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Dear Parents, 
 
I would like to welcome you to the Infant Department.  Our wonderful new building, 
‘Margaret Jones House’, was opened in 2006.  I hope that you will find us very friendly and 
approachable.  We encourage you, as parents, to take an active role in your children’s 
learning at all times and to work in partnership with the class teacher and other specialist 
subject teachers. 
 
The department consists of four main classrooms comprising two Year One classes and two 
Year Two classes.  We also have a Library, Music Room, Art Room, Activity Area, Learning 
Support Area and use of the school’s facilities, which are all situated within easy walking 
distance. 
 
There is an excellent Sports Hall, where all the infants go for their weekly PE lessons, as well 
as a well-equipped Computer Room.  There is also a heated swimming pool which is used 
from April until October. 
 
There are specialist staff to help with Drama, Ballet, Music, ICT, Music, Sport and a well-run 
Learning Support Department.   
 
We follow a Christian-based programme of religious education and all children are 
encouraged to take part in whole-school activities.  Visiting speakers attend our assemblies 
periodically and each class presents its own assembly to which parents are invited. 
 
If you should encounter any problems with your child, please discuss these initially with the 
Class Teacher, who takes responsibility throughout the year for academic progress and 
behaviour in class.  If the problem is not resolved, or is of a delicate nature, then feel free to 
make an appointment with me on Wednesday, Thursday or Friday afternoons or after school, 
when I will be happy to deal with any matters arising within the department. 
 
Children generally remain with the same group of pupils as they progress through the infant 
department, although it may be necessary to make changes on occasion, either for social or 
educational reasons.  We usually re-group the pupils completely as they move into the junior 
department, taking careful account of gender balance, academic spread and friendship groups. 
 
It is important that you keep this handbook and refer to it when necessary.  Further 
handbooks will be issued as pupils move into the junior and senior departments. 
 
I would like to take this opportunity of wishing you every happiness and success for your 
child’s future education. 
 
 
Miss M Jones 
Head of Infants 
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School Aims 
 
 
·  To create a secure and intellectually challenging environment based on a broad and 

balanced curriculum, which will enable all pupils to reach their full potential. 
 
·  To encourage pupils to see themselves as valued and successful, thereby building self-

esteem. 
 
·  To extend the pupils’ moral and spiritual awareness, whereby attitudes of cooperation, 

tolerance, empathy and respect are nurtured. 
 
·  To foster independence so that pupils may become self-reliant in their learning. 
 
·  To promote good behaviour at all times and to encourage pupils actively to accept 

responsibility for their own actions. 
 
·  To structure a wide range of learning experiences and to offer equal opportunities so 

that all pupils can experience success. 
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Staff List 
 
 
Mr K Knight Headmaster 
Mr T Ayres Deputy Head 
Miss M Jones Head of Infants and Class Teacher, Class RJ (responsible for 

the academic progress, pastoral care and welfare of all infants) 
Mrs S Perry   Class Teacher, Class RP 
Mrs N Fearon   Class Teacher, Class 1F 
Mrs C Sapsford  Class Teacher, Class 1S 
Miss L Farrow   Class Teacher, Class 2F 
Miss C Wigston  Class Teacher, Class 2W 
Mrs S Caddick  Year 1 French 
Mrs S Smith   Year 2 French 
Mrs M Pantall   Year 1 ICT 
Mr T Ayres   Year 2 ICT 
Mrs G Scott   Music 
Mrs K Bradford  Drama 
Mrs L Fitch   PE & Swimming 
Mrs L Sheppard  Learning Support 
Mr P Pavlou   Football (extra-curricular) 
Mrs W Mitchell  Ballet (extra-curricular) 
Mrs S Bormond  Classroom, Lunchtime and Playground Assistant 
Mrs T Claridge  Classroom, Lunchtime and Playground Assistant 
Mrs J Jones   Classroom, Lunchtime and Playground Assistant 
Mrs R Hitch   Housekeeper/First Aid 
Mrs B Newland  School Secretary 
Mrs C Ivic   Administration Secretary  
Mrs J Bradley   Head’s PA/Admissions’ Secretary 
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Plan of the Infant Department 
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The Infant Department Day 
 
 
Times of the Day 
 
·  Children should arrive at school by 8:40 am in time for registration at 8:45 am 
 
·  Assembly begins at 8:55 am 
 
·  Morning break is from 10:45 to 11:05 am 
 
·  Lunch is at 12 noon 
 
·  Afternoon school begins at 1:00 pm 
 
·  Afternoon break is from 1:55 to 2:15 pm 
 
·  The school day finishes at 3:30 pm 
 
Year 1 and 2 should be left by parents at the gate of the playground to encourage 
independence, especially first thing in the morning. 
 
Morning Break 
 
Most children bring a small snack (preferably fruit or a biscuit) for their morning break.  
Fresh milk is provided for those who wish to receive it.  Parents do not need to request this at 
the start of the year, but they should inform the class teacher if children would prefer to bring 
their own drink where milk is not to their taste. 
 
Children are not allowed to eat sweets during the day, although they may have something 
with their lunch.  Every Friday in the infants and juniors is ‘Fruity Friday’, when all pupils 
are encouraged to bring fruit items rather than sweets for their snack and lunch. 
 
Lunchtime Arrangements 
 
Hot lunches, at a cost of £3.80 per day, can be arranged either with the School Secretary or 
Mrs Hitch on a fixed half-termly basis. 
 
Alternatively, the children may bring their own packed lunch each day and this is kept in the 
classroom during the morning.  Infant children are advised not to bring glass bottles or fizzy 
drinks, nor, in hot weather, to bring chocolate.  All infants eat together in the dining room. 
 
