The Abbey Junior School
Parent Handbook
2020-2021

CONTENTS
Term Dates: Academic Year 2020-2021

1

Welcome Message

2

Our Vision for Pupils at The Abbey Junior School 3
Structure of the Junior School

4

School Houses

5

The School Day

5

Beginning of the Day

6

End of the Day

7

Travel to and from School

8

Buses

8

Mobile Phones

9

Attendance

9

Individual Music and Vocal Lessons

10

Medical

10

Mouthguards

11

Healthy Living

12

Parental Communication Tools

12

Contacting Staff

13

Reporting to Parents

14

Homework

15

Digital Learning

16

Positive Behaviour Code

18

Clubs

19

Before and After School Care/Activities

19

Holiday Camp

20

School Uniform Code

21

Term Dates: Academic Year 2020 - 2021
• Autumn Term 2020
Tuesday 8 and
Wednesday 9 September
Thursday 10 September

Staff Inset Day
Staff Inset Day
Term begins (Full day)

Half Term: Friday 23 October – Monday 2 November 2020 (inclusive)
Wednesday 16 December

Term ends (Finish at 12 noon)

• Spring Term 2021
Tuesday 5 January
Wednesday 6 January

Staff Inset Day
Term begins for pupils (Full day)

Half Term: Friday 12 February – Friday 19 February 2021 (inclusive)
Friday 26 March

Term ends (Full day)

• Summer Term 2021
Monday 19 April
Tuesday 20 April
Monday 3 May

Staff Inset Day
Term begins for pupils (Full day)
Bank Holiday

Half Term: Monday 31 May – Friday 4 June 2021 (inclusive)
Friday 9 July

Last day of school year
(Finish at 12 noon)

Term dates for the academic year 2021 – 2022 will be available on the School website.
You will be sent key dates each term and should also consult the calendar on the School website for up to date
information.
For all general enquiries please contact the Junior School: juniorschool@theabbey.co.uk
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Welcome
Welcome to The Abbey School! I am delighted that your daughter will be joining us shortly, and am sure
that both she and you will quickly feel part of our community.
We aim to develop our students as self-aware learners, who are internationally minded and who
understand that they can have an impact on their lives and the lives of others.
The information in this Handbook is intended to help familiarise you with the organisation of the Junior
School and with our day to day procedures. Please do contact us at any point if you are unsure or have
any questions – we find that the more confident that parents are, the more easily the girls settle in.
Please note that this Handbook is available on our website, where it is updated before the start of each
academic year, and at other times as necessary.
I look forward to getting to know both you and your daughter over the coming years, and hope that she
will be happy and flourish during her time with us.

Nisha Kaura
Head of The Junior School
kaurani@theabbey.co.uk
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Our Vision for Pupils at The Abbey Junior School
• Challenging curriculum
• Breadth of opportunity
• Holistic development
• Supportive community
• Confidence and self-esteem
• Initiative and responsibility
We encourage our girls to be open-minded towards their learning, in order to become effective,
collaborative and independent learners.
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Structure of the Junior School
Girls join the appropriate year group for their chronological age and progress to the next year
group each September. Each class has a Form Teacher who has responsibility for the well-being and
development of each girl in her class, and is the first point of contact for most matters concerning your
daughter’s pastoral or academic progress.
Abbey
Form Name

Year
Group

Age
of girls

Classrooms
located in:

Senior manager
responsible

Nursery

FS1

3-4

Knell House

Mrs Isabel Archer

Reception

FS2

4-5

Abbey Gardens

Mrs Isabel Archer

Lower Preparatory

Year 1
(Key Stage 1)

5-6

Abbey Gardens

Miss Clare Boyden

Upper Preparatory

Year 2

6-7

Main Site
(Kensington)

Miss Clare Boyden

Lower l

Year 3
(Key Stage 2)

7-8

Main Site
(Kensington)

Mrs Meghan Kemp

Upper l

Year 4

8-9

Main Site
(Kensington)

Mrs Meghan Kemp

Upper ll

Year 5

9-10

Main Site
(Somerleaze)

Mrs Sam Clark

Lower lll

Year 6

10-11

Main Site
(Somerleaze)

Mrs Sam Clark

Mrs Isabel Archer – archeris@theabbey.co.uk
Mrs Meghan Kemp – kempme@theabbey.co.uk

n

Miss Clare Boyden – boydencl@theabbey.co.uk
Mrs Sam Clark – clarksa@theabbey.co.uk

Form Groupings

We find it beneficial to rearrange the groupings within a year group each September as they progress
through the Junior School. This facilitates the making of friendships across the forms and encourages
social adaptability and flexibility.
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School Houses
The Abbey School runs a House system and all girls are placed in one of four Houses. The Houses are
named after benefactors of the School and sisters are normally placed in the same House.
House

Colour

Year Founded

Named After

Carrington
Paget
Ducat
Kensington

Purple
Yellow
Red
Blue

1918
1918
1922
1946

Sir John Carrington
Dr Francis Paget
Canon W M G Ducat
Colonel Kensington

House Competitions include:
Music
Sports Day
Netball

Fun Run
Hockey
Rounders

Charity Afternoon
Science Quiz
Swimming Gala

The School Day
n
•
•
•
•
•
•
•
•
•
•
•

Daily Timetable
8.15am - Girls may arrive at school
8.30am - Girls to classrooms
8.45am - Registration (Reception-Lower III)
8.50am - Assembly (or teaching sessions for Reception-Upper Preparatory)
9.00am - Registration for Nursery girls
Lessons 1-2
10:20am - 10:40am Morning break + snack
Lessons 3-4/5
Lunch & Clubs
Lessons 7/8-10
School finishes at 3.30pm (Nursery - Upper Preparatory) or at 3.45pm (Lower I - Lower III)
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Beginning of the Day
NB. Before School Care is available for all girls from
7.30am (see page 19).

