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Introduction
Our Pre-Nursery, Nursery, Reception and Form 1 pupils occupy our Princes 
Avenue site, catering for pupils from 2 to 6 years. Pupils move on to our 
Muswell Avenue site from their Form 2 year. 

Over the past few years, there has been significant investment in the Princes 
Avenue building, with an extension for our Pre-Nursery pupils, a brand new 
kitchen, new Reception classrooms, a fabulous front garden and outdoor 
learning area and fully refurbished top and middle floors. 
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Dear Parent, 

A very warm welcome to Norfolk House Preparatory School and Nursery. I hope you 
will find this parent handbook an informative overview of your child’s day-to-day life as 
part of our thriving school community. 

We are committed to ensuring that your child flourishes, enjoys school to the utmost 
and realises their potential to the fullest. Their experience at Norfolk House, from the 
small class sizes to the highly personalised learning provision, has been carefully curated to 
nurture and grow the unique person within. 

Though the prospect may seem a distant one now, we know that our pupils today will 
become the adult role models of tomorrow. To equip them for the fast-changing world 
into which they will grow up is a duty in which we take great pride and great care. We 
aim for pupils to leave us as robust and resilient learners, who are confident, articulate 
and independent and who have both a thirst for knowledge and a keen curiosity about 
the world around them. 

As Norfolk House parents, you are central stakeholders in the home-school partnership 
we will seek to build with you. We know that the strength and success of this partnership 
has a significant bearing on your child’s development and we will endeavour to involve 
you in school life and to maintain open lines of communication at all stages of your child’s 
time with us. 

I am very much looking forward to working with you, getting to know your child and 
helping them to thrive throughout their time at Norfolk House. I am confident that they 
will flourish in our supportive and close knit community, often accurately characterised as 
‘a village school in the heart of North London.’

I hope this handbook will 
assist you and your child to 
gain a sound understanding of 
how our school works. If you 
have any further questions 
upon reading it, please do not 
hesitate to contact us. 

With warmest wishes,

Tej Lander FCCT 
Head Teacher
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Dear Parent,

It is with great pleasure that I warmly 
welcome you to Norfolk House School and 
Nursery. Choosing a school for your child is a key 
milestone and we are delighted that you will be joining us. 
We hope that the guidance in this handbook provides you with the 
information needed to help prepare you and your child for life at Norfolk House. 

From our Pre-Nursery through to our Senior Prep, what unites us is our commitment 
to creating a dynamic learning environment underpinned by outstanding teaching.This, 
combined with an ambitious curriculum allows each individual child to flourish both 
academically and personally.Through a careful balance of challenge and support, children 
develop a joy of learning and the confidence to take risks and become resilient learners. 

During their years at Norfolk House, we will foster your child’s special

gifts and talents, nurturing these with our aim being to work together to encourage 
and educate each child as they travel their unique path. Most importantly children are 
enthused to always give their best. Our supportive, caring school atmosphere and the 
close parental community provides a supportive environment in which lifelong friendships 
blossom. 

The staff team and I look forward to getting to know your child and yourselves in the 
years to come and sharing this exciting journey of education together. We hope that 
you and your child will be very happy during your time with us and we welcome any 
contributions and suggestions from you on how best to achieve this. 

With kind regards, 

Kind regards,

 

Helen Enisuoh

Deputy Head Teacher
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Academic Results 
Our children gain entry at 11, year on year, to some of the most prestigious London Day 
Schools as well as state selective schools. Our pupils gain a number of scholarships and 
we pride ourselves on supporting both our parents and pupils through the entire process 
and helping you to select the right school for your child. 

Over the past 3 years, our pupils have been offered places at the following schools 
at 11+: Aldenham, Belmont, Channing, City of London Boys, Forest, Francis Holland, 
Haileybury, Haberdashers’ Aske, Henrietta Barnet, Highgate, Latymer, Merchant Taylors, 
North Bridge House, North London Collegiate, South Hampstead, Queen Elizabeth Boys, 
Queen’s College School, University College School, with all pupils gaining a place at a 
recommended school of choice. 

Admissions Procedures across the School
There are three separate admission points at Norfolk House. When completing our 
admissions form, parents have the option to indicate which areas of the school they are 
applying for. 

• There are 12 morning places in Pre-Nursery and 8 afternoon places
• There are 39 morning places in the Nursery and the numbers in afternoon sessions 

vary depending on the activity 
• There are 28 full time reception places available 
• There are 28 full time Form 1 places available  

Pre-Nursery: Pupils may be admitted to the Pre-Nursery any time after their second 
birthday and may stay in the Pre-Nursery until the term after they turn three years old. 
We ask that parents commit to a minimum of 2, ideally 3 sessions per week when their 
child joins the Pre-Nursery as this will give pupils the greatest chance of settling well into 
the setting, although many families choose to do the full 5 sessions. 

Nursery: Pupils may be admitted to the Nursery from the minimum age of 2years, 6 
months.Transition from the Pre-Nursery into the Nursery normally occurs around the 
child’s third birthday, providing there is a vacancy in the Nursery at the time. Children 
may stay in the Nursery environment until the July before they begin Reception. Classes 
are mixed age groups and span 2 academic years (which means there is a mix of children 
who are nearly 3, and 3 and 4 year olds learning together). Admission into the Nursery 
is inclusive of five morning sessions per week as well as any additional afternoon sessions 
you wish to include. For pupils attending Nursery the year before entering Reception 
attending some afternoon sessions are advised to support children’s school readiness.
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Reception: Pupils Pupils may be admitted to Reception in the September of the year they 
turn 5 years old and will progress through to Form 1 in the September following their 
Reception year. 

For further information about progression from Nursery into Reception please see our 
admissions policy.

EYFS Curriculum
The Early Years Foundation Stage (EYFS) sets standards for the learning, development 
and care for children from birth to five years, so includes all children in our Pre-Nursery, 
Nursery and Reception classes.The experiences offered during each child’s time in

our EYFS, reflects the philosophy and practice expressed in the ‘Statutory Framework 
for the early years foundation stage’ [DFE 2021] and is tailored to meet the needs of our 
individual pupils. This statutory framework builds a coherent and flexible approach to 
education for our youngest pupils. 

The EYFS curriculum is broken into seven areas of learning and development with all 
areas interconnected. Three areas are particularly crucial for igniting children’s curiosity 
and enthusiasm for learning and for building their capacity to learn, form relationships and 
thrive.These are known as the ‘Prime Areas’ of learning: 

In addition, we also support children in four specific areas, through which the three prime 
areas are strengthened and applied.The specific areas are: 

Communication and 
Language Development

Physical Development Personal, Social and 
Emotional Development 

Literacy Mathematics Understanding the World Expressive Arts and Design
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Norfolk 
House EYFS Philosophy 
With With a long history of outstanding Early Years education, we are 
proud to be continuing to provide the next generation of children with a joyful and 
educationally rich beginning to their school journey. 

The EYFS philosophy at Norfolk House draws on a unique combination of educational 
pedagogy tailored with the vibrancy of our local area and the diversity of the families 
within our school.We have combined this with wider educational theories that underpin 
our practice, including traditional Early Years teaching such as Montessori education, the 
schools of Reggio Emilia and Frobel education, as well as innovative British educational 
research such as Communication Friendly Spaces (Elizabeth Jarman) and Sustained 
Shared Thinking (Iram Siraj). 