 
As you would expect, we encourage the children to wash their hands before eating and to 
clear up after themselves if they make a mess at the lunch table. 
 
Afternoon Break 
 
Infant pupils have an afternoon break at 1:55 pm.  Snacks are not necessary.  An extra bottle 
of water may be needed in hot weather. 
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Wet Breaks 
 
If the weather is inclement, the infant pupils spend their breaks in the infant area under the 
supervision of a member of staff.  Games and other activities are provided. 
 
 
End of the Day 
 
At the end of each day parents are asked to wait just outside the walled garden, near the 
barrier.  We would politely ask that parents do not gather in the car park next to Form 
2P’s classroom as this can be very unsettling for the children.  The children are sent out to 
a designated area where they wait with a duty teacher.  Parents should collect their children 
from this area when the bell is rung and then either wait in their car for older siblings or go 
home.  Parents should not leave cars unattended in the drive, but should stay in the car 
until they are able to drive into the car park and park their vehicle.  Please be assured that all 
children will be supervised until you are able to collect them, although it is obviously 
preferable for children to be collected promptly.  If an emergency occurs and you are unable 
to collect your child as arranged, please notify the School Secretary who will ensure that your 
children are informed.  Any children not collected by 3:45 pm are usually taken to the main 
office.  The School Secretary will be able to tell you on your arrival where to collect your 
children. 
 
As parking space at the school is very limited, it is helpful for infant parents to leave the 
playground parking area promptly, in order to allow space for junior parents to arrive and 
park. 
 
Please note that all pre-school children are expected to remain with their parents, and 
are not allowed to enter the classrooms or play houses or go on the equipment.  They 
should not be allowed to run around the playground, where they might fall and hurt 
themselves or disturb lessons. 
 
 
Contacting Teachers 
 
Parents are welcome to meet teachers to discuss any problems or difficulties that pupils may 
have.  In general, it is preferable for parents to make an appointment through the school 
office, and teachers may be contacted by email if parents prefer. 
 
Toys 
 
Children in the Infant Department may bring one small toy only on a daily basis to school.  
However, this toy is the child’s responsibility and must be looked after by the child.  We 
suggest a small, inexpensive toy would be ideal, one that could probably be kept in a coat 
pocket.  The toy should not be of the ‘talking’ or ‘bleeping’ variety, as this can be very 
distracting in class! 
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Health and Safety 
 
As the care and safety of your child are paramount, a number of procedures have been set up 
to protect your child whilst in school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Late Arrival of Pupils between 8:45 – 9:00 am 
 
If you are unavoidably late for morning registration, infant pupils should be taken to the 
school office in Hillingdon House, where the School Secretary will register their arrival with 
an ‘L’.  We recognise that lateness may be unavoidable at times, but a prompt start to the day 
is appreciated as there are often notices and instructions to give to the pupils at this time of 
day. 
 
 
Visitors and Arrival at School after 9:00 am 
 
When school is in progress, all parents and visitors to the school must report to the School 
Secretary in the school office in Hillingdon House.  This ensures that staff are aware of who 
is on the premises for reasons of safety and security. 
 
If you need to collect or return your child for an appointment or other reason during the 
school day, it is essential that you always report to the school office.  This official procedure 
is an essential requirement for any child to be ‘signed in’ or ‘signed out’ at any time other 
than normal arrival and collection times at the beginning and end of the school day. 
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Leaving School Premises 
 
We are aware that children may occasionally have to leave the premises early.  The class 
teacher will require prior written confirmation of the date and time.  Parents should report to 
the school office on arrival and the office staff will then collect the child from the classroom.  
If your child returns to school that day, he or she must report in again to the school office 
before being taken by the office staff to rejoin the class. 
Medical and Social Information 
To ensure that the staff are able to support your child as fully as possible, the class teacher 
should be made aware of any problems that may affect your child whilst in school.  
Therefore, at the beginning of each year we request that you complete a form which informs 
the school of any changes in circumstances.  Medical information is essential for the safety of 
your child and a Parental Medical Consent Form must also be completed at the start of the 
year.  If there are changes during the year, this information should be updated as necessary. 
 
Absence, Illness and Accidents 
 
Parents are asked to provide written details of any lateness or absence due to medical 
appointments.  A note should also be written to the class teacher if a pupil is unable to 
participate in a physical activity. 
 
Parents are asked to note that the school does not encourage parents to take their 
children out of school at any stage during the term and full attendance is expected up to 
and including the last day of term.  In exceptional cases, authorisation for absence may 
be sought by writing to the Headmaster at least a week in advance of the intended 
absence. 
 
In the case of illness, the school should be notified by email or telephone before 9:00 am and 
a letter of explanation must be given to the class teacher on return to school. 
 
The procedure for a pupil who is taken ill during the day is as follows: 
 
The member of staff who is in charge of the pupil at the time notifies Mrs Hitch.  The 
situation is assessed and, if the pupil is too ill to return to the classroom, he or she is taken to 
the medical room and the parent or guardian informed and asked to collect their child as soon 
as possible. 
 
School regulations do not allow staff to administer any form of medicine except throat 
lozenges.  A letter requesting your written consent for the Housekeeper to administer 
lozenges will be sent to you.  This must be returned to Mrs Hitch before administration of 
lozenges can be given. 
 
In the case of an asthmatic child, an inhaler should be left in school with instructions 
and a letter must go to the Housekeeper and to the child’s class teacher.  Where 
children require Epipens for allergies, two pens should be provided to be kept close to 
the child at all times. 
 
