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Dear Parents / Carers, 
 
Starting school is such an important milestone in your child’s life, and we know, with the 
current situation, how important it will be for us to communicate with you on a regular basis 
so you feel supported, but also you can prepare your child for this special moment. 
 
When your child starts school there is so much information to take on board and remember. 
What should your child wear, what is the school policy on absence, what does the school do 
about homework etc.? This handbook is designed to help. It has a vast amount of information 
that at some point in the future you will want to know, even if you don’t realise it now! 
 
This document shares information with you for what usually happens with timings and 
organisation of the school day. Please be aware that some of this information may be updated 
as soon as it is released due to the current COVID19 virus guidance. 
 
Over the coming months and years, further information and updates will come your way, and 
this folder should be a handy place to keep all that information together in one place; you 
never know when it will come in handy! 
 
If you want to know something and it is not covered in this handbook, then please try our 
website. It is our aim to continually update it with useful links to a whole host of information 
that will help you, as and when the time comes; links to homework guides, useful information 
regarding healthy lunches and internet safety to name but a few. If you still can’t find what 
you are looking for then please contact the school to ask. 
 
I hope you will find the handbook useful, try not to be overwhelmed by the details. I hope you 
can enjoy this next couple of months as you prepare for your child’s first day at St Mary’s C of 
E school 
 
 
Kindest regards, 
 
 
Pauline Orchard 

Welcome to St Mary’s Primary School 



 

 

 

 

Starting School 

At St Mary’s School we aim to ensure that everyone feels safe, secure and happy during our induction 
to school, so we work closely with parents to enable this to happen. 

We are delighted that your child is coming to join us, and we hope that the information in this 
booklet will help to make the transition from home to school a relaxed and happy one. 

Starting school is a big step for both parents and children. Talking to your child about what to expect, 
and helping them to do little activities at home similar to those they will be doing when they start 
school, will all be good preparation for settling happily. 

Mission statement – Aim for the best – growing in God’s love 

Our Christian values are important to us here at St Mary’s and we aim to create a happy, fun 
learning environment where are values are central to our lives.  All children are encouraged 
to ‘aim for the best’; challenging their belief that they can succeed and become resilient 
learners. 

 

 

 

                
 
 
 
 



 

 

 

  

School uniform 

The uniform with our school logo on can be purchased from Sportsbug in Melksham.  

Please name every item, including socks. 

http://www.sportsbug.co.uk/index.php?cPath=15_31 

Children are expected to wear the uniform at all times: 

• White polo shirt 
• Grey trousers/skirt/shorts 
• Navy cardigan/sweatshirt with school logo 
• Pale Blue gingham summer dress 
• Plain black school shoes. NO TRAINERS 
• White, grey or black socks 

And for PE. This should be in a drawstring bag or plastic carrier bag 

• Coloured T shirt with school logo (Red – Robins; Blue – Kingfishers; Yellow - Swifts) 
• Navy shorts / skort 
• Daps or trainers 
• Jogging bottoms 

PE kit is sent home at the end of each term for washing 

We also ask that you provide a pair of named wellies that can be kept in school as we will take lots of 
opportunities to go out on welly walks and into the woods on site. Waterproof trousers and jacket are 
essential as we will spend lots of time outside whatever the weather. 

Hair 

We request hair is a natural colour with no extreme styles.  Long hair should be tied back. Tram lines and hair 
gel are not accepted. 

