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THE SCHOOL’S MISSION STATEMENT – Reflects our Aims 

 
 
 

 

Trinity pupils are passionate about learning and curious about the 
world, having the courage and confidence to embrace life, to seek 
out challenges and to build resilience through their experiences. 

Academic aspiration and excellence is matched by a commitment 
to excellence in extra-curricular life. 

 
 
 

Trinitonians are encouraged to develop a personal vision and 
integrity, to show leadership and responsibility and to value service 

to the community.  Their reflective approach is built upon the 
foundation of Trinity’s Christian values, readying them for life in the 

modern, globalised world.
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Contents 

AIMS AND OBJECTIVES 

HOLIDAY AND TRAVEL POLICY 

 
At Trinity Prep we aspire to the best of lives; filled with optimism, charity and confidence. 

Optimism: 

 To love learning in every way 

 To be the best we can 

 To look forward to the future 

Charity: 

 To show respect to all we meet 

 To share responsibility for all we do 

 To enjoy a life of generosity in thought and action 

Confidence: 

 To take risks to make mistakes 

 To make the most of every opportunity we are granted 

 To have confidence in a life guided by Christian values  

 
To ensure the effective delivery of these aims, our objectives are to: 
 
Provide a secure, happy and stimulating environment in which children feel confident to ask 
questions and to learn 
 
Use the child's experience as a starting point for development 
 
Provide differentiated materials to meet the needs and abilities of all children 
 
Create a framework that will address continuity and progression 
 
Deliver the curriculum through a variety of teaching styles 
 
Provide resources to meet curriculum needs within the School's budget 
 
Involve parents, discussing children's progress and informing them of their children's work and 
welfare both formally and informally 
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PREP STAFF 

 
 
 
 

PREPARATORY DEPARTMENT STAFFING 
 
 
Acting Head of Prep Dept:  Mr Michael Burdett 
Acting Deputy Head of Prep Dept: Mr Sean Lovett 
 
Administration:  
Secretary & PA to the Head                 Mrs Emma McNally 
 
Prep Dept Class Teachers: 
Reception  Mrs Kelly May  
Prep 1  Mrs Lyndsey Ganner & Mrs Natalie Miller   
Prep 2  Mrs Sean Lovett & Mrs Natalie Miller      
Prep 3     Mrs Zoe Hughes   
Prep 4     Mrs Sarah Robbins  
Prep 5     Mr Simon Fisher  
Prep 6     Miss Jennie Moss & Mrs Catherine Sutton 
 
Learning Support Assistants                Mrs Karen Brazier    
     Mrs Hannah Broom  
     Mrs Julie Drewett 
                                                                  Mrs Tracey Loveridge 

Mrs Laura Lovett 
Miss Emma Hawley 

 
Subject Teachers in addition to above: 
 
SEN     Mrs Fiona Tamlyn & Mrs Heather Rabone     
Maths                  Mrs Geraldine Davis 
Spanish    Mrs Claire Palmer 
Music     Mr Tim Crompton 
RE                                                              Reverend Jonathon Ross McNairn 
ICT     Mr Stephen Tew 
     
 
Medical:    
School Nurse    Mrs D Birt, Mrs V Dilke 
 
 
 
 
 
 
 
 



4 

 

 

ADMISSIONS POLICY 

 
Trinity School caters for pupils of different abilities.  Before a place can be offered an 

assessment/taster day may be necessary along with the school receiving a satisfactory school 

report.  This is to ensure that pupils, who are offered places readily fit into the general academic 

standard of the class, or with necessary learning support, will be able to do so.  Concerns about 

behaviour may preclude or delay an offer of a place. 

SCHOOL DAY 

 
Supervision in the playground from 8.00am 
 
Children should be putting their bags etc away and preparing themselves for 8.25am when staff 
should be in the classrooms to register pupils. 
 