Young children learn best from high quality, direct experiences and activities, which 
interest them and start from their existing knowledge and experience.The activities we 
offer at Norfolk House are richly inspiring and are linked by a series of challenges, social 
interaction and active participation, rather than passive observation. 

With our shared garden space and light-filled classrooms, it is through play, both indoors 
and outdoors, that children develop intellectually, creatively, physically, socially and 
emotionally. Alongside child initiated play, children at Norfolk House benefit from direct 
teaching, where learning objectives are individual to each child’s next steps of learning. 
The development of children’s language is central to all the experiences we offer as a 
strong grasp of language is the key to developing relationships with peers, as well as being 
the main indicator of academic success in later school years. 

Language and early literacy development is nurtured in our early years and Pre-Prep 
through a combination of experiences across year levels including 

- children telling their own oral stories (in a practice called Helicopter Stories developed 
by the researcher Vivien Gussin Paley)

- Talk for Writing which is an approach to teaching writing built on a pedagogy of 
imitation, innovation and invention (by Pie Corbett)

Through the experiences we offer across our EYFS department, we aim to promote 
children’s well-being, learning and development, and provide the foundation for later 
success in the National Curriculum and in life beyond our school. 
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1. Pre-Nursery   
OUR PROVISION

Educating our youngest children is a very special privilege and one we delight in here at 
Norfolk House.Welcoming children from their second birthday into our garden room on 
our Princess Avenue site, we provide a nurturing first step into education with learning 
underpinning all experiences. Under the guidance of wonderfully gentle, supportive key 
workers, children learn to become confident individuals and build their first friendships. 

CURRICULUM AND AREAS OF LEARNING INCLUDING 
RANGE & ACTIVITY TYPES 

In the Pre-Nursery, the main focus is ensuring that the children have a firm foundation in 
the three Prime Areas of learning. Where children demonstrate confidence and mastery 
in these three areas, staff members will then begin to delve into the more challenging 
Specific Areas of learning with an early love of books and maths a focus. 

For children staying in the afternoons, a rest or nap will take place upstairs in one of the 
Nursery classrooms with designated beds for each child with comfort objects such as a 
teddy or dummy welcome to be brought from home. Children not napping will join the 
Nursery afternoon sessions and then after waking all Pre-Nursery children will return to 
the Pre-Nursery classroom for snack, outside play and story sessions before home time.

Some of the activities your child will engage in to establish confidence in the Prime Areas 
are listed below: 

Communication and 
Language

Personal, Social and 
Emotional Development

Physical Development

• Circle time, singing group,  
 learning nursery rhymes 
• Learning names of other  
 children and teachers  
 and names for toys and  
 equipment in their familiar  
 environment
• Listening to stories one- 
 to-one and in a group
• Joining in with action  
 songs

• Key workers support  
 each child in making  
 relationships, developing  
 confidence and self- 
 awareness and managing  
 their feelings and   
 behaviour
• Learning to respect  
 others and learn about  
 boundaries and routines  
 in the setting

• Puzzles and peg activities  
 which help develop  
 pincer grip
• Tripod grip encouraged  
 while holding a pencil or  
 paintbrush and other  
 tools
• Learning to take off and  
 put on their coats, hats,  
 gloves, scarves
• Running safely and in  
 different directions in the  
 garden
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• Learning to listen to  
 simple instructions and  
 being able to follow them  
 - get coat, clear up  
• Language encouraged in  
 one-to-one, small group  
 and large group contexts
• Children encouraged to  
 elaborate on their ideas  
 – provide more words /  
 descriptions
• Responding to children’s  
 own interests and  
 encouraging associated  
 language to broaden  
 vocabularies

• Children choose and  
 replace their own   
 activities and learn to take  
 care of the environment
• Work closely with  
 parents with regard to 
 early toileting, using  
 the same language and  
 routines at home and at  
 school
• Children learn to dress  
 themselves to go   
 outdoors  
• Support children in  
 separating from their  
 main carers happily and  
 confidently

• Children taught to climb  
 up the scramble net and  
 go down the slide
• Walking on the balance  
 beam and stepping stones
• Kicking, rolling, throwing  
 and catching large balls
• Jumping into and rolling  
 the hoops
• Discussions about healthy  
 eating and activities  
• Encouraging children to  
 try new, healthy foods

DROP OFF AND COLLECTION TIMES AND PROCEDURES

Pre-Nursery children can arrive between 8:20 - 8:40am. Children need to be brought 
into their room where they will be welcomed by their key worker. Parents are welcome 
to stay and play till 8:35am. 

Morning collection time is at 12:30pm and afternoon collection time is 3.00 pm. At am 
collection time, your child will be brought to the front door and will be dismissed directly 
to their parent or known carer. For pm collection parents and carers will collect directly 
from the Pre-Nursery classroom through the side gate.

Where a child will be collected by an individual not known to the school, this 
information, including the collector’s name and relationship to the child and a password 
or photograph, must be e-mailed to the school office in advance. Where possible, we 
ask that anyone likely to be collecting your child be introduced to a member of the Pre- 
Nursery staff in advance.

If you are going to be considerably delayed collecting your child, please contact the 
Princes Avenue office as soon as possible.

ADDITIONAL SESSIONS

Over the course of the year, you may wish to increase the number of days your child 
attends Pre-Nursery. This can be arranged through the school office providing there is 
availability. 
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8.30-9.00 9-9.30 9.30-10 10-10.30 10.30-11 11.00-11.30 11.30-12.00 12.00-12.30 12.30
Mon Child initiated play & 

focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Tue Child initiated play & 
focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Wed Child initiated play & 
focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Thu Child 
initiated play 
& focused 
teaching 
with key 
worker

Singing 
assembly

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Fri Child initiated play & 
focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

DAILY ROUTINES, SAMPLE TIMETABLE

CHILDREN WHO STAY UNTIL 3PM

1.00-2.00 Time for sleep or to join with Nursery for afternoons activities

2.00-2.30 Afternoon snack then outdoor play

2.30-3.00 Shared story and songs

3.00 Dismissal
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8.30-9.00 9-9.30 9.30-10 10-10.30 10.30-11 11.00-11.30 11.30-12.00 12.00-12.30 12.30
Mon Child initiated play & 

focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Tue Child initiated play & 
focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Wed Child initiated play & 
focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Thu Child 
initiated play 
& focused 
teaching 
with key 
worker

Singing 
assembly

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal

Fri Child initiated play & 
focused teaching with key 
worker

Outdoor 
play

Snack & 
singing

Group 
activity, 
nappy 
changing

Outdoor 
Play

Lunch Outdoor 
Play

Dismissal
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INDUCTION AND TRANSITION

Induction into the Pre-Nursery

Children are first invited to the Pre-Nursery to visit the setting with their parents. Parents 
are welcome to stay with their child for a short time during their first few sessions, and 
we ask that, for the first session or two, children are collected before lunch. Once the 
children are settled and confident, they will be invited to stay for lunch. We recognise 
that children as individuals may have specific settling needs and individual settling in 
arrangements will  be made with your child’s key person. 