Jewellery 

H&S is important at school; therefore, no jewellery will be worn during PE.  The school will not be responsible 
for lost items.  Simple stud earrings and a watch are the only form of jewellery allowed in school.  Newly 
pierced ears need to be covered in plasters for PE 

Book bag 

A school book bag is needed for carrying home reading records and school books. Please do not put water 
bottles in the bag to avoid damage to school property. 

http://www.sportsbug.co.uk/index.php?cPath=15_31


 

 

 

 

 

 

School organization 

Willow class    Reception 

Beech class   Y1/Y2 

Maple class   Y3/Y4 

Oak class    Y5/Y6 

School starting and finishing times 
 

Breakfast Club From 7:45 7.45am – 8.45am £5.00 

Gates open 8:40 
 

Main door open 8:45 
 

Learning starts: 8:50 
 

Morning Break: 10:30 – 10:45 
 

Lunch Time: 12:00 – 1:00 
 

End of Day: 
3:10 YR/KS1 
3:15 KS2 

 

After school club 
3:15-5:30 (Mon – Thurs) 
3:15-4:15 (Fri) 

3.15pm – 4.30pm £5.00 
3.15pm – 5.30pm £10.00 
(includes a snack) 

 
EYFS children can be dropped off at the side door from 8:45am. There will be a member 
of staff waiting to greet your child, and you can leave any messages if necessary. If your 
child is late and arrives after the gate has closed, please go to the school office to sign in. 
 
School ends at 3:10pm for EYFS children. We ask parents to wait at the back of school 
down the side of the hall. The class teachers will bring the children out of the side door 
into the outdoor area. Please do not wait in the rear play area. 
  



 

 

 

 

 
Breakfast Club and After school care 

 
We have a fantastic team from Active Trowbridge who run our wrap around care. 
Breakfast club runs from 7:45-8.45am and after school club runs from 3.15- 5:30pm 
except on a Friday when school clubs finish at 4:15pm. Bookings and payments are via 
Parent Pay and must be paid for in advance. It is essential for our insurance that every 
child must be registered before attending. Unfortunately, you will be charged extra if 
you use the service and have not paid in advance. When capacity is reached and you 
have not booked we will contact and ask you to collect your child. 
 

What if someone else is picking up my child from school? 
 
If you are not picking up your child from school, you must inform the class teacher or 
contact the school office. We will not send your child home with another adult unless we 
have your permission. In the unlikely event that another person comes to collect, we will 
telephone for confirmation before sending your child home. Your child’s safety is 
paramount. 
 

Getting to school 
 
The school encourages sustainable forms of travel where possible and requests that 
children walk, cycle (with an accompanying adult) scooter and car share. The school car 
park is for the use of staff only. We ask that parents do not use or block the entrance to 
the school car park when picking up / dropping off pupils. Children must not use the car 
park to enter or exit the school. All children must follow the yellow brick path to the side 
gate. 
 
Parking is limited and we do encourage parents to park at the village hall and walk 
down to school. We also have a drop off service where you can pull in by the school 
gates and a member of staff will take your child and make sure they are taken to the 
door. 
 

Safety on site 
 
Parents bringing their children to school should enter and leave the premises through 
the side gate which opens at 8:40am. The main door is opened at 8:45 for children to 
come into school; this is locked again at 8:50am. 
 
We ask that all children should be in their classroom by 8:50am each day, which is when 
the morning register is taken. Children who arrive after this point are marked late in the 
register. We also request that children are collected promptly at the end of the school 
day / after a club. If you are unavoidably held up, please contact the school so that we 
can arrange supervision of your child until you arrive. 



 

 

 
 
 
 
 
 
 
 
Playtime snacks and milk 
 
All children in Reception are provided with two pieces of fruit to be eaten during their 
mid-morning break. The choices are usually apples, bananas, satsumas, carrots, raisins 
and tomatoes although it does vary depending on what is in season. 
 
Each child is entitled to free milk up until they turn five. When your child has turned five 
you have the option to continue this for a small charge. Please contact the school office 
for a form if you wish to sign your child up after their 5th birthday. Children also need to 
bring in their own named water bottles every day so that they have access to water at 
all times throughout the school day.  
 
School lunch 
 
Children may choose to have school dinners, which is currently free for Reception, Year 
1 and Year 2 children, or they may bring in a packed lunch (or have both over the week). 
Our school dinners are cooked off site and delivered each day to school. You will receive 
a menu in advance giving the various options, so you can indicated which days you 
require a school lunch. There is always an option of a jacket potato. All lunch orders are 
made through ParentPay, orders must be done by midnight on Thursday for the 
following week. If you forget to order you will need to provide your child with a 
packed lunch until the next date of ordering. 
 