Playground accidents do happen from time to time and staff will deal with this in an 
appropriate manner.  Water only will be applied to cuts and grazes and nosebleeds. 
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In the case of anything which is felt to be of a more serious nature, Mrs Hitch or Miss Jones 
will be informed and parents contacted as soon as possible.  All head injuries are notified by a 
telephone call home.  Parents are then able to choose whether they feel they would like the 
injury looked at by a doctor and, if necessary, they may collect their child.  For this reason, it 
is important that the school is kept up to date with new addresses and contact numbers. 
 
The playground is supervised at all times by members of staff and any incident is recorded. 
In hot weather, we ask parents to apply sun cream before leaving home of the type which will 
last all day.  The children wear school sun hats when playing outside in hot weather. 
 
School Trips 
 
Every year we arrange a number of educational and pleasurable trips and visits for the 
children.  As you will appreciate, this requires a great deal of planning and organisation on 
the part of the staff. 
 
Detailed information of each trip will always be sent home beforehand.  It is paramount that 
parents confirm their child’s participation in the outing using the reply slip, ensuring that it is 
returned by the date on the letter. The school will always ensure adequate staffing and 
parental help when attending outings and the children’s security and safety are paramount.  
Staff will always check for potential dangers on trips and take appropriate precautions. 
 
Performing companies are invited into school from time to time, and we also take children to 
the theatre in London and elsewhere to broaden their experience. 
 
There are times when the school grounds are used for various activities or we may take the 
opportunity to use local facilities such as the church or shops. 
 
In all cases, we ensure that staff and other helpers are adequately prepared for such 
expeditions. 
 
A small charge is usually made to cover the cost of trips and visits.  All the finances are dealt 
with by the school accountant and any charge will usually be added to the next bill at the end 
of the term. 
 
Car Access and Parking 
 
A one-way system is in operation at peak times, with cars entering the school site through the 
main gates and along the main drive.  Infant parents are requested to park in the junior 
playground to drop off or collect their children, before leaving the site by means of the drive 
to the North of the playground.  To avoid blocking the public highway, parents are asked to 
queue two abreast along the main drive whilst waiting to park.  It is essential that parents do 
not obstruct the main drive by leaving vehicles unattended on the drive at these times.  It is 
helpful if parents park efficiently and leave promptly to allow others to park. 
 
All drivers must take the utmost care whilst driving on site, especially when reversing 
during parking.  All small children must be closely supervised at all times in the car 
park. 
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Health and Safety Policy 
 
The school constantly reviews and updates all aspects of its Health and Safety Policy.  This 
includes our Drugs Policy, a copy of which may be seen on the school website. 
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The Curriculum 
 
Children join Saint Nicholas School in the September following their fourth birthday.  The 
emphasis from the outset is on personal attention, with children taught for the majority of the 
time by their class teacher.  We believe in establishing good discipline in these formative 
years and aim to build confidence, monitoring the individual progress of each child closely.  
Pupils are encouraged to be polite and considerate, showing respect for others. 
 
The infant department includes Reception, Year 1 and Year 2, covering the age range from 4 
to 7 years.  The balanced curriculum emphasises the acquisition of basic skills in reading, 
writing and mathematics, enabling other subjects and topics to be introduced as mastery of 
these skills develops. 
 
During the infant years, all children study the core subjects of English, Mathematics and 
Science.  In addition, all pupils begin to study the foundation subject courses in History, 
Geography, Religious Education, Art, Music, Drama, Design Technology, French and 
Physical Education.  An early introduction to Information Technology is also developed to 
allow pupils to use computers as part of their daily lives.  Whilst covering all National 
Curriculum attainment targets, the school retains its independence in introducing other key 
curriculum areas that are considered valuable.  One such area is that of French, where 
conversation skills are developed from an early stage.  During these infant years most 
curriculum areas are taught by class teachers. 
 
Baseline and ‘PIPS’ testing take place during Reception and again in Year 2, using a 
recognised national testing scheme.  The pupils also take a reading test at the end Year 1.  
Some children may be tested for dyslexia if there is thought to be a problem.  Internal SATs 
are taken at the end of Year 2.  Children are assessed throughout the year by their class 
teacher in small tests and check ups. 
 
As the children progress through the school it is hoped that they will learn to share their 
feelings with others and develop a sound understanding of right and wrong.  Their 
development in these areas is assisted by participation in assemblies and PSHE circle time, as 
well as through learning the need for rules and discipline. 
 
A weekly timetable is followed in school and each day is broken up into short periods of 
activity, interspersed with play, art, drama, music and other practical activities.  Children are 
encouraged to speak clearly and correctly and this is facilitated by weekly ‘Circle Time’ and 
‘News’ sessions.  Pupils are expected to be polite and demonstrate good behaviour at all 
times, and correction is given when necessary.  The children are also reminded that we share 
at school and look after each other’s personal property. 
 
Some children will take time to settle down to the daily school routine and may need support 
from parents in this respect. 
 
Children are sometimes asked to bring particular items in for lessons or collect things that 
could be useful. 
 
The infants attend all main school functions and assemblies. 
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Information is often sent to parents in newsletters, but individual staff also like to send notes 
home from time to time. 
Please note that all items of clothing and sportswear (including the bag) should be 
labelled clearly with the child’s name. 
 
Year 1 
 
Pupils in Year 1 are expected to be able to come to the classrooms on their own on a daily 
basis.  After putting away their lunch boxes and other items for the day, they may go back out 
to play until the bell rings for the start of the day. 
 
Year 1 children do not require large bags, as these take up too much storage space in the 
classroom.  Pupils will instead need a blue folder (available from the uniform shop) for 
carrying reading books, small amounts of homework and letters on a day-to-day basis.  
They’ll also need a shoe bag for sports kit.  Both these items are available from the school 
uniform shop. 
 
