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At St Mary’s we are committed to ensuring the 
happiness of every one of our pupils. We firmly believe 
that our girls flourish when their individual talents 
are recognised and nurtured and when they have 
confidence and self-belief.

Although St Mary’s girls are expected to work hard, 
they have lots of fun at the same time! The girls 
achieve excellent academic results while also excelling 
in many other fields. They are encouraged to make the 
most of the many opportunities on offer at the school 
to develop their interests and talents.

We hope that each of the pupils will enjoy life as a 
St Mary’s girl, developing the confidence, skills and 
strength of character which will stand her in good 
stead for secondary education and beyond.

This Parents’ Handbook is designed to give 
information on the day-to-day organisation of St 
Mary’s Lower School. The Lower School Office or your 
daughter’s class teacher will be happy to help if you 
have any questions or concerns. 

MRS EMMA STANHOPE
Director of Lower School
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8.00am Breakfast Club in the School Hall

8.25am The school gate opens for Year 5 and 6 girls (younger 
siblings may also enter at this time)

8.30am Year 3 and 4 girls enter (younger siblings may also enter)

8.35am Year 1, 2 and Prep enter

8.40am Bell rings for the start of the school day

8.45am Registration

8.55am Assemblies are held every morning in the School Hall. Girls 
are encouraged to bring in certificates to be presented. 
Please let us know of any outside school achievements, for 
example swimming certificates, dancing medals or riding 
rosettes. Stickers are presented to ‘birthday girls’.

9.15am Lessons begin

10.15am Outdoor play. Milk or water with a small snack is provided 
for all the girls. Fresh fruit is provided for infant girls. In 
addition to their snack, junior girls may bring a piece of fruit 
from home.

10.30am Lessons resume

11.40am Infant lunch. A hot meal with vegetarian and salad options 
is served in the School Hall in a ‘family dining’ setting where 
staff help serve the girls.

12.10pm Infant girls return to class after lunch

12.20pm Junior lunch. A hot meal with vegetarian and salad options 
is served in the School Hall in a ‘family dining’ setting where 
staff help serve the girls.

12.45pm Infant and Junior playtime

1.15pm Lessons resume

3.00pm Infant school day finishes. Activity Time is only available for 
girls waiting for older sisters or siblings in Kindergarten.

3.25pm Junior school day finishes

3.30-4.30pm After-school activities. See the Lower School Office for 
information.

The school day
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Lunchtimes

Our catering contractor, Holroyd 
Howe, provides the girls with 
a two-course lunch every day. 
Meals are varied and nutritionally 
balanced and, on occasion, 
devised to complement events 
or topics being studied in 
school. The forthcoming week’s 
menu is available on the school 
website. If your daughter is a 
vegetarian or has specific food 
allergies, please notify the school 
immediately, in writing, so that we 
can make sure that suitable food 
is provided and the appropriate 
allergen forms are completed.

Playtimes

Breaktimes are closely 
monitored by staff on duty. Any 
concerns about behaviour or 
disagreements among the girls 
are noted and passed on to the 
relevant class teachers. Our 
‘friendship bench’ is a place for 
anyone feeling unsure or upset 
to sit and wait for a friend. Please 
discuss persistent worries over 
friendships with your daughter’s 
class teacher as soon as 
possible.

Activity Time

This session is only available for 
Infant girls who are waiting to be 
collected with Junior sisters or 
siblings in Kindergarten and runs 
from 3pm to 3.25pm.

After-school care

The school provides two different 
sessions for childcare at the end 
of the day.  Session 1 finishes at 
4.30pm and Session 2 runs until 
6pm. A light tea is provided for 
those who stay until 6pm. Please 
speak to the Lower School Office 
staff if you wish to use this facility, 
either on a permanent basis or 
ad hoc. There is an additional 
charge for using this facility. 
Further details can be found on 
our website.
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Academic curriculum

Curriculum

Mrs Wentworth is the Assistant 
Director of Lower School 
(Academic) and is responsible 
for the delivery of the curriculum. 
If you wish to speak with her, 
please make an appointment via 
the School Office.

Early Years Foundation Stage 
(EYFS)

The Early Years Foundation 
Stage curriculum transitions 
through to the end of the Prep 
(Reception) year. It is built upon 
the following principles: 

The Unique Child

At St Mary’s we 
recognise that 
in this complex 

and rapidly changing world 
we are unable to predict what 
challenges your daughters will 

face in their futures. Therefore, 
the best preparation we can 
give them in their early years is 
to provide living experiences 
of making choices, innovating, 
taking responsibility, facing 
challenge, thinking flexibly and 
critically, and learning how to 
learn so that they will be able 

to respond to their unfolding 
futures.

At St Mary’s we want your 
daughter’s to feel safe within 
warm, loving and caring 
relationships. Only when their 
basic emotional needs are met 
will they relax and move into 
exploring, taking risks, making 
discoveries, and experiencing 
the deep involvement through 
which they learn. The class 
teachers will help your daughter 
to feel confident, and at ease, by 
providing an environment that 
meets their need for tenderness 
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St Mary’s is a non-selective school, but we expect our pupils to 
always give their very best and to strive for the top! Our academic 
results are consistently high, which is demonstrated by the 
number of grammar school places and Senior School scholarships 
the girls achieve, as well as excellent SATs results.