 
DAILY ROUTINE - the school bell rings at the following times: 
 
            MORNING             AFTERNOON 

 
  8.25   Registration 
  8.30   Assembly/Wake & Shake 
  9.00   Lesson 1 
  9.50   Changeover 
  9.55   Lesson 2 
10.45   BREAK 
11.10   Break Ends 
11.15   Lesson 3 
11.45   Lodge Lunch 
11.50   Infants Lunch 
12.10   Junior Lunch 

  1.05   Juniors Change for sport as       
            necessary 
  1.15   Lunch Break Ends 
  1.20   Registration & Lesson 4 
  1.50   Changeover 
  1.55   Lesson 5 
  2.45   Changeover  
  2.50   Lesson 6 
  3.20   School Day Ends for Infants      
  3.45   School Day Ends for KS 2       
  4pm   Prep/Clubs Begin 
  4.50   Prep/Clubs End 
5.05   Buses Leave Trinity  
           

 
Children are NOT to go home in P.E. kit at the end of the day. (Unless written permission is sought 
from the Head) 
 
Reception class to Prep 6 are dismissed ready for home (in school uniform) by their class teacher 
or by the member of staff with the class at the end of the day, at 3.20pm for Infants and 3.45pm for 
Juniors, and taken to the playground. 
 
The member of staff on Prep duty will take any child/ren to the bus(es) for 5.05 pm.  
 
The member of staff on gate duty will ensure appropriate procedures are followed for each child. 
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PUPIL ABSENCE 

    
     

Pupil absences must be advised to the school, either in advance, in writing, by email or by 
telephone in the case of illness or unexpected absence.  In such cases, the call must be supported 
by a letter or email when the child returns to school.   
 
If any child is absent from the class the Prep office must be informed by 9.00 am (before classes 
commence) – and any unknown absences will be investigated.   
 
Parents who need to take their children out of school during the day should send in a letter, email 
or telephone requesting the school’s permission and giving as much notice as possible.  In the 
event of a fire, the class register will be taken for roll call by the member of staff taking that class at 
the time, to ensure all children are accounted for. 
 
Parents need to be aware that any absence not supported by a letter will be described as 
‘unauthorised’ in official statistics. 
 

ASSEMBLY 

 
We have a daily act of worship, which usually comprises: 

 An appropriate hymn 

 A suitable prayer for the day or occasion 

 The Lord’s Prayer 

We explore relationships and moral situations.  This is often determined by various happenings in 

the world through the media or within our school/class. 

 

One assembly per week is taken by the School Chaplain, one by the Head of Prep or the 

Headmaster, another by either a class or visitor and one is Hymn practice.  The final assembly of 

the week is ‘Work of the Week’ assembly, where children who have been awarded ‘work of the 

week’ share their achievements with the other children and any parents who are able to attend. 

 

Monday:  Head of Prep or Chaplain  

Tuesday:  Class / visitors 

Wednesday:  Headmaster or Chaplain 

Thursday:   Hymn Practice 

Friday:  Work of the Week 
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LESSONS TAUGHT IN PREP DEPARTMENT 

 

Key Stages 1 and 2 

 

Lessons are generally 50 minutes long to encourage concentration and 5 minute changeovers 

ensure pupils all start lessons at the same time and have a mini break to refresh themselves and 

their energy. 

 

6 Literacy including Drama 

6 Numeracy 

2 PHSE and Thinking Skills  

3 Sport 

1         Library 

2 Music 

1 MFL: French – Reception to Prep 3, Spanish Prep 4 – 6 

2         Science 

1 Geography 

1         History 

1 Art 

1 Design Technology 

1 Religious Studies 

2 ICT Skills and touch typing 

 

 

Reception Class 
 
Less formally structured than Years1 and 2 with a strong emphasis on learning through play. 
Each week comprises of activities relating to these 7 areas: 
Personal, Social and Emotional Development 
Mathematics 
Literacy 
Physical Development 
Understanding of the World 
Expressive Arts and Design 
Communication and Language 
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SCHOOL RULES 

 
 
 PUPILS SHOULD: 
 
1. Walk around the Prep site and buildings 
 
2. Go up and down stairs on the left-hand side in single file 
 
3. Line up in the playground after each break and before lunch until  

dismissed by a member of staff 
 
4. Tie back long hair  
 
5. Wear correct school uniform at all times 
 
6. Be dismissed by the member of staff on duty at the end of the school day 
 
 
 PUPILS: 
 
1. May wear watches. Earrings for pierced ears should be plain studs and must be removed 

before Games/P.E. 
 