If you opt to give your child a packed lunch, please label every box and lid so we can 
return lost items easily. 
 
We are a “Healthy School” and we work hard to include happy and healthy lunchtimes. 
Children bringing packed lunches are supervised and we ask children not to bring in 
fizzy drinks, chocolate or sweets. We actively encourage the inclusion of fruit or 
vegetables as part of their lunch. 
 
Free School Meals 
 
Parents who receive certain benefits are eligible for free school meals. Forms are 
available from the school office or the local authority. Even if your child is in Reception, 
Year 1 or Year 2, it is important to apply for Free School Meals because this allocates 
additional funding in school for each child. 
  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

A day in 
Foundation 

Class

singing songs

exploring art 
materials

learning in the 
role play area

learning in the 
outside area 

playing 
gameslearning 
to take turns

listening and 
responding to 

storiescircle times to 
talk about 

feelings and 
share 

experiences

PE games, 
dance, 

gymnastics

phonicgames 
and skills

finger power 
activities

writing and 
reading skills 

activities

exploring our 
woods in 

forest school

A day in the life of a child in Foundation Class will include 
many of the following activities, but not every day! 

 



 

 

 

 

 

 

 

 

 

 

 

 

  

A child is not a 

vase to be filled, 

but a candle to be 

lit. François Rabelais 

Forest School 

We have long held the belief that there are 
many benefits of providing children with 
opportunities to learn in different 
environments outside the classroom. 
Working outdoors is beneficial for emotional 
and physical health and is also highly 
motivating and engaging for children. We 
want the children to explore and grow with 
the environment and in doing so gain a 
greater understanding and respect for our 
local wildlife. 

Forest School is an innovative educational 
approach to outdoor play and learning. The 
philosophy of Forest School is to ‘encourage 
and inspire individuals of any age through 
positive outdoor experiences’. 

Sessions take place throughout the year, so 
we strongly recommend that children have 
welly boots in class at all times. Children will 
also need waterproof trousers and a 
waterproof jacket. 

 

 



 

 

 

 

 

 

EYFS Curriculum 

The reception day is planned to provide the broad and balanced curriculum as laid out in the 
Government document, “The Early Years Foundation Stage”. This curriculum is devided into 
six areas: 

Personal and Social Development – This area of learning focuses on how children learn to 
work, play and co-operate with others. It covers important aspects of personal, moral and 
spiritual development and includes the development of personal values and understanding 
of one’s own feelings and those of others. 

Communication, Language and Literacy – This area of development includes speaking and 
listening skills and early reading and writing skills. 

Mathmatical Development – This area covers all aspects of early mathematics and lays the 
foundations for numeracy. We focus on practical activities that encourage the use and 
understanding of matematical language and ideas. Activities are planned to develop in 
children a growing understanding and confidence in the use of numbers. 

Understanding of the World – This area of learning focuses on developing children’s 
understanding of their environment, other people and features of the natural and man-
made world. If provides a foundtation for the later subjects of science, history, geography 
and technology. 

Physical Development – This area of learning focuses on children’s developing physical 
control, mobility, awareness of spaces and manipulative skills. It covers both large 
movements such as those used in running and jumping as well as the fine control of tools 
such as pencils, pens, paintbrushes and scissors. 

Expressive Art and Design – This area of learning focuses on the development of children’s 
imagination and their ability to communicate ideas and feelins in creative ways through 
music, art, craft and imaginative play. 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We feel strongly that it is vital for children in their first year at school to be happy and safe and to 
develop very positive attitudes about learning, through experiences of success and fulfilment. 