Children are given a list of spellings to learn each week on a regular basis.  Worksheets 
relating to other curriculum areas are sometimes issued as follow-up work and these should 
take no longer than 15 minutes to complete. 
 
On days when pupils need to bring in their outdoor sportswear or swimming kit, parents are 
asked to provide a hanging plastic bag for these items, with everything (including the bag) 
marked with the child’s name. 
 
Children may occasionally be required to stay in at playtimes to finish or repeat work when 
staff feel this to be appropriate.  Staff may also listen to children read on occasion during the 
lunch hour or provide additional help with new concepts for some children. 
 
Lunchtime clubs for infants may include activities such as PE, country dancing, ballet and, in 
the summer term, tennis. 
 
Year 2 
 
As children progress into Year 2, they are encouraged to develop a greater independence.  At 
this stage, it is expected that all pupils will be able to dress themselves, including tying of ties 
and shoe laces.  It will be appreciated if children can be given responsibility at home for 
organising their own items for the following day. 
 
The children are encouraged to have their own coloured pencils and fibre tip pens in a named 
pencil case. 
 
As in Year 1, children will need a blue folder for carrying their homework, reading books 
and newsletters.  PE whites, outdoor kit and swimming kit should again be brought to school 
in a hanging-type slipper bag.  Pupils should not bring large sports bags, as they are difficult 
to store in the classroom. 
 
Children are given a list of spellings to learn each week on a regular basis.  Worksheets 
relating to other curriculum areas will be issued as follow-up work and these should take no 
longer than 15 minutes to complete. 
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After-school football coaching is available for Year 2 pupils, as well as lunchtime ballet, with 
tennis during summer lunchtimes.  From Year 2, children may start to learn a musical 
instrument in school, usually a recorder. 
 
Physical Education  
 
Throughout the Infants there are two PE sessions each week taught by Mrs Lin Fitch, who is 
a Specialist Teacher of the Art and Science of Movement.  Many of these lessons take place 
in the Sports Hall, on the playgrounds and fields, and sessions are held in the swimming pool 
during the summer term 
 
The pupils follow a wide ranging curriculum with a good balance of creative and more 
prescriptive activities.  They are encouraged to work independently and to cooperate and 
compete with their peers.  They are given every opportunity to achieve the early learning 
goals that have been set out in National Curriculum documents. 
 
Dance 
 
Music and Movement lessons introduce action songs to encourage listening skills and 
performance of actions in time to the music.  Ideas from the songs are also used as a stimulus 
for creative movement. 
 
Creative Dance lessons introduce the five basic dance actions of: travel, stillness, gesture, 
turn and jump.  They learn to move in time to simple rhythms and to respond to simple 
percussion instruments.  They copy simple dance actions and short movement phrases, then 
create their own dance actions and combine them to compose their own movement phrases. 
 
Dance and Gymnastics both involve gymnastic actions of: travel, balance, roll, jump and 
turn.  They learn how to use the space and apparatus with safety and consideration for others.  
They investigate the five gymnastic actions firstly through mat work, then on benches and 
finally through large apparatus work.  They are encouraged to compose gymnastics 
sequences by linking movements together. 
 
Games 
 
Ball and Small Apparatus Skills involve the children in learning to handle various balls, 
quoits, bean bags, hoops and ropes etc. 
Group Activities encourage pupils to cooperate with each other. 
Playground Games teach the pupils some games that require little equipment. 
Invasion Games work towards the playing of team games like football, netball etc. 
Hit and Field Games work towards playing cricket, rounders etc. 
Net Games work towards playing tennis, badminton, volleyball etc 
 
Athletics 
 
Athletics lessons start with cross country running in the spring term.  In the summer term 
lessons prepare the pupils for sports days and involve running, various other activities, 
throwing and jumping. 
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Swimming 
 
Lessons start with water confidence activities and gradually progress towards other skills 
required for swimming. 
 
Homework 
 
Homework is set for all classes in the Infant Department during the school year.  We feel that 
this is good training for the children and it helps to ease them in gently to completing 
homework further up the school. 
 
It should be said, however, that we do not want the children to feel they are under pressure.  
If there are problems with homework at any time, parents are asked to see the class teacher 
who will adjust the programme or sort out any difficulties. 
 
During the Reception year, the intention is that the children will develop an understanding of 
the basic skills required for their future learning. 
 
Some homework tasks will involve collecting items to be used in a Science experiment or for 
a History or Geography lesson, and we hope that we can rely on your cooperation on these 
occasions. 
 
As far as possible, pupils should complete written, drawing or colouring homework tasks on 
their own, although they may need guidance from parents.  Help from parents is usually most 
beneficial when pupils are reading or doing Mathematics and it is important that they are 
helped where necessary. 
 
The amount of homework set in Years 1 and 2 is usually around 10-15 minutes each evening. 
 
·  Reading Homework 
 
In Reception or if the child has not read before joining Year 1 or 2, he/she is given a word 
bank initially to set them on the road to reading.  This will be superseded by a reading book 
which is sent home on a regular basis together with a reading record book, which we ask 
parents to sign.  Parents may make comments in the record book if they wish. 
 
