festivals and share their cultures with our pupils.
TRIPS
In Reception, Year 1 and Year 2 the children take part in school trips. These trips form part of the
topic which they are studying that term. The children either travel by coach or by the school mini
bus. The kitchen always provides packed lunches for the children. In Year 2 the children go to
Stubbers Adventure Centre for an overnight trip. This is seen as a rite of passage by the children
before they move to Prep school. A few parents are invited to join us for the overnight part of this
trip. We require all parents in attendance to have been DBS checked.
LIBRARY
Our library is a bright and stimulating environment that encourages a love of books. Each week
children from Reception upwards visit the library to select a book to borrow. We aim to encourage
children to value books.
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Early Years in Nursery and Kindergarten
Mrs Kâren Stibbons is our Pre-School Manager and runs both Nursery and Kindergarten
ADMISSIONS
Children who have turned two on or before 31 st August of the previous academic year can join us at
the start of the Michaelmas (Autumn) term in September. The whole School’s Admissions Policy
applies to the Nursery Department as much as to the rest of the school. Copies are on the website
and can be sent to parents on request.
Children can enter Reception in the September after their fourth birthday. In the Michaelmas term
there are two optional home afternoons for Reception children when they can be collected at
11.45am.
From the Lent term children are expected to be full time (8.30am to 3.20pm) in Reception.
Occasionally we may suggest that your child would benefit from an optional home afternoon during
the week if they appear to be getting exceptionally tired. Your Reception class teacher will speak to
you about this if she feels it is appropriate.

ROUTINES IN NURSERY and KINDERGARTEN
Forty places are filled each year and we endeavour to maintain a balance of boys and girls. Nursery
sessions can be mornings only or whole days. Children attend on a Monday, Wednesday and Friday
or a Tuesday and Thursday. Children in Nursery will therefore be booked in for a minimum of two
sessions and parents are billed for this, our minimum requirement. The number of sessions can be
increased into the afternoons of these days each term, in consultation with the staff. Do indicate your
wishes to expand the number of sessions early so that staffing can be arranged.
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In the following September children will join Kindergarten, which is operated on a sessional basis.
Children can attend for mornings, full days or a mixture of the two. In Kindergarten we expect
children to attend for a minimum of four sessions per week and you will be billed for four sessions as
a minimum. The number of sessions can again be increased each 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. Children soon feel settled with the routines at school, and have the opportunities to
form good social bonds with their peers and firm relationships with their teachers. At the end of
Kindergarten our children are growing in confidence and are ready for St Michael’s Reception.
There are three terms each academic year: Michaelmas, Lent and Trinity. Our term dates are on our
website and are available to parents one year in advance.
EARLY YEARS STAFF AND PUPIL RATIOS
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.
All staff working in the EYFS are very experienced and have excellent qualifications. The curriculum
is overseen by Mrs Rachel Jeffery. Each child is allocated a Key Person who is responsible for ensuring
their 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.
EARLY YEARS CURRICULUM
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, 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, and this starts in the Nursery.
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We gradually introduce synthetic phonics; the basics of literacy are taught daily through a structured
reading scheme (Read Write Inc.). 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. 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.
Curriculum Overviews, which outline the termly topics, are emailed to parents and placed on the
website. Tapestry is our online system, used to keep parents up to date with all of the exciting things
that are happening in the Early Years. You will be given a login code for this once your child starts
with us.
OUTDOOR LEARNING
All of the children are encouraged to play in their dedicated, secure outdoor space during morning
and afternoon, except in the worst weather. Children in Nursery and Kindergarten have a ‘free flow’
into dedicated covered areas. All children are encouraged to be physically active outside. Ride-on
toys and climbing equipment encourage 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 and the natural world.
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 their child is aged between 24 and 36 months:
•
•
•

Personal, social and emotional development
Physical development
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.
It is essential that we are aware of any medical or additional 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, additional educational needs or requires any special adjustments, we will
invite you to a meeting with the Class Teacher and the Head of Pre-Prep, plus any outside specialist
who has been involved with the care of your child, to discuss thoroughly the plan that is most
appropriate for his or her individual care, well before they join St Michael’s.
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MAINTAINING A SAFE AND SECURE ENVIRONMENT
The safety of the children is our highest priority, and because they are so young in Nursery and
Kindergarten, 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 always 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 Pre-Prep 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 without permission.
When you arrive to deliver or collect your child via the lower Nursery/Kindergarten entance, please
press the buzzer for the intercom and state who you are and who you are collecting. Please do not
hold the door open for any adults you do not recognise as parents or carers of our children. 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.