Transition from the Pre-Nursery to the Nursery

To help your child settle into their new environment, their Pre-Nursery key person will 
arrange for your child to visit the Nursery numerous times before their formal start date. 
They will be introduced to their new teacher and will begin to learn about some of the 
routines and resources in the Nursery classroom. For children starting in the Nursery in 
September, you will be invited to our Nursery Induction Day to meet their new teachers 
and see the setting. The children will visit Nursery with the Pre-Nursery staff numerous 
times leading up to their transition.

We operate a staggered entry procedure for children joining the Nursery, to enable their 
Nursery teacher to spend lots of one-to-one time with each new child on their first day, 
introducing them to the other children and some of the resources in the environment.
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PARENT COMMUNICATION

We recognise that close communication between parents and staff is incredibly 
important, especially in the early years and that different parents will prefer different 
forms of communication which is why we offer a range of different ways to keep in touch 
with school.

On a daily basis:

Parents of children in the EYFS are welcome to stay and play with their children from 
8.20-8.35 to help them settle into their day and for you as parents to experience the 
richness of their learning environments and activities on offer.

Parents are welcome to speak to staff members when dropping off and collecting 
their children. In addition, we are available to meet with parents by appointment during 
the school day. Alternatively, we are also able to schedule phone meetings and online 
meetings. If you would like to arrange an appointment with your child’s key person, please 
speak to your child’s teacher or key person, alternatively email staff directly or our school 
office (paoffice@norfolkhouseschool.org) At the beginning of term parents will also 
be given the direct school email of staff and parents are always welcome to email staff if 
unable to speak with them in person.

Weekly

The school has subscribed to an online learning journal portal called Tapestry which 
allows staff to upload observations of your child’s individual and group learning 
experiences with photos. These are uploaded weekly for you to see first hand some of 
the exciting learning opportunities your child has experienced that week.

Termly Letters 

Each year group will issue parents with a letter at the beginning of each term, outlining 
the activities and learning the children are scheduled to engage in as well as other useful 
information about dates, events and reminders. Please look out for these at the beginning 
of each term. 
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Progress meetings 

We hold two Parent Consultations during the school year during the Autumn and the 
Summer terms. These afternoons provide opportunities for parents to informally talk with 
their child’s teacher or key person, discussing emerging interests and general progress. 

Integrated Review - for 2 year olds only

Children will receive an Integrated Review between the age of 2 - 3 years. This takes the 
form of a written report to parents addressing their child’s progress in the areas of the 
EYFS curriculum and may be given to you during an Integrated Review Meeting with your 
child’s key person and a Linked Health Care Professional. 

Written Reports 

As a school we provide parents with 2 written reports across each academic year to 
highlight your child’s recent learning and next steps in their development. In Pre-Nursery 
we focus on highlighting progress within the three Prime Areas of the EYFS curriculum. 

These reports will be given to parents 1-2 weeks prior to the end of term, allowing 
parents to meet with their child’s key person to follow up on points raised within the 
report should they wish to do so. 

Children who begin in the Pre-Nursery or Nursery mid way through the year may be 
given a short written comment on key areas of development in lieu of a written report. 
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2. Nursery
 
OUR PROVISION

Our Nursery is based in the light filled middle floor of our Princess Avenue site, and 
offers a range of engaging EYFS activities and experiences in mixed age groupings. In the 
Nursery we operate on the basis that all children are individuals with their own strengths, 
areas of development, interests and learning styles.We work with each child on his or

her unique next steps in learning to ensure teaching is targeted specifically with individual 
learning objectives. We enable children to work on different concepts at the level at 
which is appropriately challenging for them. Our highly skilled Nursery team scaffold 
children’s learning via a combination of play based activities and adult directed learning. 

Curriculum and specific areas of learning including range and type of activities

Children in the Nursery are taught in the seven EYFS areas of learning, which provides a 
continuous and progressive curriculum building on from our Pre-Nursery and preparing 
children for their move into Reception.The four prime areas that build from Pre-Nursery 
are: 
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Literacy Mathematics Understanding the 
World

Expressive Arts 
and Design

• Use of the  
 classroom and  
 public libraries  
 and reading  
 schemes

• The children  
 learn about story  
 structure,  
 character, setting  
 and story  
 language

• Early mark  
 making and letter  
 formation

• We teach rhyme  
 and alliteration

• Early phonics  
 are taught  
 explicitly and  
 discreetly within  
 play

• Incorporation  
 of phonetical  
 knowledge into  
 own writing

• Use of number  
 games and songs  
 to encourage  
 interest in maths

• Concrete  
 manipulation  
 of materials  
 to develop 1:1  
 correspondence

• Numeral  
 recognition 

• Estimation

• Developing  
 concepts of  
 pattern

• 2D and 3D  
 shape recognition  
 and manipulation

• Developing  
 positional  
 language

• Developing  
 curiosity in the  
 natural world

• Skills of classifying,  
 ordering and  
 differentiation

• Mastering the  
 tasks the children  
 see around them  
 in everyday life

• Children 
 serve snacks to  
 themselves and  
 others

• Norfolk House  
 School’s core  
 values 

• We use a wide  
 range of  
 materials that  
 allow the children  
 to gain  
 knowledge and  
 appreciation of  
 botany, science,  
 geography,  
 zoology and  
 history

• We expose  
 children to a  
 vibrant selection  
 of artistic  
 experiences  
 including painting,  
 model making,  
 music, dance and  
 movement and  
 encourage  
 children to  
 make their own  
 representations  
 in original ways

• Engaging in  
 imaginative role  
 play

• Developing a  
 narrative into  
 their play
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8.20-10.45 10.45-11.00 11.00-11.30 11.30-12.00 12.00-12.30 12.30-2.30 2.30-3.00
Mon Structured play including 

adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning STEAM Outdoor 
learning

Tue Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Forest School Outdoor 
learning

Wed Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Cookery Outdoor 
learning

Thu Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Drama and 
storytelling 
sessions

Music

Fri Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Art and Craft Outdoor 
learning

DAILY ROUTINES, SAMPLE TIMETABLE

Throughout the day children have access to our continuous provision 
which enhances their development of key skills across the seven areas of 
learning. 
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8.20-10.45 10.45-11.00 11.00-11.30 11.30-12.00 12.00-12.30 12.30-2.30 2.30-3.00
Mon Structured play including 

adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning STEAM Outdoor 
learning

Tue Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Forest School Outdoor 
learning

Wed Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Cookery Outdoor 
learning

Thu Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Drama and 
storytelling 
sessions

Music

Fri Structured play including 
adult directed teaching and 
child initiated learning

Early Phonics Outdoor 
learning

Lunch Outdoor learning Art and Craft Outdoor 
learning
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DROP OFF AND COLLECTION TIMES/ PROCEDURES FOR 
NURSERY

Children in the Nursery may arrive between 8:20 and 8:40am. Please bring your child 
into their class where they will be welcomed by the Nursery team.You are welcome to 
stay and play or read a book with your child until 8:35am so the children are ready to 
begin their day promptly at 8:40am. 

Collection time is at 12:30pm for children who stay for our morning session and 3:00pm 
for children who stay for the afternoon session as well. At collection time, your child will 
be brought either to the side gate or the front door and will be dismissed directly to 
their parent or known carer. 

