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 Introduction  
The aim of this guide is to give you information about Parish CE Primary School and help 
you and your child as you begin your journey with us and become part of our school 
community. 
 

Daily Routine 

8.40am Soft start.   
Side gates open and 
children can go to 
their classrooms.  

8.55am  School gates close 

9.00am  Register 
 
10.15am  YR, Y1 and Y2 Break 

10.30am  Y3, and Y4 Break 

10.45am  Y5 and Y6 Break 

12noon - 1pm  YR, Y1 and Y2 Lunch 

12.15pm - 1.15pm  Y3 and Y4 Lunch 
 
12.30pm - 1.30pm Y5 and Y6 Lunch 
 
3.15pm  Side gates open 
  
3.20pm End of school day for 

all pupils 

 

Starting school, the first few days…. 

To make the transition to school easier, children in reception 
classes have a different school routine for the first two 
weeks.  
 

The Autumn Term begins on Tuesday 31st August. 
 

We begin the term with staggered starts for our reception 
pupils and half days.  In previous years this has been for the 
first two weeks.  However, as school life in September is still 
unknown due to the COVID-19 pandemic, these plans may 
change. 
 

 Ruby Class Jasper Class Garnet Class 

Tues 31st Aug 
Drop off 9am 
Pick Up 11.45am 

Drop off 9.15am 
Pick Up 12.00 

Drop off 9.30am 
Pick up 12.15pm 

Wed 1st Sept - 
Fri 3rd Sept 

Drop off from 8.40am 
Pick up 12.00 

Mon 6th Sept 
Drop off from 8.40am 

Pick up 12.00 

Tues 7th Sept 

Drop off from 
8.40am ( 
Lunch at school 
Pick up 1.15pm 

Drop off from 
8.40am  
Pick up 12.00 

Drop off from 
8.40am  
Pick up 12.00 

Wed 8th Sept 

Drop off from 
8.40am  
Pick up 12.00 

Drop off from 
8.40am  
Lunch at school 
Pick up 1.15pm 

Drop off from 
8.40am  
Pick up 12.00 

Thurs 9th Sept 

Drop off from 
8.40am  
Pick up 12.00 

Drop off from 
8.40am  
Pick up 12.00 

Drop off from 
8.40am 
Lunch at school 
Pick up 1.15pm 

Fri 10th Sept 
Drop off from 8.40am 

Lunch at school 
Pick up 1.15pm 

From 
Mon 13th Sept 

As per daily routine 

 
 

You will see our proposed daily routine.  Currently we are 
operating staggered start and finish times for the pupils who 
are currently in school.  From September our daily routine 
may change but we will communicate this with you. 
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Age of Admission 
In line with legislation, all children will be permitted to start in reception in the September following their 
fourth birthday. This will give parent/guardians of children born on or after 1 March the option of 
choosing a September start for their child. 
 
Parents can request that the date their child is admitted to the school is deferred until later in the school 
year or until the beginning of the term the child reaches compulsory school age in the year of admission. 
Where entry is deferred to later in the academic year, admission authorities must hold the place for that 
child and not offer it to another child. Once a place has been offered the parent would not however be 
able to defer entry beyond the beginning of the term after the child's fifth birthday, nor beyond the 
academic year for which the original application was accepted. Hence children born between 1 April and 
31 August and offered a place for admission will be expected to join the school by the start of the summer 
term in the academic year of admission.  
 
Parents can also request that their child attends part-time until the child reaches compulsory school age 
but this must be in discussion with the Head teacher and in the best interest of the child. 
 
Please make sure your child’s teacher and the school office is aware of the option you have chosen. 

Points to Note 

• The class teachers will be available during 
the afternoons of the first two weeks if 
you would like to meet with them and 
discuss any concerns you have regarding 
your child settling into school life. 

• When collecting your child, please let the 
member of staff know who you are 
collecting.  Please be patient in the first 
few weeks as this may take longer than 
usual while staff members get to know 
faces. 

• The class teacher must be informed if the 
parent/carer is not collecting their child. 

• Morning break times are separate from Y1 
and Y2 for the first two weeks.  From then 
breaks will be with Y1 and Y2. 