Communication
HEAD OF PRE-PREP
Whilst we strongly urge you to make any concerns that you may have, known to your class teacher,
on occasions this may not be possible. The Head of Pre-Prep, Mrs Zerrin Leech is happy to see any
parent by appointment via her Secretary in the Pre-Prep Office.
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:
EMAIL
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.
We would ask parents to make sure that the following email addresses are saved in their
contacts/safe senders list to ensure there is no danger that messages from the school will end up in
your spam filter:
preprepoffice@stmichaels.kent.sch.uk
8866016@capita-intouch.co.uk
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Please do not assume that an email will be read before school. Staff are frequently involved in
preparation, conversations and meetings before school. Any urgent message for that day should be
sent to the office and copied to the form teacher for information. To access our school email you
need the first initial followed by the surname of the member of staff (see staff list on the first page
of this handbook), then @stmichaels.kent.sch.uk We would ask parents to send the email to the
person who needs to do something and cc for anyone who might need to know or be aware. Always
use a title (short is good) in the email to help office staff prioritise. E.g. dentist/ lost coat/ homework
issue.

E-NEWS
A link to the weekly newsletter is sent out every Friday via email. If this is not received, please contact
the School Office as the weekly news always contains important information. The newsletter is
published on the school website at www.stmichaels.kent.sch.uk
Nursery/Kindergarten send out a weekly newsletter to parents.
HOME/SCHOOL DIARIES
All children from Reception through to Year 2 are issued with a Diary at the start of the year; this acts
as a home/school contact book where we can share with you our weekly objectives. It keeps a record
of your child’s reading book and records any homework we are sending out so you are aware. It is a
useful means of communication and we can put reminders of anything special or different that will
occur in the next few days. Equally, please let us know if someone different is collecting your child at
the end of the day, or if there have been any problems with homework or reading. The diary should
come home each evening and be brought back to school the following day in your child’s bookbag.
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CALENDAR
The calendar is published on our website. All important dates, as well as future term dates are
included. You can download it to your phone and sync it to your calendar. Please do this at the start
of each term. You can filter it to suit your needs. The weekly e-newsletter is a vital form of
communication as it also acts as a reminder for special events that may be happening during the
week.

