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Welcome to St James Prep. From the moment you walk through our gates we want 
you to feel the warmth and sense of community which is at our heart. I am proud 
to be leading a school which has been at the forefront of so much that is good and 
forward thinking in education. I am delighted to welcome you to this community 
and look forward with excitement to getting to know you and your children. Our 
aim is a simple one, we want our pupils to come to school with a song in their 
heart and go home fizzing with what they have learned.

This handbook is a guide to life at St James Prep. The aim is to keep you informed 
and to encourage an active contact between school and home. You will find advice 
about a range of things – as much as anything this handbook is a testimony to the 
crucial partnership between the school, the pupils and the parents that make up 
our community. 

We might wish that there was a handbook that could cover every detail about 
succeeding at school. But we know that it is the thinking and the doing that makes 
great people. And so, I am glad that education can never be dot-to-dot or by the 
book. The joy and adventure is in identifying and supporting individuality and 
developing our sense of community and peace of mind together.

If any of your questions are not answered here please 
do not hesitate to speak to us.

Warmest regards
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Day-to-day Concerns 
As teachers do not have immediate access 
to their email or phone during the day, 
please contact the school office if you  
have any concerns.

Absence from School 
If your child is ill, please let us know  
by telephoning the School Office  
before 9:00am.

Planned Absence 
If you wish to request permission for 
absence during the school term, please 
write to the Head.

Absence from Games or Swimming 
If your child is well enough to come to 
school, we encourage them to participate  
in all activities. If for any reason they 
cannot, please inform the class teacher  
in writing, and they will be added to the 
‘Off Sport’ register.

Early Years (Reception Class) 
Administration 
Registrar

Medical Matters 
Please inform the School Office, who will 
pass on relevant information to the Matron.

For administering prescribed medication at 
school please see the ‘Healthcare’ section.

Administration 
School Secretary

Finance 
Bursar

Contacting the Head 
Should you require an appointment with 
the Head please contact the Secretary in the 
School Office who will be happy to arrange 
an appointment.

Website: www.stjamesprep.org.uk 
Parents Area is a password protected area of 
the website with class news, policies  
and pictures. 

New password for the Parents Area 
confirmed in September 2020.

Who to Contact
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Contact Details
Main School Reception Desk 
020 7348 1777

School Office 
office@stjamesprep.org.uk 
020 7348 1794

Head’s Secretary 
020 7348 1794

Admissions and School Uniform 
admissions@stjamesprep.org.uk 
020 7348 1793

Early Years Administration 
admissions@stjamesprep.org.uk 
020 7348 1793

The Friends of St James 
friends@sstjamesprep.org.uk 
www.friendsofstjames.co.uk 
020 7348 1789

Bursar 
thebursar@stjamesprep.org.uk 
020 7348 1700

Reception Children’s Day
First Week (Tuesday – Friday) 
8:15am – 12:30pm The children will have lunch at school and be dismissed 
from the courtyard.

Second to Sixth Week 
8:15am – 3:00pm The children will be dismissed from the courtyard.

After Half Term 
8:15am – 3:15pm The children will be dismissed from the courtyard with all 
the pre-prep classes.

Collecting Your Child from School – Reception Parents 
At the beginning of the year we will ask you to identify who will collect your 
child from school on a regular basis. This information forms our ‘Collection 
Register’.

If anyone else will be collecting your child from school on a particular day, 
we require you to complete a ‘Changes to Collection Register’ form when you 
arrive at school in the morning. This form is held by the Class Teacher. Should your 
arrangements change during the course of the day please telephone the School office 
letting us know who will be collecting your child.
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Lunches 
Delicious, fresh vegetarian meals are prepared on-site by our catering team. Menus are 
published on the Parents Area and run on three week cycles.

Fresh fruit and water are available at break-times.

St James has a nut-free policy at all times.

If your child has a food allergy, please complete an allergy form available from the 
school office, accompanied by a doctor’s report/letter. If necessary we can arrange a 
meeting to discuss any concerns with the Catering Manager. 