2.        Should not have extreme hairstyles 
 
3. Should not eat chewing gum in School 
 
4. Should not go home at the end of the day in their school tracksuit or games kit, without 

express permission 
 
 
 
 

PUPIL APPEARANCE 

 

 Only items listed on the School Uniform List maybe worn in school and for P.E./Games.  All 
items should be clearly marked with the child’s name. 

 Uniform should be clean and worn in a presentable way at all times. 

 Pupils should ensure that they are correctly dressed on leaving for school and on arriving 
home. 

 Boys’ trousers should be the regulation shade of grey; belts should be black and socks dark 
grey. 

 Girls’ black shoes (not patent) should be plain with low heels 

 Sports uniform must not be worn to lessons without permission 

 Hair must not be dyed or tinted and should not be in an exaggerated style.  Purple or black 
hair bands only may be worn.  Hair must not cover the eyes and must be tied back if longer 
than shoulder length. 

 Nail varnish is not permitted 

 Make-up is not permitted 
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DISIPLINE POLICY 

   
Good behaviour should be rewarded consistently and positively, building on the positive and 
encouraging pupils’ responsibility for their own behaviour.  
 
Rewards are given in the following way:  
 
1) Verbal praise  
2) A House System is operated within the Preparatory Department, where House Points are 
awarded.  
3) 'House Points' are awarded for:  
a) Effort  
b) Good work  
c) Behaviour  
d) Co-operation within the School  
4) We have a 'sticker' system, including a 'well done' sticker from the Head of Dept also stickers 
reflecting the ‘School Vision’ words given to pupils who have displayed such qualities. 
5) A visit to another adult in school  
6) A visit to the Head of Dept  
7) A whole class reward (in the form of class marbles or progress chart). 
8) A 'Work of the Week' record operates in the entrance hall when children are given special 
recognition for outstanding work, this giving children a standard to emulate.  
9) An aspirational behaviour ‘Raffle Winners’ book, rewarding positive behaviour and helpfulness. 
Each child entered received a raffle ticket which is drawn once a month with the three winners 
choosing a prize.  
10) Golden Acorns are awarded to pupils in KS2 once a term. This rewards those role models who 
inspire the rest of the class, school and staff with their exemplary ‘can do’ attitude.  
11) Work of the Week Assembly to which parents are invited.  
12) Cups are awarded annually for kind and helpful behaviour and to any child who overcomes a 
particular difficulty. 
 
The sanctions system at Trinity Prep is one of a number of aspects of the School’s Positive 
Behaviour Management Policy. It exists to ensure that pupils observe the school Code of Conduct 
and ensures that good quality teaching and learning can take place in classrooms free from 
disruption by poor behaviour. There are different layers of sanction in the school, appropriate for 
different degrees of unacceptable behaviour, as shown below within the five stages. Higher levels 
of sanction may be imposed on pupils failing to change their behaviour after low-level sanctions 
have been implemented.  
 
Within the classroom, discipline is the responsibility of the class teacher, however if the behaviour 
of a child is causing a subject specialist lesson to be disrupted and affecting the learning of the 
other pupils, that member of the prep staff will operate within our guidelines to assure that pupil 
learning is not negatively impacted. All other areas are the responsibility in the first instance of the 
teacher on duty.  
 
Stages of discipline within the Preparatory Department.  
 
Stage One 
Any pupil misbehaving in a lesson or around the school will be given a reminder to make the right 
choice about their behaviour and a warning that if not heeded, a yellow card will be issued. 
Stage Two 
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Further misbehaviour from a pupil will result in them receiving a Yellow Card (This removes 5 
minutes from their Golden Time allocation).  
Stage Three  
If there is persistent low level disruption and accumulation of yellow cards, the pupil will carry out a 
detention during the school day. This generally includes writing a letter of apology and then 
carrying out some tasks around school.  
Stage Four 
If poor behaviour persists, families will be invited in and a behaviour plan created depending on 
the pupil’s needs.  
Stage Five  
In extreme cases, if the behaviour plan is not successful, temporary or permanent exclusions are 
considered at the discretion of the Head of Prep. 
  