LOWER SCHOOL PARENTS’ HANDBOOK
A

C
A

D
EM

IC
 C

U
RR

IC
U

LU
M

6

and affection, relaxation, inner 
peace, enjoyment, openness, 
safety and belonging.

In the Prep class the girls will 
explore the world and their 
imaginations, embracing new 
experiences, through open-
ended activities.

Within the Prep class, we 
recognise that every child 
brings with them a rich heritage. 
Their homes, families, life 
experiences and beliefs provide 
the foundations to their identity.  
This allows us to share wonderful 
opportunities for learning, 
celebrating and embracing each 
other’s differences.

Positive Relationships

At St Mary’s we recognise the 
importance 
of working 
together to 
ensure the best 
outcomes for 
your daughter. 

Research tell us that the most 
important predictor of children’s 
future outcomes is the quality of 
the home learning environment, 
so involving you, the parent, 
in your daughter’s learning is 
the most significant factor in 
enabling her to do well. 

Every child and family in our care 
are unique and special to us. On 
entry to the school setting it is 

important that we get to know 
about your daughter. This is the 
start of us working together, 
sharing information which we can 
use to help form your daughter’s 
learning journey. 

The class teacher, along with the 
class practitioner, will help your 
daughter to settle into the school 
routines ensuring that they feel 
cared for and safe. The staff at 
St Mary’s are privileged to be 
able to share in the development 
of your daughter, having 
opportunities to celebrate key 
moments of achievement and 
success with you.

Enabling Environments

At St Mary’s 
the enabling 
environment is 
very important 
to us. We want 

the girls to experience the real 
physical and natural world, as 
well as the social world. We 
want to provide routine and 
adult involvement which allows 
support for development and 
learning that may be planned 
or may arise informally. We 
particularly want them to develop 
a love of the natural outdoor 
environment. 

The class teacher will provide 
opportunities for negotiation 
and collaboration with your 
daughter’s peers to allow for her 
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communication, language and 
social skills to develop. They 
will provide open-ended play 
opportunities which will allow 
her imagination and creativity 
to flourish. Your daughter will 
have time to be in the different 
environments so that they can 
explore and develop a sense of 
self. The class teacher will also 
provide opportunities for your 
daughter to challenge her own 
emotional, social, physical and 
cognitive abilities and allow her 
to take risks.

Outdoor Learning/Forest School

At St Mary’s we are privileged 
to have lots of open outdoor 
space for the girls to explore 
and learn in. They are able to 
experience the natural world as 
they feel weather, hear sounds 
in nature as well as experience 
the changes in natural light. The 
girls have the unique opportunity 
to spend quality time outside in 
the natural environment. They 
learn to challenge themselves, 
take risks and develop new skills. 
Time outdoors also benefits 
their health and wellbeing. By 
experiencing first-hand, the 
girls begin to make sense of the 
world, and to learn to care for 
their environment. 

The natural environment also 
supports their imaginative 
play and the development of 
relationships, encouraging 

collaboration with others. The 
children begin to develop flexible 
thinking. Challenging activities 
across the curriculum, also allows 
them to develop their thinking 
and problem-solving skills.
The fantastic outdoor learning 
space allows the children to be 
inspired, to help them develop 
their interests and curiosities, 
encourage questioning, awe and 
wonder, and sustained shared 
thinking.  

Learning and 
Development

To learn well, 
children must 
approach 

opportunities with curiosity, 
energy and enthusiasm.  
Learning must be meaningful to 
a child so that they can use what 
they have learnt and apply it in 
new situations. These abilities 
and attitudes of strong learners 
will support them to learn well 
and make good progress in 
all the Areas of Learning and 
Development.

Prime Areas

There are three Prime areas;
• Personal, social and 

emotional development 
(PSED)

• Communication and 
language (CL)

• Physical development (PD) 7
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It is through these aspects that a 
child accesses the world around 
them and relationships with other 
people, which in turn opens the 
door to learning in all areas.

The specific areas through 
which the three prime areas are 
strengthened and applied are;
• Literacy
• Mathematics
• Understanding the World
• Expressive Arts and Design

These specific areas of learning 
provide children with a broad 
curriculum and with opportunities 
to strengthen and apply the 
prime areas of learning. This 
is particularly important in 
developing language and 
extending vocabulary. At St 
Mary’s we understand that 
each everyday experience is an 
occasion for holistic development 
and learning. All spheres of 
development and learning are in 
action at the same time, which 
can be seen in the example 
opposite.

Characteristics of Effective 
Learning

In planning and guiding your 
daughter’s activities, the class 
teacher will focus on the 
Characteristics of Effective 
Learning and reflect these in 
their practice and assessment 
processes:

Playing and exploring – children 
investigate and experience, and 
‘have a go’

Active learning – children 
concentrate and keep trying if 
they encounter difficulties, and 
enjoy achievements

Creating and thinking critically – 
children have and develop their 
own ideas, make links between 
ideas, and develop strategies for 
carrying out tasks

Planning, Observation and 
Assessment

At St Mary’s your daughter will 
have her own unique pathway 
of learning. Daily interactions 
involve observing, reflecting and 
deciding how best to support 
your child. At key points, whilst 
your daughter is with us, the 
class teacher will reflect on her 
learning pathway, creating a 
summary of her development, 
learning and progress. A holistic 
summary will give attention 
to knowledge and skills, your 
daughter’s emotional wellbeing 
and connections, and to the 
development of her attitudes for 
learning.