n

Nursery

Girls in Nursery may be dropped off in Kensington
Hall (on the main Junior School site) from 8.15am,
where they are supervised by staff. The girls are
escorted to Knell House at 8.30am.
Knell House door opens at 8.30am and the girls
leave their coats in their cloakroom and then go to
the green room. They are welcome to arrive at any
time between 8.30am and 9.00am.

n

Reception & Lower Preparatory (Lower Prep)

Girls in Reception and Lower Prep are based at Abbey Gardens. Doors will open at 8.30am and the girls
will enter either via the main entrance or directly to their classrooms if they are based in the Coach
House.
Girls in Reception and Lower Prep may be dropped off in Kensington Hall (on the main Junior School site)
from 8.15am, where they are supervised by staff. The girls are escorted to Abbey Gardens at 8.30am.
It is essential for girls to arrive at school by 8.40am at the latest so that they can organise themselves
for the day. Registration takes place at 8.45am. For registration purposes a girl is considered late if she
arrives after 8.45am. In the interests of safety, doors will be closed at 8.40am. Girls who arrive later than
this time must report to Abbey Gardens reception.

n

Upper Preparatory (Upper Prep) to Lower III

Girls not attending Before School Care should not come onto the Junior School site until 8.15am and are
the responsibility of their parents until this time.
The Cintra Avenue and Vicarage Road gates are open from 8.15am and girls from Lower I to Lower III
may use this access to wait in the quadrangle where they are supervised until 8.30am when they may
go into their classrooms. If the weather is wet, the girls will be supervised in the Junior School Hall or
Studio. No one may enter the building before 8.30am without special permission.
In the autumn and spring terms, girls in Upper Prep may be dropped off in Kensington Hall from 8.15am,
where they are supervised by staff until 8.30am. Usually in the summer term, Upper Prep girls join girls
from Lower I to Lower III in the quadrangle from 8.15-8.30am where they are supervised until they go
into their classrooms at 8.30am.
At 8.30am girls in Upper Prep, Lower I and Upper I use the cloakroom door off the quad to access their
classrooms. Girls in Upper II and Lower III use the doors into Somerleaze.
It is essential for girls to arrive at the School by 8.40am at the latest so that they can organise
themselves for the day. Registration takes place at 8.45am. For registration purposes a girl is considered
late if she arrives after 8.45am. In the interests of safety, the external gates will be closed at 8.40am.
Girls who arrive later than this time must report to the main Junior School reception.
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End of the Day
n

Nursery

School ends at 3.30pm and parents should collect their daughter from Knell House.
Girls who have not been collected are supervised until 3.55pm in Knell House. After this time, they will be
taken to After School Care in Kensington and the full After School Care session charge will apply.

n

Reception & Lower Prep

School ends at 3.30pm and parents should collect their daughter from Abbey Gardens.
Girls who have not been collected by 3.40pm, are supervised in ‘rolling pick up’ until 4.00pm in
Kensington. After this time, they will be taken to After School Care and the full After School Care session
charge will apply.

n

Upper Prep to Lower III

School ends at 3.30pm for Upper Prep and at 3.45pm for Lower I, Upper I, Upper II and Lower III. You
will be informed from which door you should collect your daughter.
We do not allow girls to wait for their parents outside the School premises before they reach Lower III.
Lower III girls are allowed to leave the premises without an adult, as long as written permission has
been given by their parent or guardian.
Members of staff supervise children who are boarding buses or coaches.
Girls who have not been collected by 4.00pm (Upper Prep 3.45pm), are supervised in ‘rolling pick up’ until
4.15pm (Upper Prep 4.00pm). After this time, they will be taken to After School Care and the full After
School Care charge will apply.

n

Note

Apart from the Lower III girls who have been
given permission to leave school unaccompanied,
all girls must be collected by a parent or known
carer unless we have been informed in writing
(or telephone in the case of an unexpected
last-minute change) that a different adult will
be collecting your daughter. This is for your
daughter’s security. Please use email or the
homework diary (Lower I - Lower III), Reading
Record (Lower Prep and Upper Prep) or HomeSchool liaison book (Nursery and Reception) to
communicate as these will be checked daily by
the girls’ teachers.
No one may return to their form room after
dismissal at the end of the school day without permission.
Parents are asked to give prior written notification of any change to their daughter’s usual travel
arrangements. Girls should not play in the School car park either before or after school.
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Travel to and from School
We are in a town centre location with the advantages and challenges this inevitably brings. Thus, there
are good rail, bus and taxi services and many families live within walking distance. However, parking is
restricted in the immediate vicinity of the School and road safety is paramount.
We therefore ask all our families to avoid parking directly outside the School and to park a few minutes’
walk away. We also strongly encourage use of the School bus services, our ‘Kiss and Drop’ service and lift
sharing.

n

Parking

It is vital for the safety of all, that parents adhere to the parking regulations in the School car park and
on the roads surrounding the School. Nursery families are able to use the Junior School car park at the
beginning and end of the school day. Parking will be available for these parents from 08.45-09.10 in the
morning and from 15.20-16.00 in the afternoons. Other than this exception, parents may not drive into
the Junior School car park between 8.15am and 4.20pm. If the car park gates are shut, a parent should
not open them to drive on to the premises.
In addition to the other parking restrictions in place in Vicarage Road, it is important that parents
should not park on the zig zag lines outside the School, to facilitate the setting down and picking up of
girls by the coaches and the safe crossing of the road. It is illegal to park on the zig zag lines and parking
wardens do patrol the area. We encourage parents to park in other nearby roads and avoid Vicarage
Road. We ask that all parents park considerately as well as legally. For the School to maintain good
relations with our neighbours it is vital that parents should not park in such a way as to deny access to
neighbouring houses or to damage the local environment.