Dismissal

Pre-Prep (Reception, Y1 and Y2) dismissal at 3:15pm
Prep (Y3–6) dismissal at 3:45pm

Children are dismissed from the courtyard by their Class Teacher.

Y6 
In Y6, children are permitted to travel home alone providing a letter granting them 
permission to do so is received by the school from their parent or guardian.

Late Dismissal 
Those children not collected 15 minutes after dismissal time will wait with a member 
of staff outside the School Office until you arrive. If you arrive to collect your child 
after their scheduled dismissal time, please sign in at Reception before collecting them. 
If you know in advance that you will be delayed, please telephone the Prep School 
Office so that staff may be made aware and your child does not become anxious.

If you need to take your child out of school for an appointment, please request 
permission from the Head via the School Office. On the day, sign the child out at the 
Reception desk when leaving.

The School Day
Arrivals 
Children arrive between 7:55am and 8:15am.

Any children arriving earlier than 7:55am may wait with their parent or guardian in 
the courtyard. Registration at 8:20am.

Y6 
Y6 children may travel to and from school on their own. Please let the school office 
know if your child is coming to school on their own. If you would like them to bring 
a mobile with them for the journey, then this will need to be kept in the school office 
throughout the school day.

Any child arriving after 8.15am needs to sign-in at Reception, they will then be 
added to the late register. If you child has not arrived by 8.30am then they will 
be marked as absent on the register. If you would like to attend Assembly or have 
an appointment in the school, please sign-in at the Reception desk.

Assemblies

Monday Head – whole school, music and prayers

Tuesday No Assembly – Class time for Philosophy lesson

Wednesday Sanskrit – whole school

Thursday Head/Commendations

Friday Head
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School  Timetable
Reception Class 
There is no set timing for lessons. The children’s day is left to the discretion of their 
teacher, with certain subjects such as music and forest school included in the week. 
Phonics and Maths lessons are daily.

Morning 
The school day starts with registration at 8:20am. Assemblies and singing take place 
between 8:25am and 9:00am when lessons start.

Pre-Prep have their break from 10:00am to 10:20am and Prep have their break from 
10:20am to 10:40am. Fresh fruit and water are available at breaktimes.

Lunch 
Pre-Prep start lunch at 11:30am and Prep eat at 12noon. Once lunch, break and 
afternoon registration are complete, lessons recommence at 12:40pm for the Pre-Prep 
and 1:00pm for the Prep.

Games Afternoons 
On Tuesday and Thursday afternoons the Prep Girls and Boys, respectively, go out for 
Games to Barn Elms, returning for normal dismissal time.

There may occasionally be matches for school teams on other afternoons; parents will 
be informed in advance of these occasions.

Swimming 
The Class Teacher will inform you at the beginning of each academic year which day your 
child has been timetabled to go swimming. There is no swimming for Reception Class.

Homework    Uniform
Homework 
Homework will be given by the Class and Subject Teachers.

Uniform 
Appearance – The children are expected to be smart and tidy at all times and to be in 
the correct school uniform (exceptions include Charity Events).

Girls’ hair, if longer than collar length, needs to be tied back with white or blue 
accessories. Boys’ hair should be neat and cut to end at the back above the shirt collar.

Jewellery, other than ear studs, is not allowed without the exceptional permission of 
the Headmistress.

Outfitters – The school outfitter is Stevensons, who offer an on-line and telephone 
service. You can also visit their store. The uniform list is available on the website and 
via the Prep Office.

Stevensons 
1–15 Heath Road 
Twickenham 
Middlesex TW1 4DB 
Tel: 020 8892 2201 
www.stevensons.co.uk

&
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Healthcare
The children’s medical needs during the school day are met by a Registered Nurse  
(the Matron).

Children who feel unwell or have accidents in the playground or elsewhere are taken 
to the Matron. Where more serious injuries are concerned, parents are contacted and 
asked to collect the children early and may be given written advice as necessary.