It is important that parents are 
able to share in the achievements 
of their daughter. The online 
learning programme Tapestry is 
a two-way system which gives 
parents the opportunity to see 9
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what their daughters have been 
learning in the Preparatory Class 
and also to add achievements 
at home. This creates a rounded 
picture of a child’s learning and 
development.

Key Stage 1 and 2

In the Lower School we agree 
long-term plans, which indicate 
the topics to be taught in each 
term and to which year groups. 
We review our long-term plans 
on an annual basis. Medium-
term plans give guidance to the 
objectives, learning outcomes 
and teaching strategies that 
we use when teaching each 
topic, including suggested 
resources, activities and ways 
to differentiate to ensure the 
needs of all the pupils are being 
continually met. Although the 
National Curriculum is often used 
as the basis for the long and 
medium-term plans for KS1 and 2, 
at St Mary’s we often go beyond 
the expectations of the National 
Curriculum. 

The Director of Lower School 
is responsible for the overall 
planning and organisation of the 
curriculum which is supervised 
and reviewed by the Assistant 
Director of Lower School 
(Academic). Subject Leaders and 
Subject Co-ordinators ensure that 
their subjects provide continuity 
and progression from the EYFS 
to the end of KS2. Curriculum 

booklets for each year group 
can be found within the parents 
portal on our website.

Specialist teaching forms part of 
the curriculum. In all year groups 
the pupils are taught by specialist 
Music, French, Forest School 
and PE teachers. This allows for 
a stimulating and challenging 
curriculum in which the pupils 
can thrive.

Music

All year groups have a music 
lesson each week. Singing is a 
strong feature of the school. In 
Year 2 and beyond the girls are 
given the opportunity to learn 
to play the recorder – each girl 
needs an Aulos recorder and 
Recorder Magic Book 1. In this 
way, every child learns to read 
music and many go on to take up 
an additional instrument.

Drama

In the spring term the infant girls 
have the opportunity to take 
part in a group LAMDA exam. 
Girls in the Preparatory class 
have a drama lesson each week 
while Year 1 and 2 pupils have 
drama lessons in the spring term, 
in preparation for their exam. 
These lessons are led by Theatre 
Arts Academy. At the end of 
the academic year the junior 
department puts on a production, 
staged at the Senior School. 10
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The production is performed on 
two evenings and all girls are 
expected to attend. Year 6 girls 
take on the lead roles, while 
other year groups support the 
singing.

Forest School

Forest School is part of the 
curriculum. We encourage the 
girls to be outside in all weathers, 
so it is really important that the 
girls wear layers and are warm. 
Prep pupils have a Forest School 
session weekly; girls in other 
year groups have one afternoon 
Forest School session for one 
term of the year.

PE (including swimming)

PE is an important part of the 
curriculum and girls should have 
the correct PE kit in school at all 
times. Please see the uniform 
guide, which can be found on the 
school website, and ensure that 
all kit is named. From Year 1, each 
class swims for one term at First 
Strokes swimming pool, across 
the road from the school. Pupils 
are expected to wear the correct 
swimwear – a black swimsuit, 
swim hat and googles. The girls 
may join the netball club from 
Year 3 upwards. An additional 
weekly netball squad session is 
provided (by invitation) for girls in 
Years 5 and 6. Netball matches 
are arranged against other 
local independent schools and 

schools in the Colchester Primary 
League.

Ballet

Our professional ballet teacher
engages the Preparatory girls in 
a ballet session. Taking place in 
the Dance Studio, the children 
enjoy interpreting the music.

Home learning

In Key Stage 1, home learning 
is set to support the girls in 
their learning, with the active 
involvement of their parents 
or carers. At Key Stage 2, girls 
are encouraged to work more 
independently, so that by the 
time they leave they are able to 
cope with the formal homework 
schedules they will encounter 
at senior school level. They will 
be encouraged to manage the 
activities with little help and to 
prioritise, while recognising that 
they must hand in home learning 
on time, no matter how busy their 
lives outside school may be. 

A copy of the home learning 
procedure can be found in the 
Curriculum Policy on the website. 

To help with managing the 
tasks set, a Homelinks letter for 
every year group is sent home 
each Friday. Home learning is 
expected to be completed and 
handed into the class teacher by 
the following Thursday.
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Extra-curricular opportunities
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Clubs

A comprehensive Clubs Booklet 
is distributed at the end of the 
Summer Term so that girls may 
choose clubs ready for the start 
of a new academic year. It is 
very helpful if parents can make 
their requests for their daughters 
as promptly as possible. If your 
daughter would like to join a 
club at any other point in the 
school year, please speak to the 
Lower School Office staff who 
will be able to inform you which 
clubs have available spaces. It is 
important that girls attend clubs 
for the right reasons. Girls who 
do not show commitment may be 
asked to leave, to make space 
for those who may appreciate 
it more. Most clubs finish at 
4.30pm. Girls should be collected 
on time please.

