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St. Francis’ Catholic Primary School
Welcome to Reception

Information for Parents and Carers
2021 – 2022
Dear Parents and Carers,
Welcome to St. Francis’ Catholic Primary School. The aim of this booklet is to provide you
with information about school life at St. Francis’ School, which will help you and your child to
feel confident and prepared for their first year at school. We hope that you find this booklet
useful in giving you an insight into how the Reception class and wider school operates. We
work closely with parents and carers and look forward to sharing your child’s experiences
and achievements with you throughout the year. Your child’s first year at school is a very
important milestone; our aim at St. Francis’ is to make this transition an enjoyable and happy
time, ensuring a calm and positive start to their school life. We are committed to providing
an atmosphere in which your child will receive the best possible start in a happy and caring
environment. We look forward to seeing you in September.
Yours sincerely,
Reception Team

An A - Z for New Parents and Children
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Arrival:
The School gates open at 8:20am. A member of staff will be on duty in the infant playground
from 8:35am but parents and carers are responsible for their children before then. Teachers
set up the classroom and prepare for the day before 8:45 so please ensure you schedule
meetings after school or message the teacher. At 8:45am the school bell rings and the
teacher opens the classroom door to join the class on the playground. Reception children
stand on the clock-face playground marking and the teacher leads them into the classroom.
Please encourage your child to say their farewells before
coming into the classroom. Although goodbyes can be
difficult, a consistent approach makes an easier
transition. The morning register is taken at 8:50am and
your child needs to be in class by this time. Our electronic
register closes at 9:00am; after this time, your child will
be marked down as an unauthorised absence. Please
view our CME (Children Missing in Education) procedure
to view the steps we take as a school.

Assemblies:
The children attend collective worship and assemblies each week, as well as taking an active
role in class reflections. We then gradually introduce the children to larger assembled groups
over the first two terms at school. They will begin by attending a weekly class assembly then
a Key Stage 1 assembly in a different classroom. When the class teacher feels they are ready,
they then attend ‘Open the Book’ assemblies and merit assemblies in the hall with the rest
of the school. Parents and caregivers are warmly invited to attend all mass services and class
assemblies. Our first invitation is at the end of Term 1 where the Reception children will take
part in a ‘Welcome Assembly’ alongside Year 6.

Behaviour and Rewards:
At the beginning of the year, the children help to create class rules which set the expectations
for kind and friendly behaviour in our school. All staff use praise and a mantra of ‘good
choices’, and give gentle reminders to instil expected behaviour. We also have ‘Class Dojo’
points, which individuals can collect towards a whole class target. Points will be awarded to
pupils for many reasons including good listening, concentration, kindness towards others,
and friendly behaviour. Children can also be awarded a ‘Learning Lanyard’ for the day as a
result of an excellent attitude to learning. The children will be able to wear the lanyard for
the day and receive whole class applause in recognition of their achievement. A space within
the classroom is provided if a child needs to reflect on their actions (something we call
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‘Thinking Time’). More information about the school Behaviour Policy can be found on the
school website.

Book bags and Boxes:
Your child needs a book bag in school every day to hold their reading book, letters and
permission slips. The school’s book bags are available to purchase from the office. We
recommend adding a personal keyring to your book bag so your child can identify it easily.
Book bags should be placed in the labelled group boxes located outside the Reception
classroom at the start of each day. Please place your child’s book bag in their allocated group
box. Encourage your child to put their hats/gloves in their bag at the start of each day to
enable them to be independent.

Buddies:
Your child is assigned a Year 6 ‘buddy’ (a partnered child from the
Year 6 class) in September. They meet up regularly to read stories,
play games and complete small projects. This is a relished
opportunity for Year 6 children to impart their knowledge of the
school and develop friendships across the year groups. Welcome
cards, Christmas cards, Easter cards and good luck cards are
exchanged throughout the year.