Where a child will be collected by an individual not known to the school, this information, 
including the collector’s name and relationship and password or photograph to the child, 
must be e-mailed to the school office in advance. Where possible, we ask that anyone 
likely to be collecting your child be introduced to a member of the Nursery staff in 
advance. 

If you are going to be considerably delayed collecting your child, please contact the school 
secretary as soon as possible. 

 
STAYING FOR LUNCH

Lunch is included for all children attending the morning session. We offer a broad, 
balanced and nutritious hot lunch and can accommodate children with allergies or other 
dietary requirements. 
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AFTERNOONS IN NURSERY

Our afternoon sessions help our Nursery children begin to engage with a more 
formalised curriculum designed to gently support them as they prepare for their 
Reception year. Children are welcome to join our afternoon sessions after their third 
birthday  and when they display readiness and stamina, as we do not have sleep facilities 
available (unless there is a vacancy in the Pre-Nursery afternoon numbers). For Forest 
School afternoons we ask that children wait to join us until they are toilet trained and 
until after their 3rd birthday.

 
INDUCTION AND TRANSITION

Transition from the Pre-Nursery to the Nursery

Please see the section on transition from the Pre-Nursery into the Nursery in the 
previous section. 

Transition into Nursery from home or from another setting 

For children joining us from home or from another setting, we will initially invite the 
child to visit the Nursery with his or her parents to meet their teacher and familiarise 
themselves with the environment, this is called a ‘welcome visit’. Following this, we 
encourage parents to leave their child at the Nursery for incrementally longer periods of 
time over the course of their first few sessions, increasing to afternoon sessions if parents 
have opted for these. 
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TRANSITION FROM NURSERY INTO RECEPTION

Children who attend Nursery are given priority entry to Reception at Norfolk House 
School.We support this transition by arranging opportunities for Nursery children to 
visit their new Reception teachers and setting during the Summer term. In addition, the 
Nursery teachers have planned meetings with the Reception class teachers during the 
Summer term to discuss strengths and areas for development for each child as well as 
any relevant pastoral matters. Ongoing communication is further enabled during the 
Autumn term through staff meetings and internal communication to support children 
who have progressed into Norfolk House Reception. 

 
PARENT COMMUNICATION

On a daily basis

Parents are welcome to speak to staff members when dropping off and collecting their 
children. In addition, we are available to meet with parents by appointment during the 
school day. If you would like to arrange an appointment with your child’s key person, 
please email either staff directly or our school office 
(paoffice@norfolkhouseschool.org). Alternatively, we are also able to schedule phone 
meetings, online meetings 

Stay and Play times daily 

Each day, parents are welcome to stay in the Nursery with their child until 8:35am. 
“Staying and playing” for a period provides your child with an opportunity to show you 
what they have been working on and for you to see how much they have progressed. 
Parents, especially new parents, are warmly welcome to drop in to see how well their 
child has settled into their new environment, meet their child’s friends, read a book or 
work on an activity together. 
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Termly Letters 

Each year group will issue parents with a letter at the beginning of each term, outlining 
the activities and learning the children are scheduled to engage in as well as other useful 
information about dates, events and reminders. Please look out for these at the beginning 
of each term. 

Parent Consultations 

We hold two Parent Consultations during the school year during the Autumn and the 
Summer terms. These meetings provide opportunities for parents to talk with their child’s 
key person, discussing general progress and next steps. Parents are welcome to ask any 
questions they may have. 

End of Year Written Reports 

Children who begin in the Nursery during our Autumn or Spring term will receive a 
written report at the end of the academic year, detailing progress in the seven areas of 
the EYFS curriculum.These reports will be given to parents 1-2 weeks prior to the end of 
term, allowing parents time to meet with their child’s key person to follow up on points 
raised in the report should they wish to do so. Children who begin in the Nursery during 
the Summer term will receive a shorter written comment on key areas of development. 
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3. Pre-Prep at Norfolk House School
 
A. DEPARTMENTS 

At Norfolk House School, we use the following nomenclature to refer to the various 
departments across the school: 

Pre-Prep Department – Reception and Form 1 (Princes Avenue Site) 
Junior Prep Department – Form 2 & Form 3 (Muswell Avenue Site) 
Senior Prep Department – Forms 4, 5 and 6 (Muswell Avenue Site)

B. PREPARING YOUR CHILD FOR RECEPTION

We are confident that your child’s experience at Norfolk House will be a happy and 
valuable one, especially if they are given  support and encouragement from the beginning. 

Before your child starts school they will be invited to a ‘welcome visit’ which is an 
individual meeting for your child and you as parents to meet with a member of the 
Reception team. It is an opportunity for you and your child to tell us all the things they 
love and discuss any worries you might have.

Here are a few simple things you can do to help prepare your child for their first year 
with us: 

• Bring your child to our Induction Afternoon and Circle Afternoons, held during the 
summer term before he/she begins.This is an ideal way to introduce your child to 
their school, their new teachers and the children they will spend the next seven 
years with 

• Bring your child with you when you buy their new school uniform.We have found 
that this is a good way to build excitement and confidence about transitioning to 
their new school 

• Ensure that your child can go to the lavatory and manage basic personal hygiene 
independently
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• Work on dressing and undressing for cold weather, including closing jackets and 
putting on gloves 

• Select a snack/lunch box and drink bottle that they are able to open and close 
independently 

• Engage in mark making activities with your child.This will help them establish a 
comfortable pencil grip and may encourage them to begin writing some familiar 
letters and words independently. Being able to write their name is very helpful on 
entry to Reception 

• Help them learn to recognise their first name in a variety of fonts 

• Practise counting and recognising numbers to ten. Count small collections of objects, 
ensuring your child can do this with increasing accuracy 

• Ensure that your child understands and can respond to simple position and direction 
language (put the ball under the table, take four steps to the side, etc...) 

• Look at and name basic shapes 

• Take the time to read to your child daily.This is the best way to encourage an 
early love of literature and a great first step towards enabling your child to read 
independently 

The most important thing you can do to prepare your child for Norfolk House, is to 
simply talk about it. Your child will be able to guide you in discussing things that they 
are excited about and, perhaps, things which they are anxious about. Addressing these 
issues early and keeping an open dialogue about school will help excite your child about 
their new experience and give them the confidence they need to have an enjoyable and 
rewarding first year with us. 
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C. SOCIAL DEVELOPMENT 

During their first years of school, children learn many of the key social skills they will 
continue to use and build on throughout their life. 

These include sharing, taking turns, playing fairly, resolving conflict, negotiating resolutions 
and talking about what they need and want. 

We have developed a thorough and consistent approach to supporting children with 
their social development as they progress through the EYFS and Pre-Prep.Teachers 
establish social expectations early and help children meet these by providing praise, 
support and encouragement. Our clear rewards and sanctions systems help children 
learn about boundaries and provides a target for them to aim towards.The Personal, 
Social and Emotional Development (PSED) program in Reception and the Personal 
Social Health and Economic Education (PSHEE) program in Form 1, are designed to 
establish strong personal and social awareness in the classroom, which can then be 
applied in different contexts. 