Some after-school clubs are run 
by external providers, including: 
• Ballet: Miss Stephanie takes 

ballet lessons in school for 
pupils in Kindergarten and 
Prep and also on a Thursday 
after school. 

• Theatre Arts Academy: This 
popular drama club is run 
by external drama teacher 
Karen Binks. 

• LAMDA: Girls are offered the 
opportunity to prepare for 
the LAMDA external drama 
examinations by professional 
actor Millie Binks. 

• Karate: Peter Shaw runs 
the popular after-school 
Karate clubs for a variety 
of age groups. Participants 
are prepared for grading 
examinations.

• Junior Art Club: Mrs Mercer 
runs the new Junior Art Club 
for those who enjoy art and 
would like to develop their 
artistic talents.

Please be aware that the 
school is not responsible for 
the organisation of clubs run by 
external providers.

Instrumental lessons

The school has a team of 
peripatetic music teachers, who 
teach a variety of orchestral 
instruments, as well as voice. 
Music lessons are scheduled 
during the school day – lessons 
are missed in rotation, although 
English and Mathematics lessons 
will never be missed. To arrange 
music lessons, parents should 
contact the relevant peripatetic 
music teacher directly – contact 

Our range of clubs and activities offers girls the chance to discover 
and develop new talents and interests.
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details can be found in the clubs 
booklet, or the Lower School 
Office will be able to put you in 
touch. If your daughter wishes 
to stop learning an instrument in 
school, a term’s notice must be 
given to the peripatetic teacher.

SMASH

SMASH (St Mary’s Activities in the 
School Holidays) is a programme 
of daily activities for St Mary’s 
pupils in Prep to Year 6, held at 
the school. Sessions may include 
arts and crafts, drama, sports, 
adventure, outings, games etc. 
Girls may take part for either a 
full week, or on a daily basis. 

The SMASH programme is made 
available to parents in advance of 
each school holiday. The SMASH 
day is 9am-3pm, with the option 
of an earlier start for breakfast 
at 8.30am and a late stay until 
4.30pm. A charge is made per 
day/week and added to the fee 
invoice with parents’ permission.

Houses

The House system at St Mary’s 
aims to engender a sense 
of identity in the school, to 
encourage teamwork across the 
year groups and to foster respect 
between the girls. On joining 
St Mary’s, every girl is allocated 
to one of the four houses: 
Abbeygate, Balkernegate, 
Headgate and Scheregate. 

House badges are given to the 
girls to wear with pride on their 
blazer. Pupils remain in their 
houses throughout their time 
at St Mary’s Lower School and 
Senior School. Each house has its 
own House Captain. The houses 
compete at various sporting 
and fun events and throughout 
the year and house points are 
awarded for:
• Communication
• Inquisitiveness
• Problem Solving
• Courage
• Team Work
• Responsibility

House point totals for each class 
are collected weekly and the 
winning house is presented with 
the house point cup. At the end 
of the academic year, the house 
with the most house points is 
presented with the house shield.

School responsibilities

Girls are encouraged to play 
an active part in the school 
community and to develop their 
leadership skills by becoming 
involved in our School Council, 
committees and charity work, and 
taking on roles of responsibility.

School Council

The School Council meets once 
a month during lunchtime and 
offers the girls an opportunity 
to contribute their views to the 
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running of certain aspects of their 
school. The Head Girls sit on 
the School Council along with a 
representative of every form in 
Years 1 to 6, elected by the girls. 
The format for elections is as 
follows:
• class teacher speaks to the 

class about the role of the 
School Council

• the pupils put themselves 
forward if they wish to stand 
for election

• the pupils write a short 
speech about why they think 
they should be chosen as 
class representative

• a secret ballot then takes 
place after all the speeches 
have been heard

• the teacher informs the 
Director of Lower School

• representatives are 
announced in assembly and 
awarded badges

Eco-Schools Committee

Representatives in Years 3 
to 6 form the Eco-Schools 
Committee, which spearheads 
eco activities throughout the 
school, particularly Eco Week 
and recycling. Lower School girls 
meet regularly with the Senior 
School Eco Team to share ideas 
and help implement school-wide 
eco initiatives. These meetings 
will take place via Microsoft 
Teams.

Roles of Responsibility

At the beginning of the autumn 
term, Year 6 girls have the 
opportunity to make a written 
application for one of the 
school’s roles of responsibility. 
These are appointed by the 
Director of Lower School and 
work closely with the Assistant 
Director of Lower School 
(Pastoral). Roles are: Head of 
House, Charity Rep and Prefects.