 

 

 

 

It is a time when they develop so much and meet so 
many new challenges and they need to be guided 
through these with sensitivity, consideration and 
carefully planned activities. As well as learning 
through the curriculum, these young children need 
to separate comfortably from their parents, learn to 
be part of a social group and to establish and 
maintain friendships and to express themselves as 
individuals.  

At St Mary’s School, we are careful to develop 
children’s learning based on the individual needs of 
each child. We recognise that children’s ages will 
span over the whole year and in reception year this 
is a particularly important factor. Although age has 
little to do with learning and achievement, at this 
very young age, it can be an important factor to 
consider in terms of maturity, physical growth, 
independence and tiredness.  

We understand the importance of valuing the 
activities and experiences children share with their 
families outside of school. The impact of which 
becomes visible in the classroom through their 
learning and playing. We strive to develop strong 
positive relationships between school and home as 
we are aware of the influence it can have on 
creating confident, independent learners. Parents 
are asked to support their child’s learning through 
focused activities at home. These may include 
sharing and reading with your child, phonic games, 
maths activities and mark making or writing 
opportunities. Throughout the year we hold parent 
workshops, providing useful information and 
support about our approach to reading, writing, 
phonics and mathematics. 



 

 

 

 

 

 

 

 

 

 

 

 

  

Reading Books 

During the first few weeks at school we will be sharing a variety a stories and rhymes in 
class. There will be a parents workshop in October, date to be confirmed, when we will 
explain how we teach phonics and reading in school. Children will not be taking home 
reading books until this workshop, but please continue to read and share picture books 
with your children during this time. 

Cooking 

We regularly cook in Willow Class from simple fruit salads to soup, bread, pizza tarts and 
cakes! The children enjoy cooking and learn so much from the experience. From reading and 
writing to sharing and following instructions, science, observation, measuring and counting 
too. 

We follow the EYFS (Early Years Foundation Stage) curriculum very closely and are strongly 
committed to the needs of young children. They learn through a balance of both child-initiated 
opportunities and adult led activities to support their learning of basic skills. Play is a huge 
element within the curriculum, where the children are able to act upon their personal 
motivations and interests, revisit play schemas, are social and learn to respect each other and 
build upon their self-esteem and perception of themselves.  

The teachers working in Willow class have extensive experience of working with young 
children. They support and scaffold the children’s learning through play and in small groups. 
They are sensitive to their needs and know how and when to intervene in supporting their 
learning. The physical environment is safe, secure and stimulating. 



 

 

 

 

 

 

 
Sickness 

 

If your child is ill and not well enough to attend school, then please contact the school by 
9:00 am to inform us. 
 
We ask parents to try not to make medical / dental appointments during school time if 
this can be avoided. 
 
If you are not sure if your child should attend school then please bear in mind that 
following any bout of sickness or diarrhoea, your child must remain absent for 48 hours 
after the last bout. This is to make sure they are fit and strong enough for the rigours of a 
school day, and also to restrict infection between other children and staff members. For 
any other illnesses, we would ask you to work on the principle of, if you would go to work 
with the condition, then the child should come to school. For any child who deteriorates 
during the school day, parents will be contacted. No child would be made to stay at school 
if they are clearly unwell. 
 

Absence requests 
 

Requests for absence from school need to be made on the required form available from 
reception or the website. Requests for absence will only be authorised in particular 
circumstances e.g. medical appointments that cannot be made outside of school time, 
religious observance, funerals / weddings of immediate family members and 
participation in outside examinations. Holiday requests will not be authorised except 
in exceptional circumstances or unless a parent’s occupation prevents them from taking 
it during school holiday periods. Proof from your employer will be required if this is the 
case. If you need to take your child out for an appointment during the school day, you 
will need to signed out, and signed back in again upon their return. 
 
The school, along with all schools in the Melksham cluster, follow the County guidelines 
of reporting any unauthorised absence of 5 or more days to the Local Authority who 
may then issue a £60 penalty notice to each parent for each child. 
 
Full details of our attendance policy are made available in leaflet form to all parents of 
children starting school. 