At Norfolk House, children are expected to be polite and respectful towards others by 
listening carefully and responding appropriately.They are encouraged to do their best at 
all times, by taking pride in their work and appearance and sharing their time at school 
positively with their friends and teachers. 

D. RECEPTION CURRICULUM 
   INCLUDING RANGE AND ACTIVITY TYPES

In Reception, we follow the Early Years Foundation Stage Curriculum (EYFS), which is split 
into two Areas of Learning and Development known as the Prime Areas and Specific 
Areas. 

The Prime Areas include:

• Personal, Social and Emotional Development (PSED) • Physical Development (PD)

• Communication and Language (C&L)

The Specific Areas are:-

• Literacy

• Mathematics
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• Understanding the World (UW)

• Expressive Arts and Design (EAD) 

We address all seven areas of EYFS learning through integrated 
half termly topics as well as daily lessons designed to focus on English, Maths and Phonics. 

Differentiated work is offered to scaffold understanding and extend learners, and

Teacher support is provided to help children achieve the desired learning outcomes. Our 
curriculum is further enhanced by regular outings to local sports venues such as Highgate 
Woods and local church halls for gymnastics and a focus on experiential, practical, play-
based and self-initiated learning. 

During structured play sessions learning is achieved through carefully selected play 
opportunities.Adults scaffold this learning and work with groups of children on specific 
learning targets through games and play based activities. 

The children’s personal and social skills are developed at this time as they independently 
extend their learning, make choices about which experiences to engage in and choose 
whom to play with. 

The balance between teacher-directed and child-initiated learning is one of the most 
effective elements of our Reception programme. It allows us to formally monitor the 
children’s progress and meet their needs through our carefully planned curriculum. It also 
allows children to transfer the skills and knowledge they gain during our morning sessions, 
to their play during the afternoons. Both styles of learning are important, but it is the 
balance between formalised instruction and play-based learning that allows us to extend 
our children’s understanding and successfully prepare them for the next stage of their 
learning.

 
Assessment of Learning

Each curriculum area of the EYFS has an ‘Early Learning Goal’, which is the standard set 
by the government that a child is expected to achieve by the end of their Reception year 
in order to meet the standards for their age. The teacher will discuss your child’s progress 
towards their Early Learning Goal throughout the year with you. 



Understanding the World (UW)

• Notice and respect the unique differences between us all 

• Talk about where we come from on the world 

• Use ICT resources to capture images of 
ourselves and our families 

Physical Development (PD)

• Learn about the part of the human body and  
 identify changes as you grow

• Dance to songs related to our topic

Communication  
& Language (C&L)

• Listen to and talk about stories  
 relevant to our topic

• Play Games where children follow  
 instructions involving several actions, e.g. Simon Says

Ourselves

Reception Curriculum Map



Literacy (Lit)

• Begin to read your name and other  
 words of particular relevance to you

• Learn to write your first and  
 your last name

   Mathematics (Mat)

 • Count all the fingers at your table, all the   
   shoes in the classroom, etc…

  • Talk about numbers of significance to you   
   (your age, your door number, etc…)

Expressive Arts & Design (EAD)

• Self portraits
• Make your family out of play dough and tell a friend about  
 each person
• Express thoughts, views and ideas fluently and appropriately with   
 friends and teachers.

Personal, Social & Emotional Development (PSED)
• Learn about the interests of your friends
• Begin to relate to new friends and teachers with confidence 
• Begin to talk about what you want and need

Ourselves
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8.20-8.45 8.45-9.15 9.15-10.00 10.00 - 
10.30

10.30 - 
10.45

10.45 - 
11.40

12.10 - 12.40 12.40 - 1.10 1.10 - 1.45 1.45 - 2.10 2.10 - 3.10

Mon Structured 
indoor + 
outdoor play

Structured 
indoor + 
outdoor play

Reading French Break Reading  / Learning 
Journeys

Lunch Break Structured 
indoor + 
outdoor play

Break Structured 
indoor + 
outdoor play 

Tue Structured 
indoor + 
outdoor play

Guided 
reading

Maths Break Phonics Literacy Lunch Break Forest School

Wed Structured 
indoor + 
outdoor play

Guided 
reading

Maths Break Phonics Literacy Lunch Break Structured Play Break Structured 
indoor + 
outdoor play

Thu Structured 
indoor + 
outdoor play

Guided 
reading

Maths Break Phonics Literacy Lunch Break Music Break Structured 
indoor + 
outdoor play 

Fri Structured 
indoor + 
outdoor play

Celebration 
assembly

Maths Break Phonics Literacy Lunch Break Gymnastics - local hall

E. DAILY ROUTINES, SAMPLE TIMETABLE

F.  TRANSITION FROM RECEPTION TO FORM 1

In Form 1, the children transfer from the EYFS Program to a curriculum broadly based 
onThe National Curriculum.This transition process offers children opportunities to 
further engage in a more formalised style of learning and to explore particular subjects in 
greater depth. In Form 1, subjects are taught discreetly, though plenty of cross-curricular 
links are planned. 

At Norfolk House Pre-Prep, we have developed F1 transition procedure spanning 
two terms, which is specifically designed to support children during this period in their 
education. 

Reception, Summer Term:

• Reception timetable is altered to include some more formalised elements. 

• Activities are planned to give Reception children more exposure to the Form 1 
teachers, such as attending assemblies, inviting F1 teachers to Reception to read to 
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8.20-8.45 8.45-9.15 9.15-10.00 10.00 - 
10.30

10.30 - 
10.45

10.45 - 
11.40

12.10 - 12.40 12.40 - 1.10 1.10 - 1.45 1.45 - 2.10 2.10 - 3.10

Mon Structured 
indoor + 
outdoor play

Structured 
indoor + 
outdoor play

Reading French Break Reading  / Learning 
Journeys

Lunch Break Structured 
indoor + 
outdoor play

Break Structured 
indoor + 
outdoor play 

Tue Structured 
indoor + 
outdoor play

Guided 
reading

Maths Break Phonics Literacy Lunch Break Forest School

Wed Structured 
indoor + 
outdoor play

Guided 
reading

Maths Break Phonics Literacy Lunch Break Structured Play Break Structured 
indoor + 
outdoor play

Thu Structured 
indoor + 
outdoor play

Guided 
reading

Maths Break Phonics Literacy Lunch Break Music Break Structured 
indoor + 
outdoor play 

Fri Structured 
indoor + 
outdoor play

Celebration 
assembly

Maths Break Phonics Literacy Lunch Break Gymnastics - local hall

the children and get to know them in a familiar environment or taking them off-site 
to a church hall for activities and games. 

• We hold a Moving Up Day where all children have the opportunity to meet with 
their new teacher for a morning and learn about what they will be doing the 
following year. 

• The Reception and Form 1 teachers hold meetings to discuss strengths and areas for 
development for each child as well as any relevant pastoral matters.

Form 1,  Autumn Term:

• Structured Play sessions are held once each week. 

• There is a continued emphasis on Speaking and Listening, to ensure that children feel 
comfortable with their new teacher and class. 