n

‘Kiss and Drop’ Service

We operate a ‘Kiss and Drop’ zone for girls from Reception to Lower III between 8.15am and 8.40am
(8.30am for Reception and Lower Prep) in Vicarage Road. The drop-off area is clearly marked for parents
to see. Whilst it is illegal for cars to park on the double yellow lines, they may pull up briefly so that
passengers can alight. Please avoid the area near the corner so that traffic can flow. Members of staff
are available to supervise your daughter from your car to the
side gate, and ensure that they enter the School safely. To
maximise the number of cars we can get through the zone, it
is important that your child is ready (with her bags) to get out
of the left side of the car as soon as you pull up and a staff
member approaches. The driver should not need to get out of
the car and should be ready to move off, in the same direction
only, as soon as your child has safely left the car. Do not arrive
before 8.15am to avoid cars queuing on Vicarage Road. This
service should be used only if you feel your daughter is ready
to use it safely.

n

Cintra Avenue gate

The Cintra Avenue gate is open for girls to be dropped by their parents from 8.15am. Girls should
proceed through the tennis courts directly to the quadrangle or their cloakroom depending upon the
time. Please note this is not part of the ‘Kiss and Drop’ service.

Buses
The School offers (via third parties) an extensive coach network, which is appropriate for girls from Upper
8

Prep upwards. It can also be appropriate for girls in younger years to use the coaches, and this is
considered on an individual basis.
Horseman Coaches operate most of The Abbey’s Home to School coach routes and you can download
the latest details from the ‘School Services’ section of their website - www.horsemancoaches.co.uk.
The actual pick-up and drop-off locations for 2020-2021 will be finalised according to parent demand.
Please contact the Horseman Coaches office directly for further information on 0118 975 3811 or email
info@horsemancoaches.co.uk.
The School uses TK Travel to provide a service from Hook and
offers a minibus service from the Pangbourne area. If you are
interested in further information regarding either of these routes
please email transport@theabbey.co.uk.
At the end of the day Junior School girls are supervised by Abbey
staff onto the buses. The girls inform us whether they are on
the bus each day; if you would like to be certain that the correct
information is given to us, please email juniorschool@theabbey.
co.uk with changes on a daily basis.

Mobile Phones
Any girl who uses the school bus is permitted to bring a mobile phone with them to school, for use on the
bus only. This is parental choice and not an expectation and is more likely to be when your daughter is
older. Conditions for this are:
• We advise a relatively inexpensive model
• Phones should be named
• Each girl will be responsible for their own mobile phone
• It should be switched off and handed in to her form teacher during the school day
• No use is permitted throughout the school day, including at After School Activities and Clubs.
If your daughter has a mobile phone, in the case of unexpected delays or changes to arrangements,
you should still contact the Junior School Office before the end of the school day and we will alert your
daughter to any new arrangements. If you wish your daughter to bring a mobile phone, for use on the
school bus, please email your daughter’s form teacher to let her know, copying in the school office.
LIII girls who leave school independently (and any LIII girl who uses the school bus) are also permitted
to have a mobile phone, linked to the End of Day Procedures offered to them - these will be communicated to you prior to your daughter starting Lower III. Conditions are as above and you will be asked to
return a separate communication - you do not need to email your daughter’s form teacher about this
separately.
No other girl should bring a mobile phone to school.

Attendance
If a girl is absent from school owing to illness or any other circumstance, please contact us by 9.00am on
the day of her absence either by email to juniorschool@theabbey.co.uk (copying in her Form Teacher)
or via a telephone call to the Junior School Office (0118 931 3111). If the initial contact is by phone, we
will need a written explanation for our records, by means of an email message to
juniorschool@theabbey.co.uk
The School has generous holidays and families should not take their daughters out of school for the purpose of holidays. This can be very detrimental to progress and staff cannot undertake to provide work
beforehand or make up work missed in such an event.
Requests for permission for any planned absence from school (for medical or exceptional circumstances)
should be made in writing to the Head of the Junior School before the event.
If parents are planning to be away or are leaving their daughters with relations or friends, please ensure
that we are kept informed and have all the necessary contact details.
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Individual Music and Vocal Lessons (Upper Prep to Lower III)
Individual piano, violin or cello lessons are available from Upper Prep.
Individual instrumental lessons are available for Lower l to Lower lll girls as follows:
Piano, violin, cello, viola, guitar, harp, flute, cornet, trumpet, horn, saxophone, trombone, euphonium,
singing, clarinet, and tenoroon/bassoon (other instruments may be available once girls move to the
Senior School). Oboe is available in Upper II and Lower III only.
There are a few school instruments (not piano) that may be hired for up to a year. This service is offered
so that parents can monitor their daughter’s interest and ability before they purchase an instrument. A
termly fee is charged for hire (£50 per instrument per term).
The Music Department operates a rota system and girls miss a different lesson or part of a lesson each
week. Most of our teachers have a large rota which ensures that girls will not miss the same lesson more
than once a term. Girls should see the Director of Music – Junior School, should a lesson need to be
changed.
We aim to give 30 lessons during the school year but because of the different lengths of our three school
terms we do not necessarily give 10 lessons in each term. Every lesson is recorded on an individual
register that the girls sign each week.
The School requires a minimum of one term’s notice in writing to
discontinue Music lessons, i.e. written notice must be received on
or before the first day of a term to finish at the end of that term.
The Junior School has an orchestra that meets once a week before
school. It can usually accommodate girls who have been learning for
about six months. There are also guitar, brass, clarinet/saxophone,
harp, string and flute ensembles, which are directed by the visiting
instrumental teachers. All girls are invited to join any of these groups,
whether they receive their tuition in school or not.
Tuition Fees for the Academic Year 2020– 2021: £260.00 per
instrument per term for a 30 minute individual lesson. If you would like your daughter to have individual
music or vocal lessons, please ask for a form from reception.