• Lunchtimes are monitored by Midday 
Supervisors and additionally class 
teachers during the transition period.   

• A quiet area of the playground is marked 
off for children who need a smaller space. 

 

Be aware of but don’t worry about… 

• Tiredness – school routines are more 
rigorous than playgroup. 

• Day 2 blues! 

• ‘I did nothing at school today’ – children 
are often too tired to talk about it when 
everything is new and different. 

• Tears – they stop as soon as you leave. 
 

Who’s who? 
Head Teacher:    Mrs. R Coleman 
Assistant Head Teacher/EYFS leader: Mrs G. Abbey-Gibbs 
Assistant Head Teacher:  Mrs. C Sykes 
Assistant Head Teacher:   Mt M. Powell 
SENDCO:    Mrs. T. Kettle 
Family Support Worker:  Mrs. M. Bruneau 
Office – Finance and Business: Mrs. C. Davey 
Office – Attendance:   Mrs. S. Clifford 
FOPS: Friends of Parish School  
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In Reception we follow the Early Years Foundation Stage curriculum (EYFS), which if 
your child has been at pre-school or nursery, they will have already started. It is a 
play-based curriculum where children learn through engaging in practical, 
purposeful, play based activities. We tend to have an overarching theme or topic for 
a half term based on the children’s fascinations and interests. We then find high 
quality texts to match these interests and deliver our lessons through the use of 
storybooks. Planning is differentiated throughout the early years and activities are 
planned to aid smooth transitions, continuity and progression. The general routine 
of the day is that the children will have a short ‘carpet’ input (teaching session) and 
then will explore the concepts covered during independent learning time. 

We plan and deliver an exciting and challenging curriculum based on our 
observation of the children’s needs, interests, and stages of development across all 
seven areas of learning. All areas of learning and development are important and 
inter-connected. 

The EYFS curriculum is comprised of the following areas: 

E
Y
F
S
 

Prime Areas: 

Communication and Language 

• Listening, Attention and 
Understanding 

• Speaking 
 

Physical Development 

• Gross motor skills 

• Fine motor skills 
 

Personal, Social and Emotional 
Development 

• Self-regulation 

• Managing Self 

• Building Relationships 

Specific Areas: 
Literacy 

• Comprehension 

• Word reading 

• Writing 
 
Maths 

• Number 

• Numerical Patterns 
 
Understanding the World 

• Past and Present 

• People, Culture and Communities 
 
Expressive arts and design 

• Creating with materials 

• Being Imaginative and expressive 

Early Years Foundation Stage 
 
EYFS 
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What language will I see? 
 

Terminology Code Meaning 
Emerging 1 Child is working below age related expectations. 

Expected 2 Child is secure in the majority of the age related expectations. 

 

How will children be assessed? 

The ‘Development Matters’ age bands, and the Early 
Learning Goals (ELGs) provide the basis for assessment 
throughout Reception.  
 

Baseline 
The reception baseline assessment (RBA) is a short, 
task-based assessment of your child’s early literacy, 
communication, language, and mathematics skills 
when they begin school. It is statutory for all schools 
from September 2021. The assessment can take place 
at any point in the first 6 weeks of your child starting 
in Reception. The assessment will form the start of a 
new measure of how schools are helping their pupils 
to progress between reception and year 6. Your child 
does not need to prepare. There is no pass mark, or 
score and your child should not realise they’re doing 
an assessment. 
 

Ongoing Assessment 
Our assessment relies on our knowledge of each child 
and the personal relationships we have with them, 
allowing us to know exactly where they are working at 
and to help us to plan for children’s next steps in 
learning.  

 

 

Don’t say to you child 
‘be brave’ because this 

tells them there’s 
something to fear and 

there isn’t. 

How can you help? 
 

1. Teach your child to be independent 
2. Accept they will be tired 
3. Avoid the fear of the unknown 
4. Label it 
5. Prepare for lunches 
6. It’s not a race 
7. Familiarise and socialise 
8. Be positive and calm 
9. Get involved in school life 
10. Teach them to lose 

 

 

The wider the range of possibilities we offer children, the more intense will be their 
motivations and the richer their experiences. 