The school has a small range of over-the-counter medicines that may be used, 
providing parental consent has been given.

Prescribed medication can be administered. Parents must bring the medicine to the 
Prep School Office and sign the appropriate form.

Should any child’s injuries require them to attend A&E, a member of staff would 
accompany them and parents would be contacted immediately.

If your child has a raised temperature or diarrhoea and/or vomiting please do not  
send them to school until they have been without symptoms for 48 hours.

Headlice are an ever-present possibility. It would be appreciated if parents could  
check their children’s hair regularly. If headlice are discovered at school, parents of  
the child or children concerned, and those of their classmates, will be contacted  
and sent appropriate guidance.

Clubs     extended childcare
There are a number of club-based activities available from Y1 onwards. These take place 
after school. 

We also offer after school care until 6pm during term-time, and from 7.45am -6.00pm 
during the school holidays, to support all busy and working parents. After school and 
holiday care is run on site by an external provider Super Camps. For more details and to 
book please contact www.supercamps.co.uk or call  01235 467300.

Club Information 
Details of clubs are announced by letter two days before the start of term with instructions 
for online enrolment.

Children attending clubs after school may bring a small snack to eat between 3:45pm 
and 4:00pm. School policy of no fizzy drinks, sweets or nuts applies.

We seek to offer a broad variety of clubs and so the selection of those available does alter 
throughout the academic year. Lists of clubs are available in the Annual Information 
Booklet and on the website.

Music
Singing 
Singing is an important part of our education and we have three morning singing periods 
for the whole school each week.

Lessons 
In addition to their weekly singing lesson, Reception, Y1 and Y2 learn percussions 
instruments. Y3–6 learn elementary recorder technique, music theory and singing.

&
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There are also two choirs that meet on a voluntary basis once a week.

Instrumental Tuition 
Children from Y1–6 are encouraged to take up musical instruments; currently lessons 
are available in the following:

Bass Guitar Cello Piano 
Clarinet Trumpet Flute Violin French horn

Instrumental lessons take place during the school day. Application forms for individual 
instrumental tuition are available from the Prep School Office.

On Wednesday mornings, a number of instrumental ensembles/orchestras meet and 
play together.

Physical Education    Sports 
Venues 
Netball, rugby, cricket, athletics and cross-country running at: 
Barn Elms Sports Centre, Queen Elizabeth Walk, Barnes SW13 0DG

Swimming takes place at:  
Virgin Active Fulham Pools, Lillie Road, Fulham SW6 7ST

Transport 
Coaches are hired for swimming and Games afternoons and the annual 
championships.

Timing 
•  The Girls Prep Games afternoon takes place on a Tuesday, leaving school at 1:00pm 

and returning for 3:30pm

•  The Boys Prep Games afternoon takes place on a Thursday, leaving school at 1:00pm 
and returning for 3:30pm

Parents may collect their child from Barn Elms at 3:00pm on a regular basis; written 
permission is required.

School Matches – Events – Championships – Displays 
•  A Sports Fixtures Calendar is issued at the beginning of each term and published 

in the Parents Area of the website. In addition, parents of children representing the 
school in matches will receive a fixture email containing all relevant details before 
the match. For away fixtures or those taking place at Barn Elms on a non-Games 
afternoon parental permission is required. Permission is obtained in an annual 
consent form which parents are given at the beginning of the academic year. A child 
will not be able to take part without written permission.

• Parents are welcome to attend matches.

Contact Off-site During Sporting Activities 
If you need to contact your child while they are at a sports event, please call the Prep 
School Office and they will relay all messages.

 

&
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Sports Kit
Available through the school outfitters Stevensons. See uniform page for details.

Gum Shields 
Gum shields must be worn by all Y4–6 boys for playing rugby. Y3 boys will begin to 
wear them in the second half of the Spring term. These are available from the physical 
education department and must be moulded at home (instructions are supplied).

Sun Hats 
The school sun hat is available from the school outfitters, Stevensons. All children need 
one for the summer term.