• Lots of practical, hands-on, activity based learning takes place during this time across 
all subjects.
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G.  FORM 1 CURRICULUM

Subjects & Areas Covered 

The subjects covered in Form 1 are: 

English • Maths • Science • History • Geography • French • Computing and IT 
Personal Social Health and Economic Education (PSHEE) • Guided Reading 
Design and Technology (DT) • Religion • Art • Music • Sports 

At the beginning of each term, you will receive a letter outlining which topics will be 
taught and explaining some of the activities your child will engage in throughout the term. 

Range and Types of Activities 

English and Maths are mainly taught according to the requirements outlined in the 
National Curriculum, though we spend a great deal of time ensuring that the learning

is tailored to our context and takes account of those of our children who exceed the 
national expectations in these areas. 

In English, the curriculum is enhanced by the teacher to accommodate a broader range 
of literary experiences and to delve more deeply into topics of particular interest and 
importance. 

In Maths, further learning is enabled through differentiated and challenging work, 
independent mathematical investigations, maths games and individual support. 

All subjects are made as hands-on as possible to make these early experiences 
memorable and rewarding. 

Our Foundation Subject topics are reviewed and altered from year to year to ensure our 
curriculum is current, innovative and exciting and children have opportunities to explore 
a range of topics and content across their primary experience.
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English Guided Reading

• Word recognition 

• Handwriting 

• Vocabulary extension 

• Sentence construction and 
punctuation 

• Comprehension and 
composition 

• Independent writing 

• Phonological awareness 

 

Maths

• Counting and number 
sequence 

• Place value/ordering 

• Understanding + and – 

• Money and real-life scenarios

• Measuring

• Shape and space

• Estimating

• Time

• Handling data 

PSHE 

Understanding Emotions

• Talking about feelings

• Recognising facial expressions

• Understanding how to deal  
 with negative emotions   
 positively

 

Science

Ourselves - Growth 

• Senses

• Parts of the body

• Living and nonliving

• Needs of living things

• Human life cycle 

 

ICT

• E-safety

• Know parts of computer 

• Turn on, log in, shut down 

• Keyboard and mouse skills  

FORM 1 CURRICULUM MAP AUTUMN TERM 
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French

Making Introductions

 
Art

Mark making 

• Exploring different media 

• Looking at portraits by famous 
artists 

• Create own self-portrait 

 
History

History of Toys

• Compare old and new toys

• Investigate changes over  
 time & speculate 
 reasons for changes

 
Geography

Where in the world is 
Barnaby Bear

• Find places on a map

• Look at features of different  
 places

• Look at weather, transport,  
 food and cultures

 

R.E

• Christanity

• Bible stories

• Christmas rituals

P.E.

Ball Skills 

• Throwing, catching and 
bouncing 

• Using balls with control 

• Develop ways to use balls 
creatively 

Gymnastics

• Developing upper and lower 
body strength and all round 
physical development

• Increase hand-eye coordination, 
agility, balance and core 
strength
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4.  Homework, Communication,  
After School Care and Parental Support   
A.  PRE-PREP PARENT COMMUNICATION

September Meet and Greet

There will be a meeting for all parents with your child’s teacher in early September.This 
will be an opportunity for you to get to know your child’s teacher and find out some 
specific information about the upcoming school year. 

On a daily basis 

Parents are welcome to speak to staff members at the gate when dropping off

and collecting their children. In addition, we are available to meet with parents by 
appointment before or after the school day. If you would like to arrange an appointment 
with your child’s class teacher, please email teachers directly or our school office. 

Termly Letters 

Each year group will issue parents with a letter at the beginning of each term, outlining 
the activities and learning the children are scheduled to engage in as well as other useful 
information about dates, events and reminders. Please look out for these at the beginning 
of each term. 

Celebration Days 

Parents can get involved in their child’s learning by attending our regularly scheduled 
Celebration Days. In Reception and Form 1 these occur termly. Look out for invitations 
and dates in our regular bulletin. 
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Progress meetings 

We hold two Parent Consultation Meetings each year during the Autumn and the 
Summer terms. These meetings provide opportunities for parents to talk with their child’s 
class teacher, discussing emerging interests and general progress. Parents are welcome to 
ask any questions they may have. If you cannot make these appointments, the staff are 
flexible in offering an alternative time to meet with parents. 

Written Reports 

Children from Reception – From 6 receive two written reports each year, the first in 
February and the second is issued 1-2 weeks prior to the end of the school year. This 
allows parents to meet with their child’s teacher to follow up on points raised in the 
report should they wish to do so. At the end of their children’s Reception year, parents 
will also receive their child’s EYFS Profile, which outlines the extent to which they have 
mastered the Early Learning Goals throughout their EYFS period.
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B HOMEWORK

The purpose of homework at Norfolk House School is to reinforce and extend learning, 
and is relevant to what is done in the class. It is also intended to develop the skills 
necessary to work and learn independently. 

Homework set will respond to individual needs as appropriate through differentiation. 

Homework will be posted on Google Classroom and provides a graduated program that 
gently builds up the time required over the Pre-Prep years and beyond.

Reading Diaries: Where pupils take home reading books and a Reading Record, parents 
are to sign and make a comment each time they hear their child read. 

Guidelines on regularity, time allocation and content of homework for each year group 
are detailed in our school’s homework policy available on the school website. 

In Reception and Form 1 reading is set every night. Additional homework tasks in 
Reception are set once a week initially moving to twice a week after Christmas. In Form 
1 additional tasks are set weekly from September. 
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C. EXTRA-CURRICULAR 
ACTIVITIES

We offer a Breakfast Club every morning at our Muswell Avenue 
site from 7:40, which Reception – F6 children are welcome to access. 
Breakfast Club is charged daily. 

Sibling Club runs each afternoon at our Princes Avenue site from 3:20 – 3:50pm and 
supports parents with children on both sites to finish at the same time. 

We offer a wide range of extra-curricular clubs and activities at our Princes Avenue site. 
You will be informed at the end of each term of which clubs we will be operating for the 
following term. Children in Form 1 are eligible to participate in clubs from September 
and Reception students may participate from January. 

Trained and experienced peripatetic music teachers offer a range of individual, private 
lessons to pupils at our Princes Avenue site. You will be provided with their names and 
contact details at the beginning of the school year, should you wish for your child to take 
lessons with any of them. 

Extra-curricular activities are charged separately and finish at 3:50pm.  

D. DROP OFF & COLLECTION ARRANGEMENTS

The doors will open for Reception and Form 1 pupils at 8:20am and your child must be 
at school by 8:40am. Arriving at 8:20am allows your child time to engage in structured 
indoor or outdoor play, prior to lessons beginning. In the first few weeks of Reception, 
you may want to come inside the school with your child but you should aim to drop 
your child off at the school door as soon as they are confident enough. 

Usual collection times are 3:10 for Reception pupils and 3:15 for Form 1. 

Where a child will be collected by an individual not known to the school, this information, 
including the collector’s name and relationship to the child, must be e-mailed to the 
school office in advance. Where possible, we ask that anyone likely to be collecting your 
child be introduced to your child’s class teacher in advance. 
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In the case of ‘discontented partnerships’ between parents, the child will only be 
allowed to leave with the ‘named’ person, or not at all. If there are specific legal contact 
arrangements regarding your child, please contact the Head Teacher’s PA to discuss 
specific detailed arrangements in depth. 