 
KS2 Yellow Card System  
All Prep staff carry a Yellow Card.  
All misdemeanours such as poor behaviour, rudeness and incorrect kit will be recorded on a 
yellow card (see below) and will result in 5 minutes Golden time being lost per misdemeanour. 
These will be collated on the Thursday before the monthly ‘Golden Time’ and missed Golden Time 
recorded.  
 
YELLOW CARD OFFENCES  

1. Noisy or running around between lessons. 

2. Rudeness or swearing. 

3. Repeatedly scruffy. 

4. Consistently wrong or lack of kit or equipment for PE or lessons. 

5. Littering or damaging school property. 

6. Unkindness. 

7. Repeated lack of homework. 

8. General poor behaviour. 

 
Uniform  
In building up the ethos, reputation and identity of the School, upon which we all depend, we do 
ask that pupils attend in full school uniform. This includes travelling to and from School, during the 
school day and correct kit during P.E. lessons unless tennis, cricket or ball skills lessons take 
place at break time when pupils may come to school in their PE kit, but change before going 
home. In these cases, arrangements will have been confirmed with the families and the Head of 
Prep. 
 

Early Years and Key Stage One Positive Behaviour 
 
The discipline policy for Early Years and Key Stage One is as set out in the previous notes, if 
required. But in the first instance, the positive reward system of Golden Time is used on a day to 
day basis. The Golden Time system is as follows: 
 

 All children automatically receive half an hour of Golden Time each week as a reward for 

positive behaviour and for following the ‘Golden Rules’.  
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 The Golden Rules are displayed in all Early Years and Key Stage One classrooms and are 

as follows: 

 
   1. We are kind and helpful. 
   2. We listen. 
   3. We work hard. 
   4. We are honest. 
   5. We look after our and other people’s property. 
   6. We are gentle. 
 

 The Golden Rules are taught through PSED/RE in the Early Years are recapped and 

reinforced throughout Key Stage One. 

 

 Golden Time is half an hour of free time when the children can choose any activity that they 

would like to do. The children sign up for the activity at the beginning of the week and are 

involved in deciding which activities are put on the sign up sheet. The adults do their best to 

accommodate these activities. Golden Time takes place at the same time for all the Early 

Years and Key Stage One children; this enables them to mix with the older/younger 

children and to choose to go to different classrooms if they wish. (This also helps with 

transition). 

 

 If a child breaks a Golden Rule, they are given a warning. (This may be displayed pictorially 

for the very young children). If they break a rule again, they are given a second warning 

(Prep Two receive one warning only). If they break a rule for the third time in one day, they 

then lose 5 minutes of their Golden Time that week. This continues in 5 minute blocks of 

time.  

 

 Each day begins afresh and warnings are not carried over. 

 

 The children who lose Golden Time go to their chosen activity when Golden Time 

commences. They then sit out for the specified time with a sand timer. When the timer 

finishes, they may freely join in with the activity. 

 

 Once Golden Time is lost, it may NOT be won back, unless they have lost all of it, and then, 

at the teacher’s discretion, they can win back 5 minute blocks by specifically following the 

rule that they lost it for (This is only in extreme circumstances, most children would not lose 

all of it). 

 

 This system is set up to be positive and encouraging, whilst making the sanctions for 

inappropriate behaviour appropriate for children of this age. 

 In Prep 1 and Prep 2 children miss 5 minutes of morning or lunchtime break if they lose 

Golden Time for hurting another child.  This time is immediate on the day 5 minutes is lost 

or as soon as possible afterwards. 
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Detentions 
 

Except in extraordinary circumstances, all detentions will take precedence over all other school 
activities.  A Head/Deputy Head of Prep detention will be given to any child who consistently 
missed Golden time.  This will be held on Friday lunchtime.  A letter will be sent home to inform 
parents. 
 