Medical
Please ensure that you have given the School all necessary medical information for your daughter and
that you keep us informed if your daughter’s medical condition changes in any way including any changes
to any medications that she may be taking.
Should your daughter require medication during the school day, it must be given into the Junior School
Office for safe storage. The medication must be in the original container as dispensed by a pharmacist
in accordance with the prescriber’s instructions, along with a covering letter, signed by a parent/legal
guardian giving staff permission to administer that medicine. Please note that if your Upper Prep-Lower
III daughter needs a non-prescribed cream (without active medical ingredients) during the day, please
ensure that she hands it to her form teacher and you write a note in her homework diary so that her form
teacher is aware. She will be able to keep it in her tray and self-administer in agreement with her teacher.
When you complete your daughter’s medical form each year, you may opt to allow first aid trained staff
to give paracetamol or antihistamine to your Lower Prep-Lower III child, if the staff think it is necessary. If
you have given your daughter any medication before school, please email juniorschool@theabbey.co.uk
informing us what medication she has been given and at what time, to ensure that another dose is not
given too soon.
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The only medicines that are allowed to be carried by pupils at school
are asthma reliever inhalers, adrenaline pens and medication for
diabetics.
Paracetamol and antihistamines are available for any girl in Lower
Prep to Lower III (with your permission, held on our records) during the
school day should an appropriately trained member of staff feel she
requires it. Liquid paracetamol and antihistamines are provided by the
School or by the parents. For pupils in Nursery and Reception it is given
only if we have your verbal consent. We will then e-mail you a consent
form for written authorisation.
• Limb Injuries: The School must be informed in writing (email is
acceptable) before a pupil returns with a broken or damaged limb
that is strapped up or where a pupil is on crutches. Please include details of any specific medical care
the pupil may require and for pupils with crutches, confirmation that the pupil has been shown how to
mobilise correctly.
• Return to School After Sickness: Your daughter must be kept at home for 48 hours after the last
episode of diarrhoea or vomiting.
• Nut Allergies: Snacks and sweets from home are only allowed with permission and for special occasions
such as birthdays/packed teas as agreed by staff. Please do not include nut products or products which
may contain traces of nuts as we have girls in the School with severe allergies.
Our School Nurse, Mrs Hay (based at the Senior School), and our main first aider, Mrs Cockroft (in the Junior
School Office), are available to speak with parents if you have any concerns. You may contact them at:
Mrs Julie Hay
Mrs Nicky Cockroft (Junior School)

hayju@theabbey.co.uk
cockroftni@theabbey.co.uk

0118 987 2256
0118 931 3111

Mouthguards (Lower I to Lower III)
During hockey lessons and matches it is compulsory for all girls to wear a mouthguard.
A custom fitted mouthguard prepared by a dentist offers the best protection, and we would highly
recommend this for a close fit and maximum safety for your daughter. Self-moulding mouthguards can
be purchased from sports shops and it is acceptable for girls to use
these shop-bought mouthguards while their mouths are changing
shape very rapidly if parents so wish. We have found the best ones to
be Sisu Junior Guard; they cost around £20. Please follow the fitting
instructions closely; a video is available to view on
www.sisuguard.com/fitting-instructions/
We are not having any dentist fittings in school this year, so it is
up to all parents to arrange for a suitable mouthguard for their
daughter. Please do not send your daughter to school with last year’s
mouthguard if it does not fit. Their mouths change dramatically over
the course of a year and we want to maximise the girls’ safety when
they use our astro hockey pitch.
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Healthy Living
• Our contract caterers, Holroyd Howe, provide nutritionally balanced meals and the girls are
encouraged to try a wide range of foods. Vegetarians and those with medically diagnosed food
allergies are catered for.
• Girls in the Junior School should not bring in sweets or food of any kind into the School except on the
day of their birthday or with special permission.
• Girls are made aware of the importance of drinking plenty of water. Water is provided at break time
and lunchtime and the water in all classrooms is safe to drink. Girls are encouraged to bring small
sports bottles of water to school for use in the classroom, and during PE. These should be kept in the
classroom and should be clearly named.
• When the day is expected to be hot and sunny, we ask parents to apply sunscreen before the girls
come to school. For Reception, Lower Prep and Upper Prep girls, we ask parents to use 12 hour
sunscreen of a high factor. Girls from Lower I may bring named bottles of sunscreen to school for
their own use if parents have shown them how to apply it themselves.
• Girls are encouraged to be physically active and breaks are taken outdoors unless the weather is very
bad. Please ensure that your daughter has adequate clothing in school to keep her warm. In general,
if your daughter is not well enough to go outside at break time, she is not well enough to be in school
and should be kept at home.