It is expected that girls appointed 
to these roles demonstrate, in 
their everyday lives, all the values 
that St Mary’s upholds. Girls who 
apply should give evidence of 
their suitability to:
• be a role model for other 

girls in the school
• demonstrate independence, 

responsibility and reliability
• monitor the welfare of other 

girls
• assist in the organisation of 

school activities and events
• wear the school uniform 

correctly and with pride
• behave in an exemplary 

manner
• demonstrate good work 

habits
• be competent in self-

management
• have good personal 

organisation skills
• be punctual and well-

prepared for their 
responsibilities

• be able to carry out 
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delegated tasks efficiently

Prefects’ responsibilities:
• to become involved in 

regular and special school 
events

• to assist in Assembly 
organisation

• to arrange facilities for school 
activities

• to assist and direct parents 
who are attending school 
functions

• to carry out break duties as 
required

• to show new parents/visitors 
around the school

• to meet regularly with the 
Assistant Director of Lower 
School (Pastoral)

Head of House responsibilities:
• co-ordinate house points for 

the house
• lead and support house 

members in whole school 
events

• work on House Charity 
events

• to become involved in 
regular and special school 
events

• to arrange facilities for school 
activities

• to assist and direct parents 
who are attending school 
functions

• to carry out break duties as 
required

• to meet regularly with the 
Assistant Director of Lower 
School (Pastoral)

Charity Rep responsibilities:
• to meet regularly with the 

staff lead to organise charity 
events

• to help to choose charitable 
organisations for donation

• to organise and meet 
deadlines for set tasks

• to become involved in 
regular and special school 
events

• to carry out break duties as 
required

Head Girls

The election of Head Girls takes 
place in the summer term for the 
following academic year and the 
new Head Girls are announced 
at Prize Giving. Head Girls are 
required to:
• support the Director of Lower 

School in representing and 
promoting the school

• sit on the School Council
• meet with the Director of 

Lower School
• represent the school at 

events
• make speeches promoting 

the school
• show new parents/visitors 

around the school
• assist and direct parents 

who are attending school 
functions

• carry out break duties as 
required

• arrange facilities for school 
activities

15
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Pastoral care

Mrs Adamson is the Assistant 
Director of Lower School 
(Pastoral). She supports pupils 
who need a little more ‘tender, 
loving care’, either academically 
or pastorally. Please speak to her 
if you have any concerns about 
your daughter.

In our supportive environment, 
girls receive the individual 
attention they need to make the 
most of their lessons and to be 
happy and engaged throughout 
the school day. They are able 
to build good relationships with 
their class teachers, so that if any 
concerns are raised they can be 
dealt with at an early stage. 

Class teachers support pupils 
in managing their friendships, 
helping them to understand the 
importance of valuing each other 
as individuals and developing 
the skills to work harmoniously 
together. 

The wellbeing of every individual, 
pupil and staff member alike, 
is of paramount importance at 
St Mary’s and informs all that 

goes on at the school. In such a 
supportive, caring atmosphere, 
girls learn to be successful, while 
at the same time developing a 
sense of integrity and a strong 
empathy for those around them.

Pupils’ Code of Conduct

We pride ourselves at St Mary’s 
on manners, tidiness and the 
warm welcome we extend to 
visitors. Pupils are encouraged to 
take responsibility for themselves 
and for those around them. On 
rare occasions where behaviour 
is not quite as we would wish – a 
quiet word is normally all that is 
required. 

The class teacher, Assistant 
Director of Lower School 
(Pastoral), Assistant Director of 
Lower School (Academic) or 
the Director of Lower School 
may contact parents directly, 
depending on the nature of 
the concern. We regard our 
partnership with parents to be of 
paramount importance.

In our friendly, warm community, each girl is known, valued and 
cared for as an individual. As a relatively small school, with a staff 
dedicated to meeting the needs of each and every pupil, we are 
able to focus on ensuring that girls at St Mary’s have a happy 
school experience and leave with the confidence and skills to 
make the most of the life ahead.

16
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Behaviour Policy 

Our school Behaviour Policy 
has very clear steps for pupils. 
This can be found on the school 
website, or please contact 
the Lower School Office if you 
require a paper copy. Its aims 
are:
• For every member of our 

school community to be 
happy, valued and respected, 
and to be treated fairly

• To have high expectations, 
appropriate to their 
developmental years, of girls’ 
behaviour and to ensure that 
all pupils work to the best of 
their ability

• To foster self-discipline 
through positive 
encouragement and reward 

Pupils are expected to conduct 
themselves in line with the 
few ‘school rules’ that we have 
in place. These are regularly 
reinforced in class and in whole 
school assemblies. They are:
• Treat people as you want to 

be treated
• Make school a safe and 

happy place
• Be polite, show respect and 

be helpful at all times
• Wear the correct school 

uniform
• Walk quietly and sensibly 

around the school

We aim to provide a caring, 
friendly and safe environment, 

ensuring the wellbeing of all 
members of the community. 
Pupils have the right to feel safe 
at school.

Bullying at St Mary’s will not be 
tolerated and any incidents that 
are reported to us are dealt with 
in line with the school policy 
(this can be found on the school 
website). Incidents of bullying are 
extremely rare in this school, but 
we must never be complacent 
and think it would never happen 
here. 

Bullying is defined as an action 
that is repeated over time and 
that intentionally hurts another 
pupil or group physically or 
emotionally. The term bullying is 
sometimes used inappropriately; 
it is important that pupils, staff 
and parents understand the 
correct meaning, so that we can 
all work together in the interests 
of all pupils.