During the year the teacher may give the child a ‘real’ book to bring home, together with an 
indication of the amount of reading to be attempted.  It is important to realise that children 
benefit from reading all types of material and print, rather than adhering rigidly to a reading 
scheme.  More often than not the child will bring home a book from the core reading scheme, 
but there may be times when material from other schemes is given, or books of a lower 
numbered level than they were previously on.  There is no need to be alarmed by this; it does 
not mean that your child is failing.  It is often felt that a change of scheme or use of other 
materials may be stimulating or give confidence to a particular child, in the same way that a 
harder, more challenging book can give the boost needed to advance reading skills.  The 
important thing to realise is that our aim in the early years is to make reading enjoyable so 
that children will want to pick up a book and just read for pleasure.  We try to avoid the 
reading scheme becoming a race to see who can reach the highest level in the year. 
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We suggest that when an adult is hearing a child read, they should sit and listen 
carefully to the child’s expression and diction; children may need encouragement to use 
appropriate expression when reading.  Please choose a quiet time to hear your child read.  
Discuss the story.  Some words may be difficult and your child may need explanation to gain 
an understanding of meaning.  Choosing suitable books to read at home with friends is also 
important and we encourage the use of our library on a weekly basis for this purpose.  
Appropriate content of all books is vital for comprehension growth. 
 
·  Spelling Homework 
 
Spelling homeworks are set in Years 1 and 2, when weekly spelling lists are given and tested 
on a designated day each week.   
 
·  Mathematics Homework 
 
All Maths homework tasks are set with the aim of developing skills laid out in the National 
Numeracy scheme.  These may involve practical work or in some cases finishing off work 
begun in class.  Practical work may require you to sit and work with your child, sometimes 
using counters or collecting items around the home, for example.  Worksheets may also be 
sent home to accompany these tasks and these will often include work with money, time or 
tables.  Clear instructions will be given with all Maths homework. 
 
Learning Support 
 
Children with special learning needs can be given help in and out of the classroom by 
learning support staff.  Help can be given to a child individually at an additional cost.  If your 
child is to receive additional support, you will be contacted by the Learning Support Teacher, 
Mrs Sheppard, and invited to talk with her and your child’s key worker about the nature of 
the help and any way in which you can help. 
 
Infant Library 
 
The Infant Department benefits from a well-stocked library, which is regularly updated with 
new books.  Commission gained through Book Fairs, together with the school’s generous 
budget allowance for the library, ensure that the library is fully resourced with material, both 
fiction and non-fiction, suitable for the entire infant range.  Books are given a simple colour 
coding to assist children when choosing for themselves.  Red dots indicate a fiction book and 
orange dots non-fiction.  Books with a green dot and an ‘ABC’ sticker on the spine indicate 
material suitable for more advanced infant readers. 
 
Children are fined for the late return of a book, unless there has been an absence on the 
library day, in which case the book should be returned to school as soon as the child returns.  
The fine is set at 20p per day in the hope that this will ensure that the book is returned 
promptly.  All fine monies are used to purchase new books. 
In the event of a book being damaged or misplaced, notification is sent home and parents are 
requested to send money into school to cover the cost of a replacement.  Some parents, 
however, prefer to purchase a new book if easily available and send it into school. 
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Many parents in the past have been kind enough to donate new or nearly new books.  These 
are either added to existing library stock or put into classrooms for general use.  Books 
received in this way are always greatly appreciated. 
 
Any queries regarding the infant library should be addressed to Mrs Perry. 
 
 
School Book Clubs and Book Fairs 
 
School Book Fairs are held each year and are organised by the School Secretary and the 
Friends of Saint Nicholas.  Each afternoon, after school in the main entrance hall, parents are 
invited to come and purchase books for their children.  The school gains commission in 
books from these events, of which a small proportion is also given to the Senior Library, 
should there be suitable novels on display.  These Book Fairs are very popular and we have 
been indebted to the Friends for their time in manning this venture. 
 
World Book Day and National Book Week 
 
The school participates in both of these annual events, although our Book Week may not take 
place at the same time as other schools.  Vouchers for World Book Day are issued to all 
pupils. 
 
Transfer to Juniors 
 
During the summer term, all pupils have a ‘Moving Up’ afternoon when they meet their 
teacher for the following academic year.  The Year 2 pupils are re-grouped prior to entry into 
the Junior Department and much time and thought is given as to which class would best suit 
each pupil.  This includes academic progress, special needs and friendships.  We want 
children to settle quickly into the junior school and above all that, be happy. 
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Letter formation 
 
Letter formation and correct holding of the pencil are vital at this early stage and parents can 
help the teaching staff in this respect.  The following pages show the right- and left-handed 
versions of the letter formation technique used at Saint Nicholas.  (Cursive, or ‘joined-up’, 
writing is introduced towards the end of Year 1 or in Year 2, depending on the capabilities of 
the child.)  At the end of Year 1 and in Year 2, children are taught to join up their 
handwriting with good formation in the cursive style. 
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Letter Formation for Left-Handed Children 
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Letter Formation for Right-Handed Children 
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 Pastoral Care 
 
A high level of pastoral care is evident in the Department, with all members of staff aiming to 
satisfy all the individual needs that may occur within a working school day. 
 
Teaching staff are present on duty both before and after school, as well as being on duty 
during morning break.  Three assistants supervise the pupils in the playground during the 
lunch hour and help out in the classrooms during lessons. 
 
Games, classroom activities or videos may be provided during wet play times and the pupils 
are well supervised. 
 
Any incident occurring outdoors during break is reported to the relevant class teacher, who 
will deal with the matter appropriately. 
 
All infant pupils take weekly sessions of Personal, Social and Health Education (PSHE) 
within the curriculum.  The children’s everyday concerns are discussed and pupils have the 
opportunity to ask about any particular worries or fears.  These sessions often go under the 
heading of ‘Circle Time’ and they help children to express any concerns they may have and 
gives them the chance to speak openly within the class environment. 
 
Staff are always available to listen to an individual child and to help where it is thought to be 
appropriate. 
 