Sometimes due to sports fixtures or trips, pupils may not be back in time for their usual 
collection. If this is the case, the school will advise you of the new collection time as far in 
advance as possible. 

If you are going to be considerably delayed collecting your child, please contact the school 
secretary as soon as possible.

Minibus Service

In the morning, we operate a minibus service to shuttle children between our Princes 
Avenue and Muswell Avenue sites. The minibus service will operate as follows: 8:20am 
MA – PA, 8:30am PA – MA. Children from Reception upwards are welcome to attend 
unaccompanied, or younger Pre-Nursery and Nursery children can use the bus 
accompanied by parents.
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5. Further Information for all parents 
regarding the Princes Avenue site
 
FOOD AND DRINK

A hot lunch is served at school each day; the menu is available on our website and on 
the parent noticeboard outside the school. It is healthy and well balanced and includes a 
range of fresh, homemade options and is prepared on-site daily for all year groups at the 
Princes Avenue site (the menu is reviewed and updated termly). We are able to cater 
for children who have allergies and other dietary needs. The School asks parents for 
information about dietary requirements prior to admission. Please update the school of 
any changes to your child’s dietary requirements. 

In the Pre-Nursery and Nursery, healthy snacks are also provided for the children daily. 

Children in our Pre-Prep department are asked to bring a bottle of water and a small, 
healthy snack to school with them each day. We have water fountains and water is freely 
available at all times. 

We operate a strict ‘no nuts’ policy and do have some children with severe nut allergies 
in school, so please be vigilant not to send any nut products into school in snacks or 
lunches. 

There will be occasions where your child’s classmates may bring in treats for events such 
as birthdays. If your child suffers from allergies, it is advisable to bring in a small stock

of snacks that they are able to eat, at the beginning of each term to be retained by the 
school and provided to your child during times of celebration. 

The School is aware of its responsibilities under food hygiene legislation. The School is 
also aware of their responsibility to notify Ofsted of any food poisoning affecting two or 
more children looked after on the premises within 14 days of the incident. Designated 
staff members have received food and hygiene training. 
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HEALTH AND FIRST AID

The school complies with Government regulation and has several paediatric first aiders 
on site. In addition, we aim to keep all our staff trained in basic first aid as a matter of 
good practice. If your child

needs to carry any type of medication into the school please see the office staff to 
obtain a medication form which you will need to complete in full to allow the school 
to administer necessary medication.We will determine the most suitable place for the 
medication to be stored. If your child has an ongoing condition, such as asthma, eczema, 
or a serious allergy please speak to our office staff when you are offered a place so that 
we can provide him or her with the necessary care. Our first aid policy is on our website. 

PARKING

When dropping and collecting your child from school, we must ask all parents to be 
considerate of our neighbours and not park across drives or double park outside the 
school. We must also ask parents not to do three point turns in front of the school as this 
is dangerous for pedestrians and other road users. Where possible, we would prefer for 
parents to park in an adjacent road and walk to the school for drop off and collection. 
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PHOTOGRAPHS AND VIDEOS

Mobile Phone and Camera Policy

This policy applies to all staff, volunteers and pupils in the school, including in the EYFS 
and in relation to parents attending school events. 

This is an overview of the policy in relation to parents’ responsibility and pupils. A full 
copy of the policy is available on the school’s website. 

On their child’s admission to the school, part of the Admissions Code signed by the 
parents gives consent in relation to their child being photographed at school, during 
school events or for publicity purposes for both Norfolk House and the Bellevue group. 
Should a parent not wish for their child to participate in one or more of these, they may 
opt out by signing a form that is sent annually to parents. 

School events: 

If parents wish to take photographs or make a video recording of a school event, it is 
under the strict understanding that this footage is not to be put into the public domain, 
via the Internet (this includes social networking sites and Whatsapp).This is to ensure that 
privacy rights and/or parental consent is respected since it is not appropriate to share 
the details of consent given for particular children with other parents. Prior to an event, 
the Head Teacher may refuse permission for a video recording of an event to be made 
and request any footage to be deleted that they deem inappropriate. As an alternative, 
on occasion, the school may make an official video recording/DVD, the editing of which, 
before it is made available to parents, will ensure that parental consent is respected. 

Parent volunteers: 

Any parent who works at the school, for example as a volunteer, must read and abide by 
the full policy. The teacher responsible (for example the Trip Leader for an educational 
visit which uses parent volunteers) must ensure that the parents involved are aware of 
this policy and abide by it. 

Pupils: 

Only older pupils who are walking to and from school by themselves are permitted to 
carry a mobile phone into school.These must be handed into the office at the beginning 
of the school day and not collected until the end.These will be stored by the school, but 
will not be the school’s responsibility.
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INSURANCE 
(RECEPTION TO FORM 6 
PUPILS ONLY) 

We operate a compulsory parental insurance policy at the 
school through Marsh Insurance Brokers. Insurance per term is 
approximately £50 and covers your child for : 

Personal Accident (24 hours per day, 365 days per year) Dental 

Fee reimbursement if your child is off school for a minimum of five consecutive days 
(To make a claim you would need to request a claim form from the school office 
within the term your child is ill) 
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INFORMATION POLICY LOCATION

Arrangements for admissions Admissions Policy School website: Admissions 

Arrangements to prevent bullying Anti-Bullying Policy School website: Parents/Policies 
and Procedures 

School opening times. Arrangements if 
a child is ill 

Attendance Policy School website: Parents/Policies 
and Procedures 

Information about rewards and 
sanctions for pupils 

Behaviour Policy School website: Parents/Policies 
and Procedures 

Safeguarding procedures and the 
promotion and welfare of pupils 

Child Protection Policy School website: Parents/Policies 
and Procedures 

EYFS policy EYFS policy School website: Parents/Policies 
and Procedures

Providing equality for pupils and visitors 
with a disability 

Disability Access Policy School website: Parents/Policies 
and Procedures 

Arrangements for discipline and 
exclusions 

Discipline and Exclusions 
Policy 

School website: Parents/Policies 
and Procedures 

Policy for health and safety when 
organising educational visits 

Educational Visits Policy School website: Parents/Policies 
and Procedures 

Information about provision for equality 
of opportunities for all 

Equal Opportunities Policy School website: Parents/Policies 
and Procedures 

Information about first aid, including 
administering medicines 

First Aid Policy School website: Parents/Policies 
and Procedures 

Detailed overview of arrangements for 
health and safety 

Health and Safety Policy School website: Parents/Policies 
and Procedures 

Latest school inspection report Inspection Report School website: About/Inspection 
Report 

Information about use of internet and 
email in school 

Internet and Email Use Policy School website: Parents/Policies 
and Procedures 

PROVISION OF INFORMATION FOR PARENTS  
OF CURRENT AND PROSPECTIVE PUPILS 

The Education (Independent School Standards) Regulations and later amendments place 
a statutory duty on schools to provide certain information to parents of current and 
prospective pupils. Norfolk House School does so willingly and encourages any parent 
to contact the school with requests for information or guidance. School documentation, 
including policies, guidance and schemes of work are a valuable source of information 
and we are pleased to make them available, either through the Admissions Office 
(02084444399/ 0208 883 4584) or on the School’s website.The table below lists all 
policies and procedures available to parents. 