Loris Malaguzzi 

We use our knowledge of the children along with 
evidence from a wide range of sources, such as 
observations of the children whilst playing, 
interactions with the children during adult led 
activities and discussions with parents and carers, to 
inform our judgements.  
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Developing Independence 
 

One of our aims at Parish is to inspire the children 
to be independent, life-long learners. We begin 
this at the earliest stages by encouraging the 
children to be independent in their self-care and 
to have a sense of responsibility and community. 
 
Here are some things you can do to ensure your 
child is ready for school: 
 
Encourage general independence:  

• letting your child take off their coat and 
hang it up by themselves  

• getting their own clothes out of the 
drawer 

• letting them attempt tasks before asking 
for help 

 

The importance of talk 

In order for your child to make their needs known 
and to be able to socialise with their peers, it is 
very important for them to have good speaking 
and listening skills. Please encourage your child to 
be observant and to notice and be interested in 
the things around them. 
 
Children need to learn the skills involved in 
conversation:   

• making eye contact and turning their body 
towards you  

• waiting for their turn to speak  

• keeping to the topic of conversation (to 
the best of their ability)  

 
If you notice your child is mispronouncing a word 
or using incorrect grammar, give them plenty of 
opportunity to hear you or other adults saying it 
correctly. Children who speak in clear, coherent 
sentences find it easier to write when they are 
older. 
 
New Experiences 
Before your child starts school begin to introduce 
the subject of the new experiences that they 
might come across. 
 
If your child is going to have a packed lunch, let 
them use their lunch box to eat from at home so 
that they can try opening and shutting the box, 
dealing with cartons, packaging etc, but also 
reassure them that there will be midday 
supervisors (dinner ladies) to help them. If they 
are going to have school dinner, encourage them 
to be prepared to try different foods. 
 
 

Equality, Diversity, and Inclusion 

 
In Reception, we consciously celebrate the rich 
diversity of our school community by using a wide 
variety of inclusive books and resources.  We 
actively promote inclusion by celebrating all the 
differences that make us unique and special 
members of our school. 
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Making the most of parental consultation 
events 
 
Going to a parents’ evening can take some time 
and organisation and you need to make the 
most of the time with teachers you have once 
you are there. The more you can get out of it, 
the better for your child. Here are some ideas: 
 

• Make sure you know whether you 
should take your child with you or not. 
  

• Try to turn up on time for each 
appointment if you are meeting with 
more than one teacher. Don’t overrun 
your time. If you feel there isn’t enough 
time to cover all the issues at the 
parents’ evening, you can always 
arrange to talk to the teacher again 
either on the phone or by making an 
appointment.  
 

• Ask questions – if you don’t agree with 
something or you are not sure what a 
teacher means, don’t feel too 
embarrassed to ask.  

 

• Be prepared to listen – try not to jump to 
conclusions or criticise the teachers or 
school without really listening to what 
they have to say. It helps teachers and 
parents to share information and 
knowledge about the child.  

 

• Try to come away from the meeting with 
some positive steps that you, your child 
and the teachers will take to help your 
child succeed.  

 

Parental Consultation Events 
 
Over the year we have key engagement 
opportunities with you as parents/carers. 
 
The year starts with our ‘Meet the Teacher’ 
event at the start of the Autumn Term. 
 
Year R-6 Consultation Meeting 
This event, held after the October half term, will 
focus on  

• how your child has settled into their 
class, include your child’s attitude to 
learning and their behaviour. 

• targets and next steps of learning. 

• what you can do at home to ensure your 
child achieves their targets. 

 
Year R-6 Consultation Meeting  
This event takes place in the Spring Term and 
will be an opportunity to discuss 

• the progress your child has made so far.  

• whether your child is currently below, 
working towards, at expected or 
exceeding age related expectations.  

• targets and next steps and your role in 
supporting your child with their learning. 