Parental Communication Tools
Useful information is noted in this booklet but there are a number of invaluable resources from where
you can find information. Here is a brief list:
The Abbey website - www.theabbey.co.uk
Here you will find general information, access to the School calendar with details of term dates and daily
events, uniform information, transport information and a link to the parent portal. You can also see news
and photographs of events and activities as they take place throughout the year.
Our weekly newsletter - The Gateway
The Gateway is our main, regular form of communication to the whole School community. It is sent via
School Post (see below) every Friday afternoon and we ask that you read it carefully. Other targeted
email messages will also come from the School about trips, meetings, extra-curricular activities etc.,
and each term parents receive a year group newsletter informing them of arrangements for the term
together with curriculum notes.
The parent portal - https://theabbey.myschoolportal.co.uk/login
Once you have logged in, you will find copies of The Gateway, key school contacts, which House your
daughter is in, your daughter’s school reports, the parent handbook, key dates for the term, menus,
details of (free) clubs on offer at lunchtimes and Terms and Conditions for activities, bookmarks and
links to other useful places you may need to go.
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School Post
Wherever possible we use electronic communication to send messages to parents. Your current email
address and mobile phone number are important as they are used for emergency communications
through our School Post system which can send texts and email messages. When changes are made, it is
vital that you keep the School informed by sending an email to juniorschool@theabbey.co.uk.
Please open and read all emails from The Abbey as they may contain important information and some
will require e-form responses for permissions. Most School Post messages will be sent to primary and
secondary contacts, but messages with e-form replies are sent to just primary contacts. Please do not
use School Post reply (a previous electronic communication method) to report absences or send us
any other information. If you have an urgent message, please email juniorschool@theabbey.co.uk or
call 0118 931 3111.
SOCS - www.socscms.com/login/3330/pupil
Once you have logged in, this is where you can request a place for your daughter in an after school
activity e.g. ballet, chess, etc. Once allocations have been made, you can log back in to see if your
request has been successful. The SOCS site also provides details of the dates, times and locations of
the clubs.
Parent Pay - www.parentpay.com/public/client/security/#/login
Once you have logged in, this is where you can see and pay for any extras e.g. activities, DVDs,
residential costs, music exams, Before & After School Care (BASC) charges etc. If you set up free email
alerts, you will receive a message when a new item has been charged to your account. Please note that
subsequently you are not reminded about due dates. Please note this is quite separate from the Direct
Debit you have set up to pay the school fees for your daughter. Childcare vouchers are accepted only for
after school activities and BASC. Please notify the Finance department of any payment items you would
like to pay using childcare vouchers at feesbilling@theabbey.co.uk.
Parents’ Evening system - theabbey.parentseveningsystem.co.uk
Once you have logged in, this is the system where you can book seats (not numbered/allocated) for
productions at the Junior School and appointments with members of the teaching staff on parents’
evenings. You will be notified when booking opens for each event.
Classlist
Classlist is our parent communication app, where parents can chat with other parents in their daughter’s
yeargroup. If you need to, please ask at the Junior School office for a pdf guide to help you use the app.
Instagram @theabbey_junior
On the Junior School Instagram page we share photos from various events and trips for all Junior School
year groups. The Instagram app can be downloaded on to your smartphone via your app store. Once
you have installed the app, you will need to request to follow us. We will reply via private Instagram
message, asking for your daughter’s details and once we have these confirmed by you, we will allow you
to follow our page and see the content. Whilst Instagram is available on a desktop please note that full
functionality of the application is best done on a smartphone.
Twitter - @theabbey_jnr
We aim to tweet about school events as they happen.

Contacting Staff
There are various channels for communication with staff:
• In person at the beginning or end of the day. This is ideal for very brief communications, but should
not be used for longer discussion of issues or concerns; an appointment should be made for a
mutually convenient time.
• Via email to staff, who will do all they can to reply promptly. Please remember that the main call
13

on their time during the school day is the children. We aim to acknowledge emails within 24 hours,
unless it is purely giving straightforward information.
Written communication via messages in the home-school liaison or homework books.
By appointment, arranged directly with the member of staff or via the Junior School Office.
The Form Tutor and/or relevant senior member of staff is the first contact for both academic and
pastoral concerns. You can email with a concern/query. Please be aware that at school many staff
members are not in front of their computer, unlike in an office environment, and therefore responses
cannot be immediate.
Senior members of staff are always available for consultation, by appointment. In the event of any
areas of concern, please take them up initially with the appropriate teacher. Should matters remain
unresolved they should be referred to the appropriate senior member of staff (see earlier section) or
to the Head of the Junior School.
You will find that we are a flourishing and active community and that there are many opportunities
for girls to become involved in the extra-curricular life of The Abbey. We really value the participation
and support of parents and hope to see you at many of the events throughout the year (concerts,
plays, sports matches etc.).

•
•
•

•

•

Reporting to parents
A year group meeting for parents is held within the first fortnight of the start of the academic year. This
will give you an overview of what the coming year holds for your daughter.

n

Nursery & Reception

A written report is issued once a year during the spring term. Parents’ Evenings are held with form
teachers during the second half of the autumn term and again towards the end of the summer term.

n

Lower Prep, Upper Prep & Lower I

A written report is issued once a year towards the end of the summer term. Parents’ Evenings are held
with form teachers during the second half of the autumn term and again during the spring term.

n

Upper I & Upper II

A written report is issued once a year during the spring term. Parents’ Evenings are held with form
teachers during the autumn term and again towards the end of the summer term.

n

Lower III

A written report is issued once a year towards the end of the summer term. Parents’ Evenings are held
with form teachers during the first half of the autumn term and again during the spring term.
Some specialist staff will also be available during the second Parents’ Evening for Lower I-Lower III.
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Homework
The nature of homework varies between the different year groups and curriculum areas, but there are
some common themes.
We believe that homework is an integral part of our girls’ learning. It is widely-recognised that learning
has now to concern itself with purpose and meaning, relate to a context, and include “know-how” and
“know-why”, not just “know-what”. The purposes of setting homework should be clearly understood by
the whole school community.
The purpose of homework is:
• to consolidate skills and knowledge taught at school
• to provide opportunities for independent learning
• to help girls develop time management and responsibility
• to give an opportunity for parents to be actively involved / share in their child’s learning.
In Nursery, Reception and Lower Prep weekly curriculum updates are sent which may suggest activities
for girls to do at home.
Girls from Upper Prep upwards use their Homework Diary/Planner, logging the task to be done and the
date for completion. Girls who are absent from lessons because of peripatetic music lessons, sports
fixtures etc. must take responsibility for speaking to teachers to catch up on homework set.
Parents are asked to help by checking that details are filled in regularly and by signing the diary once
a week. We also ask parents to help by providing suitable working conditions at home and by taking a
positive and active interest in their daughter’s work. Some homework activities benefit from parental
support and involvement; others are best done independently by your daughter. Do please ask if you are
unsure or have any questions.
Homework should be completed/handed in on time. If there are unavoidable circumstances preventing
this, we ask parents to notify the teacher through the diary.
There is a range of digital resources available for girls via Google Classroom. Support is given in the form
of daily homework club from 4.00pm-4.45pm for all Upper I, Upper II and Lower III girls who attend
After School Care.
Generally, homework tasks will not be set during the school holidays; however, there is an expectation
that girls will continue to read on a regular basis.
Current guidelines
Year Group