49

INFORMATION POLICY LOCATION

Education and welfare provision for 
pupils with a special educational need, 
including those with statements and for 
those for whom English is an additional 
language 

Learning Support Policy School website: Parents/Policies 
and Procedures 

Academic performance in previous 
year. Sample curriculum plans for year 
groups 

Parent Handbook School website: Parents/Parent 
Handbooks 

Procedure to ensure staff recruitment 
adheres to regulatory safer recruitment 
guidance 

Safe Recruitment Policy School website: Parents/Policies 
and Procedures 

The School’s ethos and aims Schools Ethos School website: About/School 
Ethos 

Staff, including temporary staff, and 
qualifications 

Staff List School website: About/Staff 

Arrangements for supervising pupils Supervision Policy School website: Parents/Policies 
and Procedures 

School procedure if a child isn’t 
collected

Failure to Collect Policy School Website

The name of my child’s key worker 
(also called class teacher or directress)

On doors of each classroom and 
also in written correspondence 
from the school

Emergency details for the school Parent Handbook FAQ

The range and types of activities for 
children in the EYFS

Parent Handbook School Website and Parent 
Handbook

Daily routines of the setting Parent Handbook Parent Handbooks and also on 
the class timetables, a copy of 
which may be obtained from the 
office or from your child’s class 
teacher / school office

How to share learning and support at 
home

Parent Handbook General information about how 
to support children at home 
can be found in our Parent 
Handbooks
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FAQS  
 
What happens if my child is suddenly taken ill at school?

We will first determine the severity of their illness. Where we feel that the child should 
go home to rest, we will call you to arrange a time for you to collect him or her. In the 
meantime, we will ensure that your child is comfortable and is isolated from their peers 
so as not to spread germs. 

If your child needs to miss school due to illness, please phone or send an email to the 
secretary as soon as possible detailing the reason for their absence. We follow the 
PHE (Public Health England) guidelines. We ask that if a child has any kind of sickness/ 
stomach/flu bug, that you keep them home for a minimum of 48 hours following the last 
episode. 

How do I communicate with the school on a day-to-day basis?

The school secretary is in her office from 8.00am to 5.00pm Monday to Friday. If the 
phone isn’t answered please leave a message. Alternatively, please email us at:  
paoffice@norfolkhouseschool.org

What happens if a child goes missing during the school day?

In the extremely unlikely event of a child going missing during the school day, we will 
follow the protocol as outlined in our Missing Child Policy (available on the school 
website). 

Should a child go missing during an off-site visit (sports, school trip, etc...) one teacher 
present will be relieved to search the local area. If the teacher is unable to locate the 
child they will immediately request help from staff working at the venue and contact the 
police. Parents of the child will be notified. 



52

How will I be notified of events at the school?

We have regular contact with parents through our weekly bulletin which comes out 
on a Friday via email and our fortnightly e-newsletter. Most dates of importance will 
be outlined in the school’s online diary which can be accessed via the parent portal or 
on our website. Information about school outings and other events will be sent home 
via your child or the school’s email/ text messaging service. Please be sure to check 
their folder everyday to see if there is anything for you. There is also a parents’ notice 
board positioned outside the school and important information will be posted there as 
appropriate. 

Is there a PTA at the school?

FoNH (Friends of Norfolk House) is our parents’ association.They work closely with 
the Head Teacher and the school to organise and run events for parents and pupils, and 
to raise funds for our annually designated charity.They work hard to bring a sense of 
cohesion and community to our parent body and have enjoyed a great many successes. 
The co-chairs volunteer for a two year tenure and class reps volunteer annually. Half 
termly meetings take place between FoNH and the Head Teacher, and Class Reps are 
expected to support in the organisation of events and liaising with the class teachers and 
parents on specific occasions relating to pupil events. 

What provision does the school offer for children with a special educational need?

We have a very clear policy in place to help and support children with a special 
educational need or disability (SEND). 

If a teacher has a concern about a child they will speak to parents, monitor closely and 
liaise with relevant school leaders and our SENCo.We will involve parents as early as is 
appropriate and put in place intervention and a personal support plan where necessary 
and monitor progress through our Pupil Progress Meetings. In some cases, we may 
recommend to a parent that their child be assessed externally. or receive additional 
support from outside agencies (such as SLT, OT etc.) For more information please see 
our SEND Policy. 

How are complaints handled at Norfolk House?

Norfolk House School has a full complaints policy which is available from the school’s 
website. 
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In brief, if you have a complaint the following protocol should be followed: 

In the first instance, if it is a concern rather than a complaint, express your concern to the 
relevant member of staff. Should a satisfactory outcome not be reached, please progress 
to our procedure for complaints: 

Stage 1: Informal complaint (resolution within 5 working days) 

Should a satisfactory outcome not be reached, please progress to Stage 2. 

Stage 2: Formal Complaint (resolution within 10 working days) 

If this is still not satisfied, then proceed to Stage 3 

Stage 3: Independent Resolution – Panel Hearing (resolution within 13 working days) 

The full policy is on the school’s website. 

Should all above steps have been followed and a satisfactory outcome not been reached, 
it is recommended that you contact Independent Schools Inspectorate at: 

CAP House 
9 – 12 Long Lane 
London 
EC1A 9HA 
Telephone: 020 7600 0100 
www.isi.net

or in the case of an Early Years complaint:

Ofsted 
Piccadilly Gate, Store Street 
Manchester, M1 2WD 
Telephone 0300 123 4234 
www.ofsted.gov.uk
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NORFOLK HOUSE SCHOOL - OUR HOME SCHOOL 
AGREEMENT

In order to ensure that each child’s academic and social experiences at Norfolk House 
are successful, it is vital that the school, family and child each take an active role in the 
child’s education and development.

The school will:

• Encourage the children to be polite, cooperative and to respect each other 

• Promote a happy, caring and safe environment 

• Promote good working habits 

• Provide an environment that enables the child to reach their full potential in a small 
class 

• Provide a planned, balanced and broad curriculum 

• Promote clear and effective communication 

• Provide reports and other regular feedback to parents and pupils 

• Promote equal opportunities for all 

• Ensure respectful and professional communication with parents 

Head Teacher’s signature
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The pupil will:

• Take responsibility for their work and behaviour

• Behave respectfully towards others

• Complete all homework and prepare for each school day

• Arrive at school dressed appropriately

• Be expected to participate in a range of extra-curricular activities and school events 

• Fully participate in all class activities 

The pupil’s family will:

• Support and cooperate with the school.This includes working respectfully with 
your child’s teacher and other members of staff, treating them as experienced 
professionals 

• Be friendly and supportive of other families and children of the school 

• Properly equip their child for school every day 

• Write to inform the school of changes in telephone numbers, address or medical 
concerns regarding the child 

• Ensure regular attendance at school, inform the school if a child cannot attend and 
supply a note of explanation 

• Arrange medical appointments and holidays outside of school hours 

• Inform the school in writing if collection arrangements change 

• Ensure that their child arrives at school on time and is collected on time 

• Provide a suitable place for completion of homework 

• Attend parents’ evenings to discuss work and progress 

• Inform the school if there are any problems, which could affect a child’s work or 
behaviour 

 
Parent/Guardian signature
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