Classroom:
Our classroom benefits from outside access onto our beautiful grounds. We make good use
of our outdoor space throughout the year, including the field, woodland and pond. Inside our
classroom, we have designated areas of learning to support the different areas of the Early
Years Curriculum. Resources are stored at child-level and children are encouraged to be
independent, responsible and respectful of our resources. The classroom contains a carpet
area for whole class learning, sink area and toilet facilities that are adjoining with the Year 1
classroom.

Class Dojo:
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Class Dojo is an online communication tool between school and
home. It contains a class story through which teachers can show
photographs of children’s learning, add links, share documents
and give notices for caregivers to view. Class Dojo allows each
child to have an avatar monster through which the teacher can
allocate points for pupils. It also contains a messaging service
where teachers can message individuals and groups of parents,
and parents can communicate with the teacher.

First Aid:
Most teaching and support staff are First Aid trained; the Reception class teacher and several
members of support staff also have Paediatric First Aid training. During the teaching day, the
class teacher or class assistant will oversee First Aid duty. During playtime and lunchtime, an
allocated member of staff will oversee First Aid duty. All incidents requiring First Aid are
logged within the school and when significant injuries occur, including any head bump,
parents/carers are contacted via Class Dojo messaging or a phone call.

Free School Meals / Pupil Premium:
All children in Early Years Foundation Stage and Key Stage 1 receive a free school meal each
day. However, if you are in receipt of certain qualifying benefits, please inform the school
office, as registering will attract Pupil Premium Funding specifically for your child which lasts
throughout your child’s time at St Francis (even if your circumstances change). If your child
is entitled to Pupil Premium the additional funding will be used to support your child’s
teaching and learning. It also allows the school to fund other activities for your child, including
instrumental lessons, swimming and the cost of school trips.

Forest School:
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We are very fortunate at St. Francis’ to have our own
Forest School facilities onsite and the expertise of a
Forest School teacher visiting us each week. Forest
school sessions take place in the school woodland
area across the year. The children are required to
wear suitable clothing during the active Forest School
sessions (which tend to take place in the warmer
terms for Reception Class). You will receive a letter
before Forest school sessions start with advice on
clothing. Your child may be required to wear their Forest School clothing into school and
bring their uniform in a bag if they have an early morning session.

Grievances:
If you have any grievances, contact the class teacher in the first instant. Please refer to our
school polices which are visible on our school website. We always want to hear your worries
or concerns and most issues can be resolved through talking and working together.

Handwriting:
At St Francis’ School we use ditties from the ‘Read Write Inc’ program to support correct
letter formation of non-cursive script. As the children learn the single letter sounds, they will
also learn a ‘ditty’ which is a small memorable phrase. For example: / a / – “around the apple
and down the leaf”. Please use the support sheets provided by the school to support your
child to form letters, starting with their name.

Home Learning and Links:
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Each week your child is given a new reading book and
various sets of ‘sight words’. Sight words are words that
are not phonetically decodable with the sounds they
have been taught. For home learning, we ask that books
are read and re-read each day, alongside the learning of
sight words. From Term 2, we introduce ‘Maths Stories’
which will be sent home regularly and include a picture
book, suggested games and example questioning.
To ensure a strong partnership between staff and parents, your child will be given a ‘Record
Book’. This record book is used to record your child’s reading at home and at school. The
record book is a log of the reading books and maths stories sent home. It is a space where
observations about your child’s reading is noted. Please record every time you read with your
child at home.
We will work closely with you during the year to ensure your child’s learning and
achievements are shared between home and school. We use an online Learning Diary called
‘Tapestry’ which will allow you to view your child’s achievements in school and also record
your child’s achievements at home. We look forward to sharing these special moments with
you and creating your child’s online record of learning together.

Home time:
The school entrance gate opens at 3:00pm ready for the school day to end at 3:15pm. Please
wait outside your child’s classroom for the teacher to call your child’s name and send him/her
to you. If your child is being collected by any adult other than yourselves, you must send a
message to the class teacher via Class Dojo or inform the office.