Swimming Caps 
All children are required to wear swimming caps for the purposes of hygiene; these are 
available from the Prep School Office.

Hair and Jewellery 
Hair must be tied back or firmly fixed away from the eyes. No jewellery of any description 
can be worn in physical education lessons, so ear studs must be removed by the child 
before the lesson or, if preferred, not be worn on a physical education day at all. The 
children should have a comb or brush and use it after Games afternoons and swimming.

‘Off Games’ Children 
Children who are unable to take part in any physical education lesson due to sickness 
or injury but are able to attend school must be provided with a note from their parents. 
Please give this to the Class Teacher at the beginning of the day.

‘Off Games’ children may be collected at 1:00pm by parents or guardians by prior 
arrangement; otherwise the Deputy Head will assign them to another class at school 
to assist or continue with some work until the end of the day, at which time they will 
rejoin their class.

Houses
Canterbury Salisbury Winchester

When the children enter Y3 (or at entry to the school if after Y3), they are placed into 
one of the three Houses.

Children can contribute to their House’s success by getting House points – these can be 
awarded for academic effort and achievement or for exemplary behaviour and conduct.

There is a box outside the Prep School Office filled  
with different coloured balls - green for Canterbury,  
blue for Salisbury and red for Winchester. These  
balls represent House points. The House with  
the most points at the end of term is the  
winner and the children in that House  
get a special treat.
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The Wider Curriculum 
Forest School and Minstead Study Centre 
The philosophy of Forest Schools is:

To encourage and inspire individuals through positive  
experiences, participating in achievable tasks and activities in a 
woodland environment, helping to develop personal, social and 
emotional skills.

Reception Class 
St James has been running Forest School sessions since 2007 and they have proved to 
be very valuable experiences for the Reception children.

The children play and learn in the ‘wild’ woodland space in Marcus Garvey Park,  
by building camps, carrying sticks and clambering on trees. Throughout the year  
they learn about the inspiring nature that is all around them: 
trees, insects, animals and birds, which are introduced 
through fun and safe activities.

Y1 
Children from Y1 go to Forest School at 
Gunnersbury Park Nature Reserve once 
every two weeks. The sessions are led by 
staff who have been trained as Forest School 
leaders.

For more information on the benefits of Forest 
School visit: www.forestschools.com

Minstead Study Centre 
Children from Y4 and Y5 have the opportunity to visit Minstead Study Centre in 
Hampshire for the weekend. Through stimulating activities, children understand why 
it is important to care for the environment. On Friday night, they sing songs together 
around the campfire and then stay overnight in the award winning eco housing 
centre. On Saturday, after an early morning walk, they complete a variety of activities 
including local farming, wood craft and forest activities. They return home late 
Saturday afternoon.

For more information about Minstead Study Centre visit:  
www.minstead.hampshire.org.uk

Parent – Teacher 
Interviews and Reports
Reception – Y6

Autumn Term  Parent–Teacher Interviews: October/November 
Short Reports: December

Spring Term Parent–Teacher Interviews: February/March

Summer Term Full Reports: July

Pupil progress is tracked through half termly tests, termly writing assessments and an 
annual GL standardised assessment. The GL standardised tests in Maths and English 
take place in the summer term and results are recorded on the July reports.

Y3 & Y5 also take CAT tests in the Summer Term.
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Annual Events 
There are many events and activities in which the children will be involved, and 
parents are warmly encouraged to attend many of them. The list below represents the 
events that happen regularly.

Able, Gifted     Talented 
& Special Educational Needs
Able, Gifted and Talented 
We recognise that every child has strengths, abilities and talents which are capable of 
being realised. This includes providing for those who are particularly able or gifted in 
academic subjects or talented in Music, Art, Drama, Sport or Dance.

It is vital not only to nurture the gifts that are already apparent, but also to encourage 
the potential of every child. Hence our ACE (A Curious Explorer) programme is open 
to all children to challenge themselves to take up their own study or projects around a 
different topic each term.