Maximum Time per week

Rec/Lower Prep
Upper Prep/LI
UI
UII
LIII

Reading/ phonics + maths games + Brain Builder (Lower Prep)
1 hr (plus reading)
2 hrs (plus reading)
2.5 hrs (plus reading)
3 hrs (plus reading)
Note – homework may not be set to the maximum time each week.
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Digital Learning
n

Junior School Student Guidelines

The IT facilities are provided to enhance the teaching and learning environment at The Abbey School.
Technology hardware is available for the benefit of staff and all students, who are encouraged to use
and enjoy these resources. It is important that all students including those of junior school age are
aware of good digital practice and the following guidelines.
The Abbey would like to remind pupils that digital access is a privilege, not a right and inappropriate use
may result in that privilege being withdrawn. The School will share the following principles with the girls.

n

Equipment

• Always look after our technology so that your friends and others can benefit and enjoy using them too.
• Be Green - Try not to waste resources such as paper. Printing can be very expensive so be careful to
only print what you really need.
• Remember that the computer facilities are provided for educational purposes and not for commercial
purposes such as buying or selling goods.
• We are very fortunate to have extensive IT facilities here at The Abbey so please do not bring your own
mobile equipment (e.g. laptops, tablet PCs, PDAs etc.) into school without permission.
• Please help to keep the computer equipment clean by not eating or drinking near it.
• The School will not be responsible for any damages or loss a user suffers resulting from delays,
non-deliveries, misdeliveries or service interruptions.
• To help ensure that The Abbey School continues to comply with software licensing policies, students
should not install, attempt to install or store programs of any type on the computers without permission.

n

Security and Privacy

• If you are in a class that uses passwords to log on to our network, remember not to tell your
password to others, or log on as another user. This will be excellent practice for the future!
• The computers are set up so that it is not possible to alter our settings or bypass security.
• Like many schools, organisations and work-places, the Technical Services Manager may review files
and communications to ensure that users are using the system responsibly.

n

Internet

• The internet can be great fun to use. Lots of interesting information can be found; however, there are
also parts of the internet that are not suitable for children.
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• An extremely effective filtering service is in place for internet access, but it is impossible to guarantee
that all inappropriate websites are filtered out.
• If you see or read anything whilst using the internet that makes you feel uncomfortable, you must
tell your teacher straight away.
• The internet should always be used safely. It should not be possible to enter ‘chat’ websites in school;
however, if you become aware that it is possible, tell your teacher straight away so that it can be
filtered out for the future.
• Your teacher will always be nearby when you are using the computers at school; however, it is
important that we all understand that we must never arrange to meet anyone unless your parent/
guardian or teacher goes with you. People you contact online are not always who they seem. Never
tell anyone you meet on the internet your home address, your telephone number, your school’s
name, or send them your picture unless you are given permission to do so.
• Your teacher will let you know when it is a suitable time to access the internet.
• Check with your teacher first before copying pictures or articles from the internet. We must be careful
that we are abiding by copyright laws.
• Remember that not all information available on the internet is accurate. Your teacher will help you
determine which sites are reputable. The School takes no responsibility for the accuracy or quality of
information obtained through the internet.

n

Social Networking Sites

• At The Abbey we aim to offer as much access as possible to the internet within the bounds of our
legal obligations and our Computer Use Policy. Our pupils are part of a community at The Abbey that
places a high value on respect for all our staff, pupils, our friends and indeed our School itself.
• Access to social networking sites on the internet is blocked at School. However, we understand that
such sites allow pupils to create their own areas with images, messages, videos and other collections
of personal material which relates to them and their friends.
• We hope that when pupils come to make postings on social networking and other such sites there
is never the intention to cause others to suffer hurt or upset, or to bring the name of the School
into disrepute. The School asks parents and guardians to discuss these issues with their daughter(s)
in order to support the School in the encouragement of mutual respect of the privacy and
consideration of others inside and outside our community.

n

Digital Communications

• There are various ways to communicate with your friends and teachers.
• A good thing to remember is ‘never write anything in a digital communication that you wouldn’t like
to say to a person in actual conversation’. Remember to check that what you have written is polite
and will not offend or upset the person you are writing to.
• If you receive a message and you do not recognise the sender, let your teacher know before
attempting to open it.
• The sending or receiving of digital communications containing material likely to be unsuitable for
children or schools is strictly forbidden. This applies to any material of a violent, dangerous, racist, or
inappropriate content.
• If you receive a message that makes you feel uncomfortable, you must tell your teacher straight
away.
• To help avoid using valuable resources, you should not send or pass on ‘chain letter’ messages, jokes
and petitions etc. Should you receive one, you should let your teacher know.
• Digital communications may be checked by the Technical Services Team to help ensure that the
system is being used appropriately.
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Positive Behaviour Code
The Junior School aims to promote a nurturing and safe environment, where all members of the School
are valued for their individual contribution to the life of the School. This is based on an ethos of mutual
respect and trusting relationships. We encourage pupils to understand how their actions impact upon
others and, as a result, to behave towards others with understanding, kindness, politeness and respect.
We aim to build a community where we can work and play happily and securely together so that every
pupil is able to realise her full potential. Our Code of Behaviour is as follows:
• Respect: We respect one another and are honest and kind in our dealings with other people.
• Consideration: We show consideration for all members of our community.
• Responsibility: We are responsible for our behaviour. We work hard and try our best. We look after our
belongings and property and care for our school environment.
• Pride: We are proud of our school and reflect this in our behaviour and dress.
• Supportive Community: We try to keep one another safe.
• Health: We make healthy choices and try to ensure the School is a healthy place.
We are an inclusive school with a Christian ethos, and our values-based assembly programme provides
a framework for the emotional and spiritual life of the School. Additionally, at the beginning of each
school year, each form discusses and draws up a Class Contract.
Staff support the girls in following the positive behaviour code. Our primary aim following any breach of
these guidelines, is for the girl to recognise where she has made a mistake, to apologise to anyone else
who has been affected and to learn from the experience. If any girl continues to find it difficult to follow
our code of conduct, then parents will be contacted so that all three parties (the School, parents and
pupil) can work together to establish a satisfactory way forward.
Girls receive a variety of positive recognition from their teachers, ranging from verbal praise, to stickers,
house points or class incentives. Teachers are encouraged to adopt appropriate incentives for each girl/
class and to adjust these as they see fit.
We encourage our girls to develop their engagement with learning and awareness of themselves as
learners. These qualities are recognised in our weekly whole school celebration assembly, when girls
may receive a certificate (Reception-Upper Prep) or merit ribbon (Lower I-Lower III).
Upper Prep-Lower III girls are awarded certificates for 25, 50, 75, 100 house points and so on. House
points are totalled each week and the House Trophy is awarded to the House Captains of the winning
House on a weekly basis. This is keenly fought each and every week.
At the assembly girls are presented with any other certificates or prizes that they might have been
awarded. Ballet, swimming, running, dance, Associated Board, chess and Woodley Festival certificates
are some of the certificates and awards which are given out each week. Should your daughter receive
any significant certificates outside of school activities, please let her Form Teacher know so we can be
sure to honour her achievement in the appropriate assembly.
Please note that The Abbey School does not under any circumstances use corporal punishment.
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Clubs
We offer a wide variety of clubs to girls from Lower Prep to Lower III which run during our lunch break.
These clubs are included in the fees and we encourage girls to participate. However, it is also important
that the girls have time to relax and to socialise so we do not recommend a club every day.
Each term your daughter will be able to request clubs. These will then be allocated and she will be told
whether she has a place. Please note that some clubs are oversubscribed.