 
Open Afternoons 
Finally at the ‘Open Afternoons’ in July there is 
an opportunity to celebrate the work your child 
has completed over the course of the school 
year. 
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Academy Advisory Council (AAC) 
The purpose of the AAC is to support, advise and be 
a critical friend to Headteacher in raising standards 
of achievement and progress for all learners. 
http://www.parishceschool.com/384/advisory-
council 
 
Breakfast and After School Club (BASC) 
Our Breakfast and After School Club (BASC) is run by 
members of our school staff.   
http://www.parishceschool.com/798/breakfast-
and-after-school-club 
 
Extra-Curricular Activities 
These are activities that are run before or after 
school and during lunchtimes.  Some of these are run 
by members of staff and some are run by outside 
agencies.  Some are free and some incur a charge.  
The clubs’ room on Fronter provides information 
about the various activities on offer. 
 
FOPS – ‘Friends of Parish School’ 
This is the Parish School equivalent of PTA or 
Parent/Teacher Association.  FOPS are a group of 
parents who help to fundraise for the school, provide 
entertainment for the children, involve parents in 
the life of Parish School and provide opportunities to 
socialise.  As soon as you join the school you 
automatically become a member of FOPS so why not 
make the most of your time at Parish and find out 
how you can help!  Look out for flyers and 
information in book bags, the website and on 
Facebook. 
 
Forest School 
Classes are taken in the wooded area next to the 
playground to learn about the natural environment, 
how to handle risks and use their own initiative to 
solve problems.  All learning is related to the 
National Curriculum and topics that the children are 
studying in class.  Information is given to 
parents/carers prior to the sessions.   
 
Houses 
All children at Parish are allocated a ‘house’; Cavell 
(red), Churchill (green), Livingstone (yellow) and 
Nightingale (blue).  Housepoints are used as part of 
our reward system, and we also hold inter-house 
sports events. 
 
 
 

Inset Days 
There is no school for children on these days as 
teachers/staff are involved in training and 
administrative matters. 
 
Mansion Building 
A Grade 2* listed Georgian Mansion which houses 
the Headteacher, Deputy Headteacher, the SENDCO, 
the school office, staffrooms, the site manager’s 
office, the Y5 and Y6 classrooms, the school library, 
and the hall. 
 
Music Lessons 
At Parish, children have the opportunity to learn to 
play a musical instrument.  Currently, children can 
learn to play the piano, flute, clarinet, saxophone, 
trumpet, trombone, French horn, euphonium, violin, 
viola, cello, and drums.  They are also able to have 
singing lessons.  Lessons are provided by peripatetic 
music teachers from Bromley Youth Music Trust 
(BYMT).  Application forms, which show the cost of 
these lessons, can be obtained from the school office 
or via the school website. 
 
School Diary Dates 
These are notified to parents/carers via the yearly 
date list.  Reminders for some events can be found 
on newsletters.  The website calendar is also kept up 
to date and includes dates for terms, half terms, 
bank holidays and Inset Days. 
Please note that the last school day before a half 
term is always a full school day and the last school 
day of the term finishes at 1.30pm. 
 
School Drop-off 
The school side gates are opened at 8.40am and 
closed promptly at 8.55am.  Reception children are 
walked by parents/carers down the service road to a 
small wooden gate by the gym, where they will be 
meet by a member of the EYFS team.  Your child is 
expected to be in their classroom for registration, 
which takes place at 8.55am.  Once the gates close, 
your child is deemed ‘late’ and should be taken to 
the school office in the Mansion to be signed in to 
the late book. 
 
School Pick-up 
The school side gates are opened at 3.15pm. 
Parents/carers need to walk across the playground 
to wait outside the classrooms.  Your class teacher 
must be able to see the parent/carer before the child 
leaves.  Should you wish to speak to your child’s 
teacher, please wait for all pupils to be collected.  For 
detailed matters please call the school office to 
arrange an appointment. 