WEBSITE AND PARENT APP
The school website www.stmichaels.kent.sch.uk 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. The website now has a protected
parent portal and alongside this we also have a Parent App to allow you to access to update core
data about your child. You can also follow us on Facebook and our Twitter feeds.
CONTACT WITH TEACHERS
Although we operate an ‘Open Door’ policy, the beginning of each school day is not an appropriate
time for a discussion with staff as they will need to settle all the children into class. If you have a
particular concern in the morning it is advisable to send a note to the class teacher.
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Please write a short note in your child’s communication book or email the Pre-Prep office and the
teacher will then arrange a time to meet with you. Mrs Zerrin Leech is available most days at drop
off time at the top of the bridge if there is something more urgent that you need to discuss.
If distressing circumstances occur in your child’s life please inform us immediately so that we can
be of support.
PARENTS’ EVENINGS
We hold two Parents’ Evenings per year in the Michaelmas and Lent Terms and they are designed to
give you an update on your child’s progress. Bookings are made online using the Parents’ Evening
system. Details of when the system is live are sent from the office in the weeks preceding each
parents’ evening.
The children have a Move Up morning with their new Class Teacher for the next academic year
towards the end of the Trinity term. There is also an evening for you to meet with your child’s new
class teacher and to receive any additional information about the forthcoming academic year. Should
you wish to speak to your class teacher at any other time, please do not hesitate to request an
appointment.
REPORTS
Termly reviews that are an update of your child’s progress to date and to identify next steps are
discussed at the Michaelmas and Lent term consultations. A much fuller written Report is sent home
at the end of the Trinity term. Kindergarten and Nursery also have a full written Report at the end of
the Trinity Term, together with their Tapestry Learning Journeys. Nursery and Year 2 checks will be
discussed with you at the Pre-Prep parents’ evenings.
TRANSITION MEETINGS
We aim to make the move from Year 2 to Year 3 as smooth as possible and therefore we make every
effort to show the children and their parents that St Michael’s is one friendly school. The Pre-Prep
and Prep work closely together to ensure that the children are happy about their transition. There
are several ‘Whole School’ Assemblies each year which involve Kindergarten upwards and our Year
2 pupils attend assembly at Prep School in the Trinity term. Year 1 and Year 2 use the sports facilities
on a regular basis and older pupils often help with sports events or visit the Pre-Prep. Older children
from Prep come to Pre-Prep to perform, lead assemblies and hear children read.
Various visits are made to our Prep School during the year and in the Trinity term there are a number
of specific activities designed to help ease transition. These include:
•
•
•
•
•

Assembly: The Year 2 pupils attend an assembly along with the Prep school children.
Lunches: The Year 2 children attend lunch at the Prep School with their current Class Teachers
and enjoy playtime at the Prep School.
Joint workshops with Year 3.
Meet the teachers: The Year 3 teachers visit Pre-Prep and observe the Year 2 children on an
informal basis.
Move up Morning: Year 2 children spend a morning at the Prep School in their new classes
with their Year 3 teachers.
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To help parents with the transition, all Year 1 and Year 2 parents are invited to the St Michael’s Open
Day held each May. This is an opportunity to tour the Prep School with a Year 7 guide. Year 2 parents
are invited to a couple of coffee mornings so that they can reacquaint themselves with the
opportunities that are on offer at Prep school. We are happy to discuss the transition to our Prep
School with parents at any time.
We ensure that all of the children are well prepared for the next academic year by having a Move Up
morning in the Trinity term, when every child moves up to their next class. In the Early Years the
children will visit their receiving teachers more regularly to familiarise them with their new setting.
CRITICAL INCIDENT MANAGEMENT PLAN (CIMP)
At St Michael’s, a Critical Incident Management Plan (CIMP) is in place to deal with major incidents
at school, the local area (that might affect school) or a school trip. One of the key aspects of this
procedure is having the correct contact information for you. Can you please remember to update the
school through your Parent App when any element of your contact details changes.
CHANGE OF ADDRESS OR TELEPHONE NUMBER
You can change all these details yourself within the SIMS App. It is important that you update the
app with 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.
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.
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.
DATA PROTECTION AND PRIVACY
Under GDPR we publish a Privacy Policy and a Privacy Notice. We store all records of pupils securely.
Parents may arrange to see the records of their children in accordance the Privacy Policy. 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 complies with the GDPR and Data Protection Act. Parents taking photographs
or film of their children at school should be mindful of our Using Images of Children Policy which
states that:
Parents are welcome to take photographs and film of their own children taking part in sporting and
outdoor events however, this excludes the swimming pool area where videos and photographs are
not permitted. When an event is held indoors, such as a play or a concert, parents should be mindful
of the need to use their cameras and recording devices with consideration and courtesy for the
comfort of others.
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We ask parents not to take photographs of other pupils on their own, without the prior agreement of
that child’s parents.
Parents may not post photos or film which include children of other families on social networking sites
without the permission of the parents of those children. Parents are reminded that copyright issues
may prevent the school from permitting the filming or recording of some plays and concerts. The
school will always print a reminder in the programme of events where issues of copyright apply.
Data held is checked annually to ensure that it is up to date. This is now done through the SIMS parent
app and you be reminded to check your data each year. If you know this needs to be updated before
the annual check, please do go in and amend your data at any time.
MOBILE PHONE AND CAMERA POLICY
The school prohibits the use of personal mobile phones and cameras in the Early Years 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.
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. There are no exceptions.