Green Effort Card 
 
A child who feels they need support in their learning/behaviour can ask to be put on a Green Effort 
Report Card; parents can also request that their child be put onto this. Report cards are to be 
signed by teachers at the end of every lesson and checked by form teachers every morning and at 
the end of the day by the Head or Deputy Head. 
 

 

 

HOUSE SYSTEM 

 

Trinity operates a House System: 

 

1.  To encourage an identity within the School community 

2.  To promote family values 

3.  To provide an incentive for effort, consideration and caring for others 

 

The Houses currently are: 

 

Powderham - Red  - Mrs Ganner, Mrs Hughes, Mr Burdett 

Luscombe - Yellow - Mrs Robbins, Mrs Sutton, Mrs Miller 

Ugbrooke - Blue  - Mrs May, Mrs Loveridge, Mr Lovett 

 

 

House points are given for work, behaviour, kindness and endeavour and a shield is awarded 

annually to the House which has accumulated the most House points. 

 

House events are held each term over a range of activities; a Quiz, a music competition and 

various sporting events. 

 

Brothers and sisters are always assigned to the same House, throughout the whole School. 
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REWARDS 

 
 
Good behaviour should be rewarded consistently and positively. 
 
Rewards are given in the following way: 
 
1) Verbal praise 
 
2) A House System is operated within the Preparatory Department, where House Points are 

awarded. 
 
3)   'House Points' are awarded for: 
 
   a)  Effort 
   b)  Good work 
   c)  Behaviour 
   d)  Co-operation within the School 
 
4) We have a 'sticker' system, including a 'well done' sticker from the Head of Dept 
 
5) A visit to another adult in school 
 
6)  A visit to the Head of Dept 
 
7) A whole class reward 
 
8) A 'Work of the Week' record operates in the entrance hall when children are given special 

recognition for outstanding work, this giving children a standard to emulate.   
 
9) An aspirational behaviour ‘Raffle Winners’ book, rewarding positive behaviour and 

helpfulness.  Each child entered received a raffle ticket which is drawn once a month with 
the three winners choosing a prize. 

 
10)   Golden Acorns are awarded to pupils in KS2 once a term.  This rewards those role models 

who inspire the rest of the class, school and staff with their exemplary ‘can do’ attitude. 
 
11) Work of the Week Assembly to which parents are invited. 
 
12)      Cups are awarded annually for kind and helpful behaviour and to any child who overcomes 

a particular difficulty. 
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HOMEWORK POLICY 

 
Work is set to be completed outside lesson time by pupils on their own.  Homework is given on a 
Monday, Wednesday and Friday. 
 
Reasons for setting Prep/Homework: 
 
To assess and consolidate the understanding of work completed in school. 
 
To teach pupils to establish a good work routine. 
 
To help pupils to learn to take responsibility for organising their own time. 
 
To help pupils to learn to work unaided.  To boost confidence and give pupils a sense of pride in 
their achievement. 
 
To help pupils develop research skills and learn how to use initiative. 
 
To give time for practice of techniques. 
 
To help memory training. 
 

Reception & Prep 1 
 

Reading and any additional work is given at 
the discretion of the class teacher. 

Prep 2 Reading each evening and twenty minutes 
set homework.  (See  Early Years Policy)     

Prep 3 Reading each evening, one half hour set 
maths and spelling homework per week.   

Prep 4 Reading each evening, one half hour set 
maths and spelling homework per week.   

Prep 5 Reading, spellings and tables, plus one half 
hour set homework 3 times per week. 

Prep 6 Reading, spellings and tables, plus one half 
hour set homework 3 times per week. 

 
Each piece of work done at home does not necessarily fulfil all these purposes and different age 
groups need different help.  It is important for parent, teacher and pupil to work in real partnership 
to make the most of these opportunities. 
 