Useful Information 

http://www.parishceschool.com/384/advisory-council
http://www.parishceschool.com/384/advisory-council
http://www.parishceschool.com/798/breakfast-and-after-school-club
http://www.parishceschool.com/798/breakfast-and-after-school-club
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Winter Uniform 
Children may wear either of these options: 
1)   

• Navy pinafore dress or skirt  

• White or pale blue shirt/blouse 

• Navy cardigan or jumper with school logo 

• School tie (navy with a red stripe) 
• White or navy socks or tights                                                                   

• Black shoes 
2) 

• Grey trousers 

• White or pale blue shirt/blouse 

• Navy cardigan or jumper with school logo 

• School tie (navy with a red stripe) 

• White or grey socks or tights                                                                  

• Black shoes 
  
Summer Uniform 
Children may wear any of these options: 
1)  

• Navy pinafore dress or skirt  

• Short sleeved white or pale blue shirt/blouse or 
white or blue polo shirt (logo optional) 

• Navy cardigan or jumper with school logo 

• White or navy socks  

• Black shoes 
2) 

• Pale blue and white dresses 

• Navy cardigan or jumper with school logo 

• White or navy socks  

• Black shoes 
3)   

• Grey trousers or shorts 

• Short sleeved white or pale blue shirt/blouse or 
white or blue polo shirt (logo optional) 

• Navy cardigan or jumper with school logo 

• White or grey socks  

• Black shoes 
N.B.  
No jewellery should be worn. 
No nail varnish. 

Only plain stud earrings or sleepers should be worn 
in pierced ears. 
Please make sure everything is named. 
 
 

School Lunch 
Children in YR/Y1/Y2 are entitled to free Government 
funded school lunches. Alternatively, your child can bring 
a packed lunch to school.   We pride ourselves as being a 
‘Healthy School’ and would ask that you do not include 
sweets, crisps, chocolate or fizzy drinks in your child’s 
lunch pack.  Also, as we have several children in school 
who are ‘severely allergic to Nuts’ we ask that you do not 
give your child any foods in their lunch box that contain 
nuts of any kind.  Thank you. 
 
Free Fruit for Infants – this is a Government funded 
initiative which provides free fruit for EY and KS1 school 
children (YR, Y1 & Y2).  This is distributed daily to the 
children during morning break-time. 
  
Milk – Children are entitled to ‘Free’ milk until their 5th 
Birthday. After that you can pay each term for your child 
to have milk at morning break-time.  This is organised by 
an outside company, ‘Cool Milk’, and can be ordered by 
post using a form available from the school office or online 
at:  www.coolmilk.com  
 
School Uniform 
Marks and Spencer sells a number of Parish specific 
uniform items (see separate leaflet). The school receives 
a small commission for every item of Parish specific 
uniform sold.  
 
Ties, book bags  and iron on school logos can also be 
purchased via the school office. 
 
Children are expected to wear Winter uniform (including 
a tie) from the Autumn half-term and Summer uniform 
may be worn from return to school after the Easter half-
term holiday. 
 
PE Kit – Children will take part in PE lessons throughout 
the year come rain or shine. Children will wear their PE 
kits to school on the days that they have PE.   
The PE kit is: 

• House colour T-Shirt or Polo Shirt (logo optional) 

• Plain Navy shorts 

• Plain Navy sweatshirt (logo optional) 

• Plain Navy tracksuit bottoms (logo optional) 

• Black plimsoles (for indoors) 
• Trainers (for outdoors, not brightly coloured) 

 
N.B.  
No jewellery should be worn. 
No nail varnish. 
Only plains stud earrings or sleeper should be worn in 
pierced ears. 
All long hair must be tied back. 
Please make sure everything is named. 
 

 

What should I do if? 
 

MY CHILD IS ILL 
Keep him/her at home and 

telephone the school absence line 
on the FIRST day of absence.  Please 

send a note in with your child 
when he/she returns to school. 

MY CHILD HAS A MEDICAL APPOINTMENT 
  

If your child has a doctor’s/dentist’s 

appointment please send a letter in to your 

child’s class   teacher.  Come to the school 

office when it is time to collect your child. 

Please try to avoid booking routine dental 

check-ups during school hours. 

http://www.coolmilk.com/
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School Events 

• Book Week  - a week when children have a literacy focus and often work with younger and older 
children.  The week includes a Book Fair in the hall; a percentage of the  money taken at the fair 
is claimed in books for the school.  Children (and staff) also dress up as a book character for one 
of the days. 

• Enrichment Days – throughout the year some days are set aside to focus on specific subject.  
Past enrichment days have include Science, Art, Music and International Day. 

• Family Worship – Each class will prepare and perform a class act of worship to the whole school.  
Parents of the children are invited to attend the family worship which their child is involved in.  
They are always held on a Wednesday in the School Gym from 9.00am, dates for these assemblies 
are listed on the School Newsletters. 