Parents are welcome to pass on any information concerning the child’s welfare at school via 
the class teacher or to the Head of Infants.  Parents are also most welcome to make an 
appointment through the office to see form staff or Miss Jones if they are worried or 
concerned about any problem during the year. 
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Houses 
 
Pupils throughout the school are placed in one of four houses: 
 

St Alban  The Lions   Yellow 
St Christopher  The Eagles   Blue 
St Francis  The Wolves   Green 
St George  The Dragons   Red 

 
House meetings are held each half term, during which the whole school participates in house 
events and events to raise money for charity. 
 
On starting school, each child is provided with a house badge.  If this is lost, replacements 
may be purchased from the school office at a cost of £1.30. 
 
 
Assemblies 
 
Assemblies form an important part of the weekly routine at Saint Nicholas.  All assemblies, 
either for the whole school or for different sections of the school, are therefore regarded as 
meaningful and important events.  Assemblies are considered to encourage community spirit, 
offer an opportunity to transmit shared values, promote social cohesion, and act as a 
corporate mechanism in promoting values throughout the school.  The extent to which they 
are specifically Christian depends on the nature of the assembly and the age range of the 
children. 
 
We sometimes invite outside agencies or charities to school for assemblies eg Barnardo’s, 
NSPCC, Guide Dogs for the Blind, and the local vicar will attend our Harvest Festival. 
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Assessment and Reporting 
 
Assessment 
 
Pupils in the Infant Department are assessed by their class teacher throughout the school year.  
In this way areas can be identified which need to be revisited, with the aim that all children 
have the opportunity to reach their full potential.  There are weekly spelling tests in Years 1 
and 2 and various oral Maths tests occur throughout the department.  Regular assessment is 
built into the Maths scheme in Years 1 and 2.  In addition, Year 1 pupils take a formal 
reading test at the end of the school year. 
 
The national ‘PIPS’ tests are taken in Year 2.  As an independent school, Saint Nicholas is 
not obliged to participate in the Key Stage 1 SATS, but these are usually taken informally by 
our Year 2 pupils to give an indication of progress against national standards. 
 
Reports to Parents 
 
All pupils receive a full written report at the end of the summer term outlining all aspects of 
progress through the academic year in each subject. 
 
Teacher/Parent Consultation Evenings 
 
Two parents’ consultation evenings are held during the year, the first being in the autumn 
term to discuss how the child has settled into the new class.  The second meeting, held during 
the spring term, enables staff to give an indication of general progress.  A full written 
progress report is issued to parents at the end of the summer term.  In the weeks leading up to 
the consultation evenings, parents are requested to enter their name against a suitable time on 
the appointment lists displayed by the classroom doors.  During these meetings, parents are 
also able to view all of their children’s work.  Parents are asked not to bring babies and young 
children along to this meeting, as they may cause a distraction to parents and staff. 
 
The teaching staff, Learning Support Teacher and the Head of Infants hold regular meetings 
in which individual pupils’ difficulties are discussed and possible solutions proposed.  Class 
teachers are always willing to meet parents to discuss any concerns, usually by making an 
appointment via the school office.  If parents have any further concerns after speaking to the 
class teacher, an appointment should be made with Miss Jones, Head of Infants. 
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Conduct 
 
Infant Department Rules 
 
·  All pupils must wear the correct school uniform at all times, including hats and coats 

which should be worn to and from school at all times. 
·  Respect should be shown for other people’s clothing and possessions; in particular, 

school property must not be damaged or defaced in any way. 
·  Because of the danger from traffic, no ball games are allowed in the playground before 

morning registration or after final dismissal at the end of the school day. 
·  All pupils must arrive punctually for registration at 8:45 am. 
·  Pupils must observe silence during Assembly and in other formal gatherings. 
·  All children are expected to walk to and from lessons in an orderly fashion. 
·  Pupils should remember to say please or thank you when appropriate.  Politeness and 

good manners should be observed whilst eating lunch. 
·  At no time should children be chewing gum in school.  Children bringing snacks for 

their break or lunch should eat them only at those times, thus reducing the risk of 
accident or litter in the playground.  Glass bottles should never be brought into school.  
Morning break snack should consist of fruit or a biscuit. 

·  All children are allowed one small toy for playtimes, for which they are responsible.  
Ideally, the toy would fit into their coat pocket and will not be either expensive or 
precious. 

·  Pupils are not permitted to leave the school premises or cross the RED boundary lines 
without the express permission of a member of staff. 

·  Pupils should not play in or around the cloakroom areas. 
·  All children must behave safely in the car park, and at no time should children walk 

away from the duty teacher whilst being supervised. 
·  Children are expected to line up quietly at the end of each break. 
·  Children must not leave the designated supervision area by the railings until their 

parents have collected them.  Parents are requested to collect their children promptly at 
the end of the day. 

·  The Swimming Pool is strictly out of bounds to pupils at all times unless a member of 
staff is present. 
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Rewards and Sanctions 
 
·  Rewards 
 
In the Infant Department we continually acknowledge the progress and good work of the 
pupils.  We aim to give plenty of praise and create a positive atmosphere.  From time to time, 
children are invited to show an excellent piece of work to the Head of Infants, who will praise 
the pupil and sometimes award additional housepoints.  Pieces of work completed by children 
of all abilities within a class are displayed in the classroom. 
 
Certificates are often awarded for good project work or for a simple achievement, such as 
entering the swimming pool where the child had been unable to do so.  If a child 
demonstrates exemplary behaviour, a certificate is awarded and the child’s name will be put 
on the Scroll of Honour in the entrance hall.  Ten housepoints are also awarded. 
 
Children taking part in assemblies or work on the stage always receive praise to boost their 
confidence and self-esteem. 
 
House points are awarded for good or improved work and displayed on a chart within the 
classroom. 
 