Hygiene:
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We have toilets adjoining the classroom and children are asked to inform an adult before
they use the facilities. Children are prompted to use the toilets during each ‘exploring time’,
before break time and before lunchtime. During Term 1, we introduce short carpet sessions
where the whole class receives learning input for up to 15 minutes. During this time, we
strongly discourage children from going to the toilet to
prevent them from missing learning opportunities.
Hand-washing is directed after coughing, sneezing, using
malleables, before snack time and after using the toilet.
We also follow any current Government guidelines.
Unfortunately, headlice are a very common part of
primary schools, especially in younger children where they
play so closely together.

Labels:
It is essential that all of your child’s school clothing (including P.E. kit) is clearly labelled,
including: P.E. bags, coats, book bags, lunchboxes, wellingtons, water bottles and school
shoes. It is very easy for the children to muddle or lose their belongings, and it is very difficult
to return unnamed items to their rightful owners. If missing items do appear, they will be
placed in the Key Stage 1 lost property box.

Letters home:
The school issues newsletters during the term to inform
you of upcoming events as well as general letters for
parents. In September, you are issued with a ParentPay
login. ParentPay is used to email letters, notices and
correspondence home to parents. It will also enable you
to make payments to the school online e.g. for milk and
school trips. We will provide you with a ParentPay
activation letter to enable you to set up the necessary
link. On occasions, we will also send reminders and
information in paper form, so we also ask you to check
your child’s book bag every night. Class stories on Class
Dojo will also contain reminders so please set your phone or electronic device to update you
with any new notices.

Library:
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We are very lucky to have a wonderful library at St. Francis’ School. The children visit the
library once a week to listen to a story and change their library book. They are entitled to one
library book at a time. You will be informed of your child’s library day in September. Please
ensure your child’s library book is in their book bag on their library day and inform us of any
books that go missing so we can invoice you.

Medical Information:
Please complete the Data Collection sheet you have been sent
with your child’s medical and contact details, and return to the
school office. This gives us important telephone numbers if we
need to contact you, and also gives you the opportunity to inform
us of any medical needs your child might have. If your child has
regular medication, such as an asthma inhaler, the school will
need to have one set in school to keep in your child’s classroom.
It is vital that you complete a medication consent form and
provide this medication on your child’s first day at school in
September. If your child needs prescription medicine during the
school day, please speak to the school office as we need your written consent to administer
it. We also require any information of dietary needs due to class picnics and class cookery.

Open door policy:
At St. Francis’ we operate an ‘open door’ policy. This means that staff are always happy to
meet and speak with parents. If you have any concerns or would like to meet with your class
teacher, please come in either before or after the school day by making an appointment via
Class Dojo messaging.

Outdoor area:
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In Reception, your child is able to explore the
outdoor areas in all weathers. Please ensure that
your child is appropriately dressed by including a
hat and pair of gloves during the winter and a
sunhat during the summer. Your child will also
need a pair of wellington boots and an all-in-one
waterproof in school. It is advisable to get an allin-one that is one size above your child’s actual age
so that it can fit on top of their coat when it is cold.
We recommend a ‘salopettes’ style waterproof, which enables your child to become more
independent whilst dressing. Waterproofs are to be kept in school in a bag on their peg.
Please ensure all items are clearly named. Named wellington boots can be stored in the
Reception covered outdoor area wellington rack.

Parent/Carer helpers:
We always welcome the help of parents/carers
and grandparents in school. The list of
activities with which they help is varied, for
example: listening to children read, helping in
the library, support on school trips, cooking,
secret reader and art activities. No previous
experience is required and the activities will be
planned and supervised by the teacher. Any
volunteer will have to read and comply with
our safeguarding policy before entering the
school building along with reading and signing
our Volunteers Handbook and Agreement. Please note: any adult working unsupervised with
children must have a DBS (Disclosure and Barring Service) check. Please speak to your teacher
for more information.

Parents’ Evening:
You will have the opportunity to meet your class teacher in the first term at St. Francis’ and
in Term 3. This allows you to have a more detailed update on your child’s progress as well as
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the opportunity to view your child’s literacy book. You will be invited to book an appointment
for parents’ evenings closer to the time on an online booking form.