Before & After School Care and Activities
A Before and After School Care scheme runs on most normal school days for our girls. Girls are able to
relax and play and the adults will enable various craft and other activities for the girls. A light breakfast
or tea is provided.
All enquiries, requests for a place and cancellations should be made through the Junior School Office,
Kensington House, telephone 0118 931 3111 or email: juniorschool@theabbey.co.uk. Under normal
circumstances, fees are payable for non-attending sessions.

n

Before School Care (BSC)

This is available from 7.30am. Parents dropping off their daughter at BSC before 8.15am may briefly
park in one of the three designated parking spaces in the School car park while they sign her in. At
8.30am girls are sent/escorted to their classrooms. You should refer to the School website for current
charges.

n

After School Care (ASC)

This is available from 3.30pm-6.00pm. You should refer to the School website for current charges. If
the car park is open, you may park in there briefly to collect your daughter. Do not forget to sign your
daughter out of After School Care as you both leave.

19

n

Activities

Some Activities are run on the School premises after school hours. These are generally run by third
parties and carry their own costs. Please note that they do not form part of our core programme, and
girls can benefit fully from the School’s curricular and extra-curricular programme without choosing to
participate in these Activities. Current Activities running include:
• Ballet • Judo • Chess • Speech & Drama • Modern Theatre Dance • Bobbin Lace-Making •
Girls must be collected promptly after their Activity finishes, otherwise they will be taken to
After School Care and the full session charge will be payable.

n

Children Not Collected

Occasionally, it happens that parents cannot collect their daughter(s) promptly at the close of the
normal school day. If this occurs, children will be supervised in ‘rolling pick up’, free of charge, in the
Junior School for 30 minutes after their normal school day ends. After this time, they will be taken to
After School Care where the full session charge will be incurred. Any person, unknown to the staff, will
be challenged before the child is released into their care. It is the parents’ duty to inform staff of any
changes regarding collection of their daughter.
Parents must collect their child(ren) no later than 6.00pm. If no contact is made with the School, the
member of staff on duty will attempt to contact all emergency contacts associated with the child.
Children not collected by 6.45pm will be referred to Social Services on 01344 786543 at the discretion of
the staff on duty.
If a parent repeatedly arrives after 6.00pm to collect their daughter, we reserve the right not to offer
care after the end of the school day.

Holiday Camp
Holiday Care at The Abbey Junior School is provided by Super Camps – a company with a proven track
record in running holiday camps in schools similar to our own.
Camps usually run for all full weeks of The Abbey holidays, with a couple of extra days in the Christmas
holidays. You should refer to the Super Camps website for current charges. Abbey parents are entitled to
a 10% discount. All 4-11 year old children are welcome to attend, whether they are pupils at The Abbey
or not.
The Super Camps website is open for bookings and can be found at: www.supercamps.co.uk/camps. You
may book either online or by phone on 01235 467300. The Camp runs on both the main Junior School
site and Abbey Gardens, as well as using the swimming pool at the Senior School.
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School Uniform Code
This code has been written in line with Department
for Education document ‘School Uniform,
Guidance for governing bodies, school leaders,
school staff and local authorities’, Sept 2013.
At The Abbey, all girls are expected to wear their
uniform smartly and with pride. Most items
must be purchased from Schoolblazer, our online
uniform supplier (www.schoolblazer.com). All
items should be named (NB Schoolblazer offer
a name-taping service at source). We believe
that the wearing of our school uniform is an
important part of the ethos of the School, bringing
together a community of girls from many different
backgrounds, aiding integration, cohesion and good order in the School. The Head may grant exceptions
but only where this is required as a matter of sincere religious observance, which can be substantiated by
a letter from the leader of the relevant religious community.
If there is any difficulty concerning school uniform, parents may contact the relevant Assistant Head
(Junior School) who will always be happy to advise.