Amusing ‘stickers’ may be used by individual teachers to help encourage the child. 
 
Merit award badges are presented each week in whole-school assembly to one or two 
children in each class.  This award can be for academic or behavioural improvement or 
continued good work.  The achievement of a merit award gains five extra housepoints for the 
pupil’s house. 
 
·  Sanctions 
 
Any children continuing to misbehave or be disruptive will in the first instance be 
reprimanded by their class teacher.  This may include repeating work or staying in at 
playtime to finish work. 
 
A continuing offender displaying bad behaviour, poor work or misconduct, may then have to 
be seen by the Head of Infants for verbal discipline.  If there is no improvement, parents are 
notified by letter and the child serves a lunchtime detention organised and supervised by Miss 
Jones, Head of Infants.  In accordance with departmental administration, the letter contains a 
tear-off slip to be signed by the parents and returned the following day. 
 
Parents receiving such a letter may wish or may be invited to come to discuss the problem 
with the class teacher, the Head of Infants or the Headmaster.  In such cases the parents are 
requested to make a prior appointment. 
 
A teacher may take away housepoints on rare occasions where work or behaviour is of a poor 
standard.  A pupil may be told to clean up a particular part of the classroom or playground if 
he or she has made this dirty.  Litter duty may be given as a punishment if this is appropriate.  
Children who continually talk during assembly or at any other required ‘quiet time’ may be 
asked to stand up. 
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If appropriate, a pupil may be asked to write a short ‘sorry’ note to the person they have 
offended. 
 
Guidelines for Good Discipline in the Classroom 
 
1 Good manners and courtesy to others should be observed at all times.  Children are 

expected not to speak when members of staff are speaking to them and they are 
expected to listen attentively at appropriate times. 

2 All members of staff should be addressed by their title and surname (eg Miss Jones, 
Mrs Hitch).  This includes all classroom assistants and adult helpers. 

3 Children are taught to raise their hand, without calling out, to answer a question or to 
ask to leave the room. 

4 Children should eat or drink only when seated and they are expected to demonstrate 
good manners when eating their snack or lunch. 

5 Children are encouraged to take increasing responsibility for their own possessions 
and to respect the possessions of others. 

6 All children are expected to say ‘please’ and ‘thank you’ and to not talk when others 
or the teacher is speaking. 
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School Uniform 
 
School uniform is compulsory throughout the school.  The various items of uniform may be 
purchased from the school’s uniform shops, which are located on the second floor of 
Hillingdon House.  There is a new uniform shop, run by Mrs Mitchell and Mrs Haley, and a 
second-hand uniform shop organised by Mrs Filler.  The shops are open on specific days at 
times which are listed in the Diary of Events and published from time to time in the 
Headmaster’s newsletters.  If parents are unable to attend the new uniform shop at those 
times, an order form can be left with the School Secretary whenever convenient.  In this way, 
all parents are able to purchase school uniform in order to meet the high standards of 
individual and collective appearance expected at school. 
 
The lists below outline the winter and summer uniform requirements, which must be 
observed at all times. 
 
Long hair must always be tied back away from the face and eyes, using soft hair accessories 
such as scrunchies.  Blue scrunchies, to match the school uniform, are available from the 
school uniform shop. 
 
Swimming or outdoor kit should be kept in a plastic bag which can be easily hung on a peg.  
The PE kit should be in a school shoe bag with the child’s painting apron. 
 
Earrings (one pair of plain studs only) may be worn to school, but for safety reasons they 
must be removed for PE and swimming.  It is advisable, therefore, that younger pupils do not 
wear earrings at all on PE or swimming days. 
 
We must emphasise that all items of clothing, including underwear, should be clearly 
labelled with the child’s name so that the owner can be easily identified.  All bags and 
possessions, including toys, should also be clearly labelled. 
 
Children are expected to look smart and tidy at all times. 
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Infant Uniform List - Autumn and Spring Terms 
 

BOYS GIRLS 

School Blazer (all Years) School Blazer (all Years) 

School Cap (Reception – Year 2) School Hat (Reception – Year 2) 

School Tie (all Years) School Tie (all Years) 

School Pullover (all Years) School Pullover (all Years) 

School Shirt: grey, long sleeved 
(all Years) (also from John Lewis) 

School Shirt: white, long sleeved 
(all Years) 

School Trousers: grey, long (all Years) School Skirt: grey (all Years) 

School Socks: grey (all Years) School Socks: grey (all Years) 
(or grey tights in cold weather) 

Shoes: black, plain (all Years) Shoes: black, plain (all Years) 

Craft Overall: blue (all Years) Craft Overall: blue (all Years) 

Duffle Coat (optional) 
(Reception – Year 6) 

Duffle Coat (optional) 
(Reception – Year 6) 

School Scarf, Hat, Gloves (optional) 
(all Years) 

School Scarf, Hat, Gloves (optional) 
(all Years) 

Plimsolls (all Years) 
- slip-on for Reception 

Plimsolls (all Years) 
- slip-on for Reception 

Plimsolls/Outdoor Trainers (all Years) 
- slip-on for Reception 

Plimsolls/Outdoor Trainers (all Years) 
- slip-on for Reception 

PE Socks: white (all Years) PE Socks: white (all Years) 

PE Shorts: white (all Years) PE Shorts: white (all Years) 

PE ‘T’- Shirt: white (all Years) PE ‘T’- Shirt: white (all Years) 

*Swimming Trunks: blue (all Years) *Swimming Costume: blue (all Years) 

*Swimming Hat: yellow (all Years) *Swimming Hat: yellow (all Years) 

*Towel (all Years) *Towel (all Years) 

Old Tracksuit (Reception) Old Tracksuit (Reception) 