• Life Bus – the Life Bus visits the school during the summer term. All children have a session in 
the life bus which focuses on healthy living, wellbeing and personal and social issues.  
Parents/carers are also invited to see the Life Bus. 

• Parent Consultation – a set afternoon/evening each term when parents/carers book an 
appointment to meet with their child’s class teacher. 

• Sports Day – This popular event is held towards the end of the Summer term, parents/carers are 
invited to attend.  The day is split in to different part for different year groups – Infants in the 
morning (YR to Y2) and Juniors in the afternoon (Y3 to Y6).  A reserve date is set in case of poor 
weather. 

• School Visits – each year group plans school visits to support the curriculum.  Information about 
each visit is sent out to parents/carers in advance. 
 

 
 

FOPS – ‘Friends of Parish School’  
This is the Parish School equivalent of PTA or Parent/Teacher Association.  FOPS are a large group of 
parents who help fundraise for the school and provide entertainment for the children, involve parents in 
the life of Parish School and provide opportunities to socialise.  As soon as your child joins the school you 
automatically become a member of FOPS. 
 
FOPS Class Reps 
Each class has one or two FOPS volunteer parents or carers who act as communicators between the 
teacher/school and the parents/carers.  Should you have any questions please feel free to contact the 
team or access the Friends of Parish School Facebook pages. 
 
FOPS Organised Events:  
Christmas Fair – this takes place on a Friday afternoon in December.  Parents/carers of Reception children 
are invited to escort their children around the fair. 
Easter Egg Hunt – this is held the week of Easter, during the school day.  Each child will receive a chocolate 
egg to take home with them at the end of the day.  Parents are not required to attend but volunteers to 
help out are most welcome. 
Firework Evening – this event is ticketed and is held in early November on the school field. 
Summer Fair – held on the School field on a Saturday afternoon towards the end of the Summer term.   
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Parish Church of England Primary School is a 3-form 
entry school, which is thought to be the oldest 
educational establishment in the London Borough 
of Bromley, dating back to a 1716 Charity 
Foundation. 
 
In September 1986, the school transferred, along 
with the pupils and staff of St Mary's Church of 
England Primary School, to its current location - a 
renovated eighteenth century mansion known as 
Plaistow Lodge. This is a listed building, which 
stands in its own grounds in London Lane.  This 
along with a new suite of 12 classrooms, a separate 
reception block, a gym and our field enables us to 
provide a unique, exciting and fulfilling education 
for our pupils.  
 
Our school is part of the Aquinas Multi Academy 
Trust.  Formed in 2013, the Aquinas Trust aims to 
offer its learners an education where individuality 
is celebrated, talents are nurtured and progress is 
sustained from early years to A levels. With 
expertise shared across phases and every academy 
placing Christian values, scholarship and excellence 
at its heart, the academies strive to ensure every 
learner succeeds and fulfils their God-given 
potential. By sharing professional expertise, 
learning from each other, the Trust offers its 
learners an education without glass ceilings. 
 
 

 
 
As a church school we endeavour to teach our 
children about the Christian faith through our Acts 
of Collective Worship and through the way we live 
and work together. God is at the heart of our school 
life as we focus on our core values of integrity, 
honesty, respect, generosity, trust and care.  
 
At Parish we believe that is important that children 
receive a broad and enriching curriculum, which 
prepares them for the next phase of their 
education, and we continue to strive to achieve 
this.  Whilst standards in Numeracy and Literacy 
are important, we encourage children to learn 
about the wider world through the International 
Primary Curriculum and enable them to enjoy a 
range of musical and sporting activities both during 
the day and through after school clubs. We value 
each and every talent and skill not just of the pupils 
but also of all of our staff, and we seek to nurture 
and develop every individual. 
 

Parish C.E. Primary School –  
 
Our roots, our journey, The Aquinas 
Trust and our ethos. 
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You should ensure that the school is always kept up-to-
date of changes to your telephone numbers, email 
addresses and details of your nominated emergency 
contacts.   
 
It is important that you make every effort to collect  your 
child(ren) on time. 
 