Further information can be found 
in the parents portal on our 
website www.stmaryscolchester.
org.uk/current-parents
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Communications and events

Open door policy

If you have concerns about your 
daughter, or would like further 
information, please speak to 
her class teacher. Questions 
regarding the curriculum can be 
answered by Mrs Wentworth, 
the Assistant Director of Lower 
School (Academic). Please speak 
to Mrs Adamson, the Assistant 
Director of Lower School 
(Pastoral), for information on your 
daughter’s pastoral care.

School records

It is important that school records 
are complete and up-to-date, in 
the event that parents need to be 
contacted urgently. Please notify 
the Lower School Office if there 
are any changes.

Tapestry for Preparatory Class

It is important that parents 
are able to share in the 
achievements of their daughter. 
The online learning programme 
Tapestry is a two-way system 
which gives parents the 
opportunity to see what their 
daughters have been learning in 
the Preparatory Class and also 
to add achievements at home. 

This creates a rounded picture 
of your daughter’s learning and 
development.

Home Links

Parents receive their daughter’s 
home learning tasks every Friday 
on the Home Links letter from her 
form teacher.

Home School Log/Reading Diary

Every pupil has a Reading Diary/
Home School log, which is a 
line of communication between 
home and school. Please make a 
note in the diary, along with any 
comments, when your daughter 
reads to you.

Reporting

Reports are issued at Christmas 
and at the end of the school 
year in July. The Christmas 
report is a shorter report, which 
includes English, Mathematics 
and a general teacher comment. 
The full report is sent home 
in the summer term. Girls are 
continuously assessed and 
parents meet with teachers in 
October and February/March to 
review progress and to discuss 
your daughter’s next steps.

At St Mary’s we pride ourselves on excellent communication with 
parents.
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SATs tests take place at the 
end of Year 2 and Year 6. The 
pupils also take part in the Incas 
diagnostic testing at Year 2, 4, 
5 and 6. Information on these 
assessments is also shared with 
parents.

Parents’ Evening

There are Parents’ Evenings in 
October and February/March 
each academic year. Parents are 
requested to document their 
availability on the specified days 
and a time will be organised to 
suit both parties. 

Specialist teachers are available 
at the February/March Parents’ 
Evenings. Parents who are 
unable to attend Parents’ Evening 
are welcome to speak to the 
Lower School Office to arrange 
a mutually convenient time to 
discuss their daughter’s progress 
with her class teacher.

Parent Afternoons

Parents of pupils in Years 1 to 6 
are invited into the classrooms 
every half term on a Friday at the 
end of school to look over their 
daughters’ work. Please note that 
this is not a time for consultation 
with the class teacher, but 
an opportunity to celebrate 
your daughter’s work and to 
be involved in her learning. 
Classrooms are closed from 4pm.

Email and text communications

Correspondence between the 
Lower School and parents is via 
email or text message. Messages 
may require a ‘click response’. 
The Lower School Office staff 
are happy to help with any 
difficulties.

Newsletter

News from the Lower School, 
upcoming key dates and other 
useful information is sent home 
as part of the Lower School 
Spotlight newsletter every Friday. 

Website

The school website is a great 
source of information on all 
sections of St Mary’s School. It 
also includes school policies and 
the latest news. 

The Parents Portal
www.stmaryscolchester.org.uk/
current-parents contains useful 
information such as school 
day timings, key dates, menus, 
uniform guide and online shop, 
curriculum, news and galleries.

Social Media

You can follow us on Twitter
(@stmaryscolch), Facebook 
(stmaryslowerschoolcolchester) 
and Instagram 
(@StMarysColchester)
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PTA

St Mary’s has an active Parent 
Teacher Association, which 
organises at least one social or 
fundraising event for the whole 
school each term. 

Membership of the PTA is 
automatic and parents are kept 
informed via the newsletter and 
by letter, of the various PTA 
events. 

Parents who would like to 
help organise PTA events are 
encouraged to join the PTA 
committee – the Lower School 
Office staff can arrange contact 
with the current PTA Chair. The 
committee meets on one evening 
each half term to plan events.

School trips

Trips are organised each term 
for every year group and are 
designed to inspire the girls, or 
to support and extend curriculum 
studies. 

We try to ensure that all girls take 
part in at least one theatre and 
gallery trip during their time at 
the school.

Key events

We enjoy welcoming friends 
and family members into school 
on a regular basis for events. 
These include performances 

such as the Nativity, outdoor 
theatre production, Sports Day, 
PTA events such as Fireworks 
Night and our annual Prize Giving 
celebrations. 

Details of events are 
communicated via email, on 
our website and in our weekly 
newsletters.
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Drop-off, collection and visiting

Visiting the school during 
working hours

During the school day, all visitors 
(including parents) must ring on 
the main gate. A member of the 
Lower School Office team will 
then come out to greet you. All 
visitors/parents must then report 
immediately to the Lower School 
Office. 

Parents are not permitted 
to walk around the school. 
This is due to fire regulations 
and our responsibility for the 
safeguarding of the pupils in our 
care.