Special Educational Needs 
The School can provide some extra learning support. If the pupil’s need cannot be met 
by the School alone, we will work with a number of outside agencies. In this instance 
parents will be contacted by the Class Teacher or SENCO (Special Educational Needs 
Co-ordinator).

Autumn Term 
Beginning of year Church Service for the 
three St James Schools

‘The Year Ahead’ – an evening event 
looking at the upcoming academic year

Coffee Mornings

Class Holiday Meetings

Harvest Festival Service

Parent-Teacher Interviews

Remembrance Service

Nativity Play

Reception Class Assembly

Christmas Market

Christmas Lunch with Festive Hats

Christmas Carol Service

Spring Term 
Parent-Teacher Interviews

Enrichment Week

Grandparents Morning

Easter Service

Shakespeare Festival 

Summer Term 
Class holidays – Prep Children

Sanskrit Speech Competitions

Sports Day

Swimming Gala – Prep Children

End of year Concerts

Leavers Assembly

Speech Day

&
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Parental Involvement
The Friends of St James 
There is an active Friends association which gives tremendous support across all three 
St James schools; it is made up of parents, past pupils, grandparents and long-term 
supporters of the St James educational vision. The Friends provide support to the 
teachers, the pupils and the parents, organising events that help strengthen the St James 
community, and by raising money for particular purchases for the school.

Prep Parent Class Coordinator (PCC) Committee 
At the beginning of each school year, two parent volunteers are asked by each Class 
Teacher to be PCCs for the year. The PCCs’ key role is to act as goodwill ambassadors 
for the Friends organisation. Prep PCC committee meets to discuss both social and 
fundraising initiatives.

Charity Events 
We support various charities throughout the year. Children, parents and staff have 
come forward with many original and helpful suggestions.

Grandparents’ Morning 
This is an annual event run in the Spring term when we welcome grandparents to see 
the school in action.

Cake Sales 
On Friday there is often a cake sale. Classes take it in turn to run the cake sales. Class 
PCCs encourage parents to bake or buy cakes and biscuits for the children to buy. The 
total raised over the year goes towards funding specific purchases for the Prep School 
and towards other charities.

Governors    Affiliations
The Role of the Board of Governors 
The Governing Body is responsible for ensuring the effective and efficient operation of the school 
as a company, business and educational charity. Through individual school committees, and with 
different Governors taking particular interest in specific aspects of the school, they take their 
roles seriously. Their function is not to run the school – that is delegated to the Head and his 
Management Team – but to support the school’s operation, receive termly reports and generally 
assure themselves that the school is operating in accordance with its ethos statement and public 
and legal requirements. Each Governor is also personally committed to the school, its special 
nature and unique place within the education system; they delight in its many achievements and 
work with solid commitment to ensure that St James is the best school possible.

Who are the Governors? 
A complete list of the school Governors and contact details of the Chair of Governors,  
Mr Jeremy Sinclair, are available on the website and in the Annual Information Booklet.

The Independent Association of Prep Schools (IAPS) 
St James is a member of The Independent Association of Prep Schools (IAPS), a membership 
association that represents 700 of the world’s leading prep schools. Its membership is a 
prestigious kitemark of quality within the independent school sector and an assurance that the 
school is adheres to and meets strict standards. 

The Independent Schools Association (ISA) 
This is one of a group of school associations which form the Independent Schools Council 
(ISC). The ISA gives accreditation to member schools (inc. St James) and all ISC schools have 
to be inspected by the Independent Schools Inspectorate (ISI).

School Inspection 
St James School was inspected for compliance and quality of teaching by the ISI in October 
2019. It was awarded excellent in all areas. St James School was last fully inspected by the ISI 
in October 2010. There was a regulatory compliance inspection in 2016.

For the full reports please see our website or ask for a copy from the School Office.

&



stjamesprep.org.uk
Earsby Street London W14 8SH
020 7348 1794

Speak the Truth 
Be Generous and Kind 

Be Your Best