  



 

 
 
 
 
 
 
 
 
 
Medicines in school 
 

If your child is well enough to be in school but needs medication, then ideally we would 
ask that you arrange for an adult to come to school to administer it. If this really is not 
possible, we have a member of staff who will give the medicine, but the appropriate 
request form would need to be completed and brought into school by the parent, along 
with the medication. No medicines should be sent in with the children in case it falls into 
the wrong hands, and no medicine will be administered without the correct form being 
completed. Further details of our policy, and the form, are available in the Document 
Library on the website or request a paper copy from the office. 
Children who need inhalers are allowed to keep them in their classrooms but all other 
medication is kept locked away. 
 
Parents must keep the school informed of any medical / health issues which could affect 
their child’s performance / attendance at school.  
 

Contact with school 
 

Class teachers are almost always available to discuss any problems / concerns with 
parents after school hours. A letter or telephone call to establish a convenient time is 
always appreciated as staff can be involved with clubs or meetings. At the beginning of 
the school year the teachers hold an informal meeting where they explain what life and 
learning is like in their class. During the school year there are Parent Consultation 
Evenings in the autumn and spring terms, where parents can examine their children’s 
work and discuss his/her progress with the teacher concerned. School reports for Y1-6 
are sent home in February and at the end of the school year. EYFS children will receive 
updates from class teachers during the year and a final summary report in July. 
 
Willow class use Tapestry to keep in touch with families. 
 
Regular informal meetings will be arranged throughout the year to give parents the 
opportunity to discuss current issues, find out about new policies and ask any questions 
about school life etc.  
 
Newsletter are sent out to keep you informed of events, key dates and curriculum 
information.  This is also to be found on the school website. 
www.broughtongifford.wilts.sch.uk 
 
Your contact details will be held on PupilAsset so up-dates, reminders and important 
information can be sent in an instant. 
 
If you wish to get a message to a teacher, the headteacher or the school office, then 
please either telephone, email (admin@broughtongifford.wilts.sch.uk) or send in a note. 
  

http://www.broughtongifford.wilts.sch.uk/
mailto:admin@broughtongifford.wilts.sch.uk


 

 

 
 
 
 
 
 
 
 
 
 

Volunteer in class / listen to readers 
 

Any parents/ grandparent who is interested in helping out on either a regular or an 
occasional basis are extremely welcome. As we are a school that is committed to the 
safety and wellbeing of all the members of the school community, we do ask for parent 
volunteers to complete a DBS check through the school. 
 
Fundraising Committee 
 
St Mary’s C. of E. Primary School also has a very active and supportive fundraising 
committee called Friends They are responsible for organising a variety of events 
throughout the year, including fayres, discos, cake stalls, and family fun days. The 
Friends are always looking for people who can join the committee or who can simply 
help by supporting individual events by donating raffle prizes, making cakes or running 
a stall, for example. 
 
The funds raised help enrich the experiences for the children at St Mary’s School. The 
Friends have been responsible for contributing towards the timber trail, the running 
track, musical instruments, activity days, library books and lots more. 
 
Anyone willing to help, please contact the school office and ask to be put in contact with 
a member of the committee.  
 
Complaints 

 
We hope that most complaints can be addressed informally through discussion with the 
Head teacher or member of staff.  If at any time during your child’s time at St Mary’s 
School, you wish to make a complaint, then you are advised to follow the school's 
complaints procedure which can be found on the school website. We recommend that all 
parents and carers refrain from using social networking sites to discuss sensitive issues 
about the school. 

School Health Service 

Virgincare will carry out routine health checks during the autumn terms. These will 
include height, weight and sight and a hearing test. In September you will be given a 
health form to fill in, for you to give details about your child and permission to be 
screened. 



 

 

Starting school is a big milestone for children and their parents. We 
hope that at St Mary’s, we can work together to make this a happy and 
positive journey for you and your child. Please don’t hesitate to come 
and speak to any of the staff in or around the school if you have any 

worries or questions. 
 