Parking

The car park has been designed 
to ensure that traffic flows well 
at busy times. It is extremely 
important that parents drive very 
slowly and carefully while on 
the school site, for the safety of 
the children and other parents. 
The drop-off area is for those 
dropping off girls entering the 
school independently and should 
not be used for parking.

Procedure if you are late or not 
able to collect you daughter

If you are knowingly going to 
be late to collect your daughter 
from school, please contact the 
Lower School Office so that we 
can reassure your daughter 
that you are on your way. If a 
different person is picking up 
your daughter, please inform the 
class teacher in the morning or 
telephone the school as early as 
possible so that we can let her 
know of the new arrangement 
and we can be sure we are 
handing her over to the correct 
person at the end of the day. If 
a child has not been picked up, 
she will be taken to Activity Time 
so she is with other children until 
3.25pm. After that time she will 
be seated outside the School 
Office. If no call is received, the 
school will try to contact the 
child’s parent/carer to ask his 
or her whereabouts. If a parent/
carer cannot be contacted, we 
will call the second contact. If no-
one collects your daughter after 
one hour of waiting and there is 
no-one who can be contacted 
to collect your daughter, we 
apply the procedures for an 
uncollected child. Please see the 
school website for the details of 
this policy.

We appreciate parents’ courtesy when bringing their children to 
school, collecting them or visiting during the school day.
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Absence and medical

If your daughter is unwell

Please telephone the school by 
9.30am if your daughter is unwell 
and will not be in school. In order 
to minimise the opportunity 
for infection within the school, 
please keep your daughter off 
for 48 hours if they have vomited 
or have had diarrhoea. A child 
starting a course of antibiotics 
must also be absent for 48 hours 
(unless this is part of an ongoing 
care plan to treat individual 
medical conditions e.g. asthma 
and the child is not unwell). This 
is because it is important that 
children are not subjected to 
the rigours of the school day, 
which requires socialising with 
other children and being part of 
a group setting, when they have 
first become ill and require a 
course of antibiotics.

Illness at school

If your daughter is ill during the 
school day she will be looked 
after in the medical room and you 
will be telephoned to collect her.

Other absences

If your daughter is to be absent 

for any other reason (for 
example, medicals or holidays) 
please contact the Principal 
to request a leave of absence 
either by letter or email info@
stmaryscolchester.org.uk as the 
school is required to keep a 
record. Similarly, if your daughter 
leaves the school during the 
day (for example, for a dental 
appointment), she must be 
signed out at the Lower School 
Office and then signed in again 
on her return.

Medicines

Only medication prescribed by 
a doctor may be administered at 
school and it must be handed in 
to the Lower School Office and 
a permission form completed 
before it can be administered. 
Parents should please collect 
medication either at the end of 
each day or at the end of the 
course of treatment.

Medical needs

The parent of a child who 
requires an inhaler or an epi-pen 
must submit a Health, Care Plan. 
These can be obtained via your 
doctor.

It is important that our school records are complete and up-to date, 
in case we need to contact parents urgently. Please notify the 
Lower School Office straightaway if there are any changes.
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Uniform

Lower School uniform

The Lower School uniform is
practical, easy to care for, smart
and stylish. 

Either the summer or winter 
uniform can be worn for the first 
half of the autumn term and the 
first half of the summer term. The 
winter uniform only should be 
worn from the second half of the 
autumn term until the end of the 
spring term. The summer uniform 
only should be worn for the 
second half of the summer term.

It is essential that all items of 
clothing are named. School 
blazers should be worn to and 
from school.

Uniform guide

In our Uniform Guide, which 
can be found in the parents 
portal on our website www.
stmaryscolchester.org.uk/current-
parents you will find details of 
clothing and equipment needed 
as well as a measuring guide. 

We have specified which 
items can be ordered from our 
School Shop and which can be 
purchased elsewhere, and have 

noted where items are optional. 
At the back of the guide you will 
also find checklists you can use 
to ensure you have all you need.

Uniform shop

Uniform for all sections of the
school is available from the 
School Shop, located at the 
Senior School in Lexden Road. 

Items can also be ordered 
through our online shop,
www.shop.stmaryscolchester.org.
uk

Orders are picked, packed and
delivered to the Lower School 
Office for you to collect.

Care of Property

Expensive items should not 
be brought to school. There 
are bins for lost property in the 
cloakroom. (Most lost items 
usually re-appear eventually).

Children in all sections of the school at St Mary’s wear the uniform 
with pride and enjoy the sense of belonging it brings.
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11+ and transition to Senior School

11+ preparation

In Year 3, St Mary’s girls begin 
preparation for the CSSE 
(Consortium of Selective Schools 
in Essex) 11+ exam for potential 
entry to state selective (grammar) 
schools. This takes the form of 
weekly lessons in reasoning 
skills, which serves to enhance 
their English and Mathematics. 
The CSSE 11+ examination 
consists of two papers and 
candidates are expected to be 
working at Mastery level of the 
National Curriculum. The paper 
comprises: 
• English Paper (1 hour): 

Comprehension, Grammar 
and Vocabulary; Creative

• Writing; Applied Reasoning 
(literacy/verbal)

• Mathematics Paper (1 hour): 
questions consistent with 
KS2 National

• Curriculum; Applied 
Reasoning (mathematical/
non-verbal)

All of these elements are taught 
within the St Mary’s Lower 
School curriculum. Year 5 pupils 
attend a series of additional 
11+ preparation sessions, held 

in the summer term before the 
exam in the autumn. It is parents’ 
responsibility to enter their 
daughters for the 11+ and the 
school passes on any relevant 
information as soon as it is 
received.