Pegs:
Each child has their own peg in the corridor area outside Reception Classroom where they
can hang their belongings. Their peg has a picture with their name to encourage them to be
independent and responsible with their personal possessions.

Phonics:
At St. Francis’ we use the ‘Letters and Sounds’ scheme to teach your child the sounds they
need to begin reading. These sounds are taught throughout the year - starting with Phase 2
during Term 1 - through a combination of songs, actions and stories. A weekly update will be
given each week to inform you of the new sounds being taught during that week. This will
allow you to practise these sounds with your child at home alongside their learning in school.

Physical Education:
Your child will take part in P.E. sessions every week.
Please ensure that their P.E. kit is kept in a suitable
bag (St. Francis’ P.E. bags are available from the
office along with school book bags) which should be
named. Your child will change into and out of their
P.E. kit in school and will be encouraged to be as
independent as possible. P.E. bags should be kept
in school but taken home during holiday times to be
washed and checked for size.

Play:
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Play is what Early Years is all about. Your
child will spend their days learning
through play. That is the magic of Early
Years! They engage in a mixture of adultled play, adult-initiated play and childinitiated play. We strongly discourage
toys from being brought into school; they
can easily be damaged or go missing. We
will be sending home ‘Show and Tell’
tickets for your child to use once during a
term
to
share
an
item/photograph/certificates with the
class. Your child’s ‘Show and Tell’ item will be stored in a special box to be shown at the end
of the day.
Playtime:
There is a morning break between 10:30am and 10:45am. This
allows your child to explore the Key Stage 1 playground and
adventure playground, and make new friends with children
throughout the other Key Stage 1 classes. They will also meet a
group of Key Stage 2 children during lunch time play who act as
‘Playtime Pals’ to support them during play.

PPA:
Class teachers have allocated non-contact time each week for
planning, preparation and assessment. This is given in different
slots across the week. This time is covered by another teacher or a Higher Level Teaching
Assistant. During this time, the class have the opportunity to take part in specialised P.E.
coaching, Forest School, Dance coaching, library book skills and drawing skills. This may mean
that your child is greeted and registered by a different teacher in the morning or at the end
of the day. You will be informed of the arrangements of this on our Termly Learning Grid
letter which you can access on Class Dojo or the school website.

Reading:
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Children learn to love the sound of language before they
even notice the existence of printed words on a page.
Reading books aloud to children stimulates their
imagination and expands their understanding of the
world. It helps them develop language and listening skills
and prepares them to understand the written word.
Reading for pleasure has a huge impact on your child’s
cognitive development.

Reading books:
Reading to your child and enjoying stories together is vital for their reading development,
love of stories and to encourage language and communication. To begin with, your child will
bring home wordless books. After a few weeks of phonics teaching and baseline assessments,
your child will receive their first reading book with words. Books are only given to children
when they are becoming confident in blending and segmenting. For most, this will be towards
the end of Term 1. In school, we read every day as a whole class or in small groups; your
child’s personal reading books are changed weekly. We record when your child has read with
us in school in the ‘Reading Record Book’ and we ask that you also record when your child
has read the book at home.

Requesting absence during term time:
At St. Francis’, we encourage children not to be taken out of school during term time.
However, if you have to take your child out of school during term time you must complete
an absence request form. These are available from the school office or on the school website
(Information, Information and Policies, Absence Request Form for Exceptional
Circumstances). A copy of the form advising you of the outcome of your request will be sent
home to you.

Rain:
If it is raining when you arrive in the morning, please drop your child at the main entrance of
the school next to the Office. At 8:35am, a member of staff will be on duty and your child
will be greeted then taken into the school hall. The children will gather in the hall with a
member of staff before being sent to their class at 8.45am.