School Tracksuit (Years 1 - 11) School Tracksuit (Years 1 - 11) 

Book Folio (blue folder) Book Folio (blue folder) 

 
*Reception children do not need swimming kit until the beginning of the summer term 

 
Items in bold type can ONLY be purchased from the school’s uniform shop 
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Infant Uniform List - Summer Term 
 
 

BOYS GIRLS 

School Blazer (all Years) School Blazer (all Years) 

School Cap (Reception – Year 2) 
School Hat: straw boater 
(Reception – Year 2) 

School Tie (all Years)  

School Pullover (all Years) School Pullover (all Years) 

School Shirt: grey, short sleeved 
(all Years) (also from John Lewis) 

School Summer Dress 
(Reception – Year 6) 

School Trousers: grey, short 
(Reception – Year 2)  

School Socks: grey, short (all Years) School Socks: white, short (all Years) 

Shoes: black, plain (all Years) Shoes or Sandals: black or navy, closed 
heel and toe (all Years) 

(Navy Sandals may be worn 
from Reception to Year 2)  

Craft Overall: blue (all Years) Craft Overall: blue (all Years) 

Plimsolls (all Years) 
- slip-on for Reception 

Plimsolls (all Years) 
- slip-on for Reception 

Plimsolls/Outdoor Trainers (all Years) 
- slip-on for Reception  

Plimsolls/Outdoor Trainers (all Years) 
- slip-on for Reception  

PE Socks: white (all Years) PE Socks: white (all Years) 

PE Shorts: white (all Years) PE Shorts: white (all Years) 

PE ‘T’- Shirt: white (all Years) PE ‘T’- Shirt: white (Reception – Year 6) 

Swimming Trunks: blue (all Years) Swimming Costume: blue (all Years) 

Swimming Hat: yellow (all Years) Swimming Hat: yellow (all Years) 

Towel (all Years) Towel (all Years) 

Old Tracksuit (Reception) Old Tracksuit (Reception) 

Sun hat & sun cream Sun hat & sun cream 

School Tracksuit (Years 1 – 11) School Tracksuit (Years 1 – 11) 

Book Folio (blue folder) Book Folio (blue folder) 

 
Items in bold type can ONLY be purchased from the school’s uniform shop 
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Extra Curricular Activities 
 
Clubs 
 
Opportunities to participate in clubs and extra-curricular activities are increasingly offered to 
infant pupils as they get older.  Popular choices for infant children include: 
 
·  Football (from Year 2) 
·  Tennis (from Year 2) 
·  Learning a musical instrument, eg recorder (from Year 2) 
·  Spanish (after school) 
·  Ballet 
·  Country dancing 
 
Parents will be advised about these opportunities as they arise by the organising members of 
staff. 
 
Charity Support 
 
Each Monday we ask the children to bring in 10p for the NSPCC.  This is the school’s chosen 
charity which we have supported for many years and for which we hold occasional sponsored 
events.  Many other charities are also supported on a smaller scale throughout the year, often 
organised by senior pupils.  On these occasions parents may be asked to make or buy a cake 
for a cake stall - children will be given prior notice of these events. 
 
Many other events occur during the year such as the annual Poppy Appeal, when we ask 
pupils to donate small amounts of money.  On such days we ask that each child brings his or 
her donation in a named envelope or purse.  Several times a year pupils are invited to come to 
school in home clothes in exchange for a small charitable donation. 
 
Please note that money should be brought into school only for the above purpose or in the 
event of a child needing money for a trip or out-of-school activity.  In the latter case, money 
may be given to the class teacher for safekeeping during the day.  All money should be in a 
purse or envelope clearly marked with the child’s name.  The pupil must of course 
remember to come to the teacher at the end of the day for the money to be returned! 
 
The Friends of Saint Nicholas 
 
The Friends of Saint Nicholas are a group of current parents who organise social and fund-
raising events throughout the year.  Regular committee meetings are held at the school to 
discuss the positive and supportive role played by the Friends in school life.  Events held 
during the year usually include the following: 
 
·  Coffee mornings 
·  Discos and dances for pupils 
·  Bonfire and Fireworks party 
·  Christmas Bazaar 
·  Summer Fête 
·  Summer Ball 
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All funds raised are invested back into the school by way of extra resources and equipment 
for the pupils.  In recent years, the Friends have contributed to the purchase of new library 
books, computer equipment, musical instruments, games and sports equipment.  The Friends 
embark upon major projects from time to time, the most recent being the addition of a second 
tennis court and provision of a superb playground climbing frame for the infants. 
 
All parents are invited to join the Friends committee, to suggest ideas for future fund-raising 
or to help out at any of the many events held throughout the year. 
 
 
Policies 
 
Up to date policies may be seen on the school website 
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And Finally…  
 
Saint Nicholas is a happy school.  Pupils of all ages quickly develop confidence, respect and 
social responsibility, as a reflection of the caring community that prevails in all aspects of 
school life.  The school is small enough for everyone to feel they have a part to play, yet large 
enough to allow the full range of academic subjects and educational opportunities. 
 
Parents are actively encouraged to become involved in the life of the school, and to attend the 
many and varied functions throughout the year.  At Saint Nicholas, we feel a child's 
education is only complete when it is shared between school and home. 
 
Parents may rest assured that the Headmaster and his staff will be constantly striving to 
maintain and improve the performance, facilities and reputation of the school for the benefit 
of its pupils.  There is no doubt that the school will continue to flourish and develop in the 
years ahead, as Saint Nicholas is an independent school that thrives on the commitment and 
dedication of everyone associated with it. 
 
We wish all parents and children a happy time in the Infant Department 
 
Miss M Jones 
Head of Infants 
 
 