Property
UNIFORM
Our uniform provides us with our identity. It is part of who we are. As a result all of the children from
Reception must wear full school uniform when attending school and when participating in a school
event outside school hours. Nursery and Kindergarten wear a simplified version.
We ask that all uniform is clearly labelled for swift recognition. All the children need to change into
and out of their games kit. Please name items in the most obvious place (necklines for tops,
waistbands for bottoms, sticker inside heels of shoes, trainers etc).
It is worn as follows:
Michaelmas 1st ½ of term
Summer or
Winter
uniform

Michaelmas 2nd ½ of term

Lent - 1st ½ of
term

Winter
uniform

Winter
uniform

Lent - 2nd ½
of term
Summer or
Winter
uniform

Trinity - 1st ½
of term

Trinity - 2nd ½
of term

Summer
uniform

Summer
uniform

Blazers are a part of the summer uniform only and should be worn to school each day. They are also
used for more formal occasions such as certain school trips. The school coat should be worn over the
blazer in rainy weather and not instead of it.
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Should the weather become too cold for summer uniform it is permissible for winter uniform to be
worn for a while longer.
EARLY YEARS UNIFORM
Nursery and Kindergarten children are required to wear their house coloured T-shirt, school green
shorts and/or St Michael’s tracksuit. Please ensure children are wearing comfortable socks and
trainers. Coats, hats and wellingtons are also essential but these can be ones from home rather than
school uniform. Plenty of spare uniform is useful in case of accidents. Water bottles, snack boxes
and back packs are all to be clearly labelled with your child’s names please.
UNIFORM SHOP INFORMATION
Two uniform shops are sited on the school premises. Both are located close to the Pre-Prep
department near Stable Court and are run separately.
New uniform is available from Sturdy Clothing Company and the shop’s opening hours are:
8.00am - 9.15am Monday, Tuesday, Wednesday, Thursday and Friday
3.00pm - 4.30pm Monday, Tuesday, Thursday and Friday
Email stmichaels@sturdyclothing.co.uk
Website www.sturdyclothing.co.uk
Please telephone Louise Goldsmith on: 07713 632284
Click and collect service available, order securely via Sagepay or PayPal online, collection only from
the school shop in opening hours. Please visit the School shop website.
Secondhand uniform is available from “DÉJÀ VU”. Opening hours are:
8.15 am – 9.15 am Monday, Tuesday, Thursday and Friday.
For up to date information please see our website.
Please note, following a change to uniform, discontinued items will be withdrawn from Déjà vu after
one year.

Pre-Prep: Reception, Yr and 2 Uniform
General (Needed all year round)
St Michaels’s green Rucksack (for kit)
St Michael’s homework bag
Wellington Boots
Black school shoes (Velcro preferable)
Black school coat
School Blazer
St Michael’s woolly hat, scarf and gloves (winter)
School cap (summer)
Art Smock
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Winter Uniform (Oct – Apr)
Grey cord shorts*
Long sleeved white shirt
St Michael’s burgundy V-neck jumper
St Michael’s School tie
Long grey school socks
St Michael’s Green fleece (optional)
* long grey trousers with short grey socks can be

St Michael’s tartan pinafore
St Michael’s white polo shirt
St Michael’s burgundy cardigan
Long burgundy socks or burgundy tights
St Michael’s Green fleece (optional)
Plain dark red/green or St Michael’s school
scrunchies/headbands

worn after half term

Summer Uniform (Apr – Sept)
School blazer
Grey cord pull-on shorts
Short sleeved white shirt
St Michael’s burgundy V-neck jumper
School Tie
Long grey socks

School blazer
St Michael’s summer dress
St Michael’s burgundy cardigan
Short white socks
St Michael’s school scrunchies/headbands
(burgundy/Forest green accessories)