If something happens which means you will be late to pick 
up your child: 

➢ You should always contact the school. 
➢ Make arrangements for your child to be collected 

by someone else. 
➢ The school will not allow your child to go home 

with someone other than you unless you have 
given explicit permission. 

➢ The school will not allow your child to go to after 
school, as this must be prebooked and we must 
have your explicit written permission. 

➢ If you are not able to contact the school, they will 
try and contact you or the emergency contact 
you have provided. 

 
 
Children Not Collected from School 
 
This protocol should be followed on those occasions 
where a child has not been collected from school at the 
end of the day and it has not proved possible to contact 
the parent(s)/carer(s) or the emergency contact person 
for the child.  These situations are time consuming for the 
school and can be upsetting for the child, but in the 
majority of cases the child is collected albeit late from 
school. 
  
Where children are collected late from school on a 
regular basis, then the school must make a referral to the 
Education Welfare Service and the matter followed up 
with the parent(s)/carer(s).  This protocol is not to be 
used to threaten or punish parents who are habitually late 
in collecting their children. 
 
However, there will be the occasions when parents/carers 
fail to collect a child due to an accident, illness or other 
emergency which will result in the child not being able to 
go home at the end of the day.  On these occasions, it is 
important that a protocol is available which will enable 
the child to be looked after in a safe and welcoming 
environment.  
 
The guiding principle in dealing with any situation in which 
a child is not collected from school must be to minimise 
distress to the child and for him or her to remain in 
familiar surroundings and/or with familiar people for as 
long as possible. 
 

Protocol  
 

1. If a child has not been collected, the school will 
make every possible attempt to contact the 
parent(s)/carer(s).  They will make every effort to 
reassure your child and keep him/her in a 
friendly and familiar place until you arrive. 

 
2. Initial attempt to contact parents/carers should 

be made when 15 minutes have elapsed after 
school closing time.  After 30 minutes have 
elapsed contact with all emergency numbers 
supplied by the family should be attempted. 

 
3. If no contact has been made and no one has 

arrived to collect the child when one hour after 
school closing time has elapsed, then the school 
should contact Children’s Social Care.  

 
4. The Duty Social Worker will then make 

arrangements for the child until the 
parent(s)/carer(s) can be traced.    

 
5. Children’s Social Care will identify a local foster 

carer(s) who are able to look after a primary 
school child on an emergency basis where s/he 
has not been collected from school.  This 
placement will be treated as an informal 
arrangement if the child is collected before 
10 pm.  After that time, since the child will then 
be likely to remain overnight, s/he will be 
formally accommodated under Section 20 of the 
Children Act. 

 
6. The Police Child Abuse Investigation Team (CAIT) 

will be notified if a child is places with a foster 
carer. Should the parent/carer not contact any 
agency by 10 pm and the child be 
accommodated, then the Police will again be 
informed since the child will be regarded as 
having been abandoned necessitating 
consideration of a Police criminal investigation. 

 
IF YOU WOULD LIKE TO SEE A COPY OF THE FULL 
PROTOCOL FOR CHILDREN NOT COLLECTED FROM SCHOOL 
DRAWN UP BY THE BROMLEY SAFEGUARDING TEAM, 
PLEASE ASK AT THE SCHOOL OFFICE. 

 
 

 
PROTOCOL FOR CHILDREN NOT COLLECTED FROM SCHOOL 

INFORMATION FOR PARENTS/CARERS 
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  being in school at least 95% of the time. 
 

Good attendance means… 

Did you know that whilst children are in school 
they: 

• Make new friends 

• Learn and enjoy new experiences 

• Feel safe and listened to 

• Grow in confidence 

• Take part in school trips, events, teams 
and clubs 

• Keep up with school work and homework 

• Can achieve their full potential 

• Have better career prospective 

• Learn how to look after themselves and be 
healthy 

• Are made to feel special when they do 
well 

• Meet and help people in the community 

• Are rewarded for good or improved 
attendance. 