Transfer to St Mary’s Year 7

Pupils of St Mary’s Lower School 
are assured of a place at the 
Senior School. All girls take 
the Senior School Entrance 
Assessment, which provides 
academic benchmarking, and 
take part in a short meeting with 
a senior member of staff. 
St Mary’s Lower School girls 
have a good record of achieving 
Senior School Scholarships, 
which offer girls recognition 
as well as opportunities for 
extension and a fee remission. 
Girls in Year 5 receive the Senior 
School Scholarships booklet 
which gives full information 
on the available Scholarships 
and how to apply for them. 
Lower School teaching staff are 
happy to advise on Scholarship 
applications. Further information 
can be found on our website.

St Mary’s Lower School equips girls for the next stage of their 
education. The majority of Year 6 girls transfer to Year 7 at St 
Mary’s Senior School, where they have a guaranteed place, while 
several girls each year achieve places at grammar schools.
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School affiliations

Girls’ School Association

St Mary’s is a member of the 
Girls’ School Association (GSA), 
which represents the heads of 
many of the UK’s top performing 
independent schools. The GSA 
has an international affiliate 
membership and is a member 
of the Independent Schools 
Council. Membership of the GSA 
enables St Mary’s to stay in the 
forefront of girls’ education. 
www.gsa.uk.com

Independent Association of Prep 
Schools

St Mary’s Lower School is a 
member of the Independent 
Association of Prep Schools 
(IAPS), which has around 650 of 
the world’s leading prep schools 
in membership. Schools must 
reach a very high standard to be 
eligible to join, with strict criteria 
on teaching a broad curriculum 
and maintaining excellent 
standards of pastoral care and 
staff professional development. 
All IAPS member schools 
are committed to delivering 
an excellent, well-rounded 
education. www.iaps.uk

Round Square

St Mary’s is a Global Member 
of Round Square. This is a 
pretigious network of 180 
schools in 50 countries, all of 
which take a holistic approach to 
education, based on six ‘Ideals 
of Learning’ - Internationalism, 
Democracy, Environmentalism, 
Adventure, Leadership, Service 
- first put forward by the German 
educational philosopher Kurt 
Hahn in the 1960s. Membership 
of the Round Square network 
offers St Mary’s a framework 
for excellence and continuous 
improvement, as well as 
opportunities to collaborate and 
share experiences with like-
minded peers around the world. 
www.roundsquare.org

Other affiliations

St Mary’s is also recognised as 
an Ambassador Eco-School, 
an International School and 
a National Healthy School, 
holds the Artsmark award and 
Wellbeing Award. St Mary’s 
Lower School also holds the 
NACE Challenge Award.

St Mary’s school is affiliated to several organisations, which 
enables us to share expertise with other high achieving, like-
minded schools.
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Policies, complaints, staff and Governors

School policies

School policies are available on 
our website. Paper copies of any 
policy can be obtained from the 
Lower School Office, however 
policies may change due to 
regulatory requirements, so the 
website version is always the 
most up-to-date.

Complaints

At St Mary’s we pride ourselves 
on our ‘open door’ policy and
parents’ concerns are usually 
dealt with in an informal way.
However, if you feel you have 
a complaint, please follow the 
school’s complaints procedure 
which can be found on the 
school website
www.stmaryscolchester.org.uk

Key staff and Governors

A full and up-to-date list of staff 
and Governors can be found on 
the school website
www.stmaryscolchester.org.uk

Chair of Governors: 
Mr Adam Hildred

Principal: 
Mrs Hilary Vipond, BSc (Hons) 
PGCE Dip Ed MEd NPQH (until 31 
August 2021)
Mrs Nicola Griffiths, MA, PGCE, 
NPQSL (from 1 September 2021)

Director of Lower School:  
Mrs E Stanhope, G Mus PGCE 
NPQH

Director of Senior School: 
Miss A Jones, BEd (Hons) NPQH

Bursar:  
Mrs Elizabeth Bevan, BSc, ACA

School policies are available on the school website 
www.stmaryscolchester.org.uk



Lower School Office
info@stmaryscolchester.org.uk, 01206 211242

Senior School Office
info@stmaryscolchester.org.uk, 01206 572544

School Uniform (via the Senior School Office)
info@stmaryscolchester.org.uk, 01206 572544

Finance (via the Senior School Office)
info@stmaryscolchester.org.uk, 01206 572544

Registrar, Justine Tierney
registrar@stmaryscolchester.org.uk, 01206 594180

St Mary’s Kindergarten and Lower School
247 London Road, Copford, Colchester, Essex, CO3 8LT 

St Mary’s Senior School
91 Lexden Road, Colchester, Essex, CO3 3RB

WWW.STMARYSCOLCHESTER.ORG.UK