n

General

• Hair must be of a natural colour, clean and tidy. Shoulder length or long hair must be tied back, off
the shoulders and back from the face at all times. Hair accessories should be green, black or brown.
Other colours and decorative styles are not appropriate.
• Simple, small watches may be worn from Lower I. Watches should be predominantly black/brown or
white. No Fitbits or similar devices should be worn or brought into school.
• For safety reasons only plain studs may be worn by girls with pierced ears and they must be removed
or taped for PE. Please ensure you provide tape for your daughter if required. Multiple piercing and
other body piercing and tattoos are not permitted.
• The Head may agree to a bracelet or necklace being worn if it is a religious requirement. It must
be worn under the sleeve/blouse so that it does not show, and removed during PE lessons for safety
reasons.
• Head coverings, when required on religious grounds, are only permissible in the Senior School (in line
with their uniform code).
• No makeup or nail varnish is permitted in the Junior School.
• All uniform should be named with sewn-in labels. All equipment and personal possessions should be
clearly marked with owner’s name.
In the Junior School, girls in Upper II and Lower III may remain in winter uniform all year if they prefer.
Nursery-Upper I girls must follow the guide below:
Half terms in the school year
1st half of Autumn Term
2nd half of Autumn Term
1st half of Spring Term
2nd half of Spring Term
1st half of Summer Term
2nd half of Summer Term

Uniform required for Nursery-UI girls
Choice of winter or summer uniform but not a mixture
Winter uniform is compulsory
Winter uniform is compulsory
Winter uniform is compulsory
Choice of winter or summer uniform but not a mixture
Summer uniform is compulsory
21
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School Uniform
Items in bold type must be purchased from Schoolblazer/Squadkit
All items are compulsory unless stated otherwise.

n
•
•
•
•
•
•
•
•
•
•
•
•
•

n

Nursery
Regulation green sweatshirt
Regulation green jogging bottoms
Regulation white polo shirt
Regulation green shorts
Regulation green coat
Regulation scarf, hat and gloves
Lunch tabard
Rucksack
Short white ankle socks
Black school shoes (T-bar or strap)
Ballet shoes (Pink slip-on or elasticised)
Wellies (to be kept in school)
Sun hat (to cover neck and ears)

Reception - Upper Preparatory (Year 2)

WINTER UNIFORM
• Regulation tartan pinafore
• Regulation purple roll neck
• Regulation green cardigan
• Regulation green coat
• Regulation scarf, hat and gloves
• Green cotton tights or green knee length socks (On occasion all girls need to wear tights. On
swimming days, girls are asked to wear socks rather than tights.)
• Black school shoes (T-bar or strap)
SUMMER UNIFORM
• Regulation summer dress
• Regulation green cardigan
• Plain white socks (ankle or long. NB Tights may not be worn with summer uniform)
• Black school shoes (T-bar or strap)
OTHER ITEMS
• Regulation small green rucksack
• Lunch tabard (Reception only)
GAMES KIT
• House polo shirt
• Regulation green shorts
• Regulation green sweatshirt
• Regulation green jogging bottoms
• Regulation linen PE bag
• Black swimming costume (Lower Prep - summer term only. Upper Prep - all year. Not needed in
Reception)
• House swim hat (Lower Prep onwards)
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•
•
•
•
•
•

n

House baseball cap (optional - although this is the only sun hat allowed)
Swim bag (Lower Prep onwards)
White ankle sport socks
Trainers
Ballet shoes (Reception only - Pink slip-on or elasticised)
Wellies (Reception & Lower Prep only. To be kept in school)

Lower I (Year 3) - Lower III (Year 6)

WINTER UNIFORM
• Regulation white blouse
• Regulation green jumper
• Regulation tartan kilt
• Regulation green coat
• Regulation scarf, hat and gloves (optional)
• Green cotton tights or green knee length socks
• Black school shoes (T-bar, strap or lace-up)
SUMMER UNIFORM
• Regulation summer dress (optional for Upper II – Lower III)
• Regulation green jumper
• Plain white socks (ankle or long. NB Tights may not be worn with summer uniform)
• Black school shoes (T-bar, strap or lace-up)
OTHER ITEMS
• Regulation medium green rucksack
• Regulation green science overall
• Simple, small watches may be worn from Lower I. Watches should be predominantly black, brown or
white. Fitbits or similar devices may not be worn.
GAMES KIT
• Regulation green polo shirt
• Regulation skort
• Regulation midlayer
• Regulation tracksuit top (optional)
• Regulation tracksuit bottoms
• Regulation games socks
• Crested games bag (Upper II & Lower III only - optional)
• Regulation linen PE bag
• Regulation swimming costume
• House swim hat
• House polo shirt
• House baseball cap (optional - although this is the only sunhat allowed)
• Baselayer top (optional)
• Baselayer leggings (optional)
• Cycle shorts (only required for Lower I - Lower III girls who compete in athletics or cross-country)
• Plain black leotard
• Shin guards and gum shield (minimum Sisu Junior or equivalent)
• Swim bag
• White ankle socks
• Trainers
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n

Equipment

All girls in Upper II and Lower III need to have:
•
•
•
•
•
•
•
•
•
•
•
•
•

HB pencils
Coloured pencils
Rubber
Pencil sharpener (preferably with container for collecting sharpenings)
Rigid 30cm ruler
Scissors
Dry glue stick (e.g. Pritt Stick)
Felt/gel pens as these are sometimes used (optional)
A4 ring binder or A4 plastic envelope for homework worksheets and letters
1 named pencil case
Ink pen and cartridges
Semi-circular protractor
Drawing compasses

Girls in Upper I will need a handwriting pen (with blue ink) for the second half of the year. They will be
given advice about pens before they need to have one in school.
All items must be named.
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The Abbey
Learner Profile
Takes time to consider and
potentially challenge viewpoints
Shows concern for, and
actively values, others
Sets her own priorities
and is self-aware
Willing to consider new ideas
Comes up with new or different
ways of doing something
Challenges herself to communicate,
listen actively and present ideas
Is curious to explore new ways
of thinking
Will embrace knowledge and
can apply it to wider context
Capable of thinking or acting for
herself; will take an intellectual risk
Being ready and willing to learn
from all experiences whether or
not they are successful
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Email: juniorschool@theabbey.co.uk
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Registered Charity No. 309115.

The Abbey School exists to educate academically able girls.
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