PE/ Games
St Michael’s Pre-Prep tracksuit
White outdoor trainers (non-flashing)
House colour polo shirt
Green cotton shorts
Short white socks

Forest School (Reception only)
St Michael’s long sleeved burgundy polo shirt
Waterproof trousers

Swimming (Year 1 and 2)
Maroon swimming trunks or costume
Dark green towel
St Michael’s swim bag
Swimming hat in house colour

Football
Shin pads
Dark green football socks
Football boots (Velco)
Labelling: All labels to be clearly visible in the inside neck and/or waistband of clothing please:
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Community
SUSTAINABILITY
St Michael’s recognises the role we play in securing the future for young people. We do this by
helping pupils to understand the impact of our actions on the planet, preparing them for a life of
sustainable living and, as a school, we aspire to be a role model of positive action in the choices we
make. We are considerate around the procurement of goods and services, paying attention to the
carbon footprint and suitability of materials in their provision.
Our uniform is responsibly sourced and reviewed for its impact on the environment. Through
assemblies and our teaching we encourage our children to consider where their goods have travelled
from, and what they have been transported in. This also extends to the choices we make as families
and we encourage our children to question those choices particularly around transportation and use
of materials such as plastic. We encourage care for the environment, composting and recycling all
materials including food waste where possible. Both in Pre-Prep and Prep we promote growing our
own fruit and vegetables.
Our energy consumption as a school is an area we are continually reviewing and any proposals for
new development are considered with sustainability a core criteria. As a community we remain
committed to contributing what we can to ensure a positive future. We will also continually review
our and adapt our approach as our understanding of the human impact on the world we live in
evolves.
ST MICHAEL’S PARENTS AND FRIENDS ASSOCIATION (P&F)
The St Michael’s Parents and Friends Association is a hard working group of volunteer parents
committed to supporting the school and its children through fundraising and community building
activities. The group arranges a range of social activities including the Christmas Bazaar, the Biennial
Ball, the Circus, quiz nights and movie nights. These events are used to raise funds for additional
resources and equipment to enrich the children’s experiences at St Michael’s and also to raise funds
for selected external charities. Examples of how the funds have been used in the school include
creating an extensive adventure playground in school grounds, part-funding of school vehicles,
providing a Christmas tree each year for both Prep and Pre-Prep schools plus extensive sports, music,
drama and science equipment.
The Parents and Friends Association coordinate with volunteer parent representatives in classes
across the school. The reps do an invaluable job liaising with parents to keep them informed of school
activities, organising events and providing an efficient method for class/year communications.
The Parents and Friends Association have chosen the Classlist app as an efficient way to connect
parents, communicate and promote upcoming events in a way that it is compliant with GDPR. All
new joiners to the School will receive an invitation to join if they wish to.
For more information or to find out how to get involved in the Parents and Friends Association
please contact: stmichaelspreppf@gmail.com.
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INTERNATIONAL CLUB
The International Club is a support and social group for parents who have come to Britain as nonBritish 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 or 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, the signposts to world destinations and wallmaps. 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. The chair is Waty Friis. (See page 2 for contact
details).
WAYS TO BECOME INVOLVED
Offers of help at school are always welcome. Current safeguarding requirements mean however,
that all volunteers have to have a number of checks made on them before they can undertake regular
volunteer work here. We hope that won’t put you off!
SHOWING GRATITUDE
Relationships between staff and parents are very strong at St Michael’s and we often find that
parents and children wish to give gifts, which is wonderful. Please be aware that staff are obliged to
declare and may have to refuse any excessively generous gifts.

SCHOOL HYMN
Let there be love shared among us,
Let there be love in our eyes,
May now your love sweep this nation,
Cause us O Lord to arise
Give us a fresh understanding
Of brotherly love that is real
Let there be love shared among us,
Let there be love.
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Covid 19: we are maintaining a normal handbook but parents must be
aware that the school policies and protocols are subject to change in
relation to government guidelines. Relevant information will be emailed to
parents and updates will appear in the school newsletter each Friday.
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