As a parent/carer you can help by: 

• Telling your child how important school is 

• Praising your child’s achievements and 
celebrating their success 

• Organising non-urgent medical 
appointments,  after school or for non-
school days 

• Helping your child get into routines at 
bedtimes and breakfast times 

• Encourage healthy eating and exercise 

• Organising your child’s equipment, P.E. kit, 
uniform etc the night before school 

• Taking time to talk to your child about what 
they have done in school and any problems 
they might have. 

 
 

Remember, if your child is going to be absent… 

✓ Contact the school on the first day of absence 
✓ If possible, advise the school as to how long 

you think your child will be absent 
✓ Bring a note of explanation to school when 

your child returns and find out what work of 
information they may have missed 



 

15 

Check your eligibility and save hundreds of 
pounds whilst helping raise money for your 
child's school. 
 
We are asking all parents and guardians whose 
children go to Parish to register for the Pupil 
Premium scheme.  By signing up to the Pupil 
Premium scheme our school could receive 
hundreds of pounds from the Department for 
Education. For every eligible parent who signs up, 
the school could be in line for up to £1345 to spend 
on resources such as extra staff, books or school 
trips. In addition, one of the added extras of this 
scheme is the opportunity for your child to 
receive free meals at school; which research has 
shown links to educational attainment. 
 
Apply online 
Please take a couple of minutes to complete the 
online form via the Bromley website. 
https://www.bromley.gov.uk/site/xfp/scripts/xfor
ms_form.aspx?formID=180&language=en 
 
Once your application has been received, your 
details will be checked via the Eligibility Checking 
Service and you will be advised by letter whether 
or not your claim is successful.  Confirmation of 
eligibility will also be sent to your child(ren)'s 
school. 
 
Applications received prior to the start of the 
academic year will be processed as soon as 
possible so that the free school meals will be in 
place at the start of the school year.  Applications 
received after the start of the academic year will, 
where possible, be processed within 5 working 
days and will date from the date your claim is 
processed. 
 
Paper application 
If you are unable to complete an online 
application, you can apply at the Civic Centre in 
Bromley. 
 

What happens if my child is eligible for the Pupil 
Premium scheme? 
Once approved the school will look after 
everything. We will ask if you would like your child 
to receive free meals at school and the Pupil 
Premium funding will automatically be passed to 
us. Pupils don’t have to take our meals if they don’t 
want to but, if they are on our Free School Meals 
register, then they qualify for all sorts of other 
financial benefits throughout the year and we are 
able to provide your child with the support that 
they might need.  Your child/children will receive 
free school meals for a complete school year as 
long as you are still entitled to the qualifying 
benefit. 
 
What happens if my child is not eligible for the 
Pupil Premium scheme? 
The Pupil Premium scheme's fundamental aim is to 
enhance students learning and to assist financially 
when required. Even if you are not eligible for the 
scheme right now, circumstances may change 
during the 7 years they are at school and they may 
need some support in later years.  
 
Do I need to apply for the Pupil Premium if my 
child already receives free meals at school? 
Yes please. Although children in Reception, Year 1 
and Year 2 are currently entitled to government 
funded free school meals, we are unable to check 
your eligibility for the full Pupil Premium scheme 
unless you complete an application form. 
 
How will the school use the extra money? 
Each school may use the funding slightly differently 
and will publish what they do on their website. 
Some examples of how we are currently using the 
money include the following: 

• paying for additional staffing 
• providing for small group tuition 
• subsidising the cost of school trips or 

uniform 
• providing a wide range of extra-curricular 

activities 
 
Remember, registering for free meals could raise 
an extra £1,345 for the school per child.  It is 
therefore important to sign up for free school 
meals, even if your child is in Reception, Year 1 or 
Year 2, so that we receive as much funding as 
possible. 

Pupil Premium and Free School Meals 

https://www.bromley.gov.uk/site/xfp/scripts/xforms_form.aspx?formID=180&language=en
https://www.bromley.gov.uk/site/xfp/scripts/xforms_form.aspx?formID=180&language=en


 

 

  

Research shows that your interest and 
involvement in your child’s learning and 
education is more important than anything 
else in helping your child fulfil their 
potential.  As parents/carers, you are the 
people who go with your child on their 
learning journey from the day they are born 
to the time they become an adult. 
 

(DfE Help your child to learn) 

September 2021 

Building learning, friendships and faith 
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