School Dinners:
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School dinners are very popular with many children at
St. Francis’ and provide the opportunity to try new
foods. Our school dinners are cooked on site and
produced by Chartwells. You will receive a different
menu for each term. Your child is supervised to help
them cut up their food and carry their plate at
lunchtime. All children in Early Years Foundation Stage
and Key Stage 1 are entitled to receive a free school
dinner each day.

Self-registration:
As your child comes into the classroom in the morning, they will need to complete ‘selfregistration’. Each child will have their own picture above their peg, which they remove and
place on the registration grid on the classroom cupboard door.

Snack time:
Snack time is immediately before morning break. During this time, your child will choose a
drink of either milk or water and a piece of fruit. Milk is free up until your child’s 5th birthday.
We also ask you to provide a labelled bottle of fresh water for your child each day.

School Values and Policies:
Please find our school values at the end of the booklet.
At St. Francis’, we take matters such as bullying and
child protection very seriously. Please speak to the
school office if you would like to see the policies related
to these issues. The policies are also available to view
on the school website
Secret Reader:
On Friday afternoon at 3.00pm we invite a ‘Secret Reader’ to read their chosen picture story
book to the class. The children have the opportunity to listen to a range of stories by different
parents and caregivers across the year. Parents/carers are encouraged to sign up to be a
‘Secret Reader’. The sheet will be available at the beginning of every term outside Reception
Class. All ‘Secret Readers’ will have to read and sign our Volunteers Handbook and Agreement
and comply by our safeguarding policy before their visit.
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Spare clothes:
We have a range of spare clothes available in case a child has an accident or gets too wet
playing at the water tray. However, it would be helpful if you could provide a spare change
of underwear and trousers for your child and keep them in their P.E. bag.

Special Educational Needs:
At St. Francis’, we strive to be fully inclusive, providing opportunities for all our pupils to meet
their full potential. We recognise that every child is unique, and can benefit from support in
a wide variety of areas, be it academic, physical, communication, social or emotional, as well
as valuing the distinctive contribution that every child brings to our school. If you have any
concerns about your child, please speak directly to the class teacher. The class teacher will
then liaise with the SEND lead in school, who will then undertake an observation and proceed
from there.

Uniform:
St. Francis’ School has a distinctive uniform with a blue shirt representing Mary (the patron
saint of the Immaculate Conception Parish Church of Clevedon) and brown for St. Francis (the
patron saint we share with our local church in Nailsea). Our uniform gives us identity, sets a
high standard and is worn with pride. Children should attend school wearing the appropriate
uniform and ensure that articles of clothing are clearly named.

Uniform
•
•
•
•
•
•

Brown trousers or skirt
Blue short or long-sleeved shirt
St. Francis’ school tie (elasticated ties permitted until the end of year 2)
Brown jumper with the St. Francis’ logo
Plain brown or black shoes
Plain brown tights or brown / white socks

Optional summer uniform:
• brown shorts with shirt and tie or a blue-checked summer dress
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Sports’ Kit
• Black P.E. shorts (not lycra)
• Plain white T-shirt
• Plain dark-coloured or white trainers / black daps – please avoid heavily patterned or
fluorescent footwear
• Plain black jogging bottoms and hoodie for P.E. outside (weather dependent)
Recommended Other Uniform
•
•
•
•

Waterproofs
Sun hat, warm hat, scarf and gloves
Wellington boots
Book bag with school logo and P.E. bag with school logo

Please Note in Addition:
• Hair longer than shoulder length must be tied back with plain, dark-coloured hair bands

Purchasing
‘School Togs’ is our uniform stockist
(Crown Glass Shopping Centre, 2 Clevedon Rd, Nailsea. Tel: 01275 857491).
Book Bags (A4 size) and PE Bags can be purchased from the school office. Please do not bring
in ruck sacks to school as there is insufficient space in the cloakrooms to accommodate large
ruck sacks.

Water:
Throughout the day, your child will be encouraged to
drink water. Children are taught the importance of
hydration in keeping our bodies healthy. Please provide
your child with a labelled water bottle, filled with plain
water only. This should be placed in the water bottle tray
which is located outside the classroom at the start of
each day.

School Values
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