IDEAS FOR PARENTS 
 
PLEASE provide the right environment conducive for study for your child from an early age.  A 
good table in a room alone, quiet, cheerful, light and warm.  Give opportunities for visits to the 
public library where necessary. 
 
PLEASE help your child to avoid starting prep late in the evening.  Choices have to be made and 
priorities decided.  Time spent on social activities and leisure activities needs realistic control.  
Again, habits started when your child is young make life much easier later on.  Meal times help if 
they are regular. 
 
Parents are encouraged to sign their child’s planner each night and if necessary, comment on the 
length of time involved.  If a child is unable to complete homework, a letter should be sent to the 
class teacher or a note added to the planner. 
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Parents are asked to ensure pupils do their own work.  Please use the planner or enclose a note 
with the homework if a great deal of help was needed with the homework or conversely if it was 
completed in VERY little time. 
 
Parents should contact the Head of Department if they become aware of real problems. 
 
IDEAS FOR PUPILS 
 
Take time to organise books to take home each night.  This does mean returning to the classroom 
at the end of the School day, and thinking through the work to be completed each night. 
 
Ensure homework diary is completed clearly.  Very brief notes written in a lesson may be 
meaningless after a few hours.  Make sure you get all the information written down before leaving 
the lesson. 
 
Get the correct order to ensure homework is done each night and not allowed to build up.  You 
control your time.  You will enjoy other activities so much more when you have done your 
homework. 
 

HANDWRITING POLICY 

 

Aim 

Our aim is for pupils to achieve, flexible and efficient handwriting and remain sensitive to the 
natural handwriting style which may have already been developed and recognise this as a sign of 
maturity. Clear writing also helps retention and recall of words in reading and spelling.  
 
It is the aim of the Preparatory Department to raise the standards of handwriting and thus improve 
the self-esteem of all the pupils whom we teach. 
 
Handwriting Style 
 

The Cranbourne Cursive Script Handwriting Scheme has been adopted since 2004. The letters 
are taught as single letters at first and gradually it will naturally progress to become joined up 
writing. The capital letters do not join lower case letters.   

Reception 

Handwriting is introduced alongside letters and sounds. 

Prep 1 and 2 

Formal handwriting lessons will be timetabled each week. 

Prep 3 – 6 

These classes should set aside 10/15 minutes each week for cursive handwriting practise. 

SEN 

Children who find writing difficult can be given a triangular pencil to help correct a faulty grip. Sand 
trays, felt tips, chalks, board pens and chalk can all be used in multi-sensory approaches – the 
larger motor movements help children with poor co-ordination and aids motor memory. 
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Stamps can also be used when a child finds it extremely difficult to remember letter shapes, which 
could then be written over independently.  Children are able to use a keyboard in formal situations, 
such as SATS, so that they can write more work and it can be read easily. 

Left-handed Pupils 

We are aware that left-handers have different needs from right-handers. Care should be taken in 
lighting, seating and correct writing tools.  Allowance needs to be made for appropriate space and 
for the paper to be placed to the left side of the writer.  It is recommended that they have non-
smudge ink and should be recognised that left-handers might need longer time to complete a task. 
Early detection and good practice should be promoted if left-handed children are to acquire a good 
style of writing. 

 
Touch typing 
 
We aim to encourage fluent and confident touch typing skills to ensure that pupils are able to use 
computer technology efficiently.  Pupils are taught about finding the home keys and minimising 
movement of hands whilst typing.  There are many websites and structured programmes to assist 
in learning these skills. 
 
Nessy fingers is used as part of Nessy Club. 
 

 

MARKING, GRADING AND ASSESSMENT 

 
 

All teachers within the Prep Department should adhere to the following marking policy.  
 
1. In the early years particularly, marking needs to be simple, positive and child friendly.  This 

can be helped by the use of stickers, smiley faces and stars. 
 
2. In all years the marking should provide pupils and parents with clear and relevant feedback, 

indicating levels of performance, and suggesting strategies for improvements, and goals to 
be achieved. 

 
3. Marking should be part of a continuous process to show parents/guardians how well their 

child is performing, and where help can be given to improve areas of their work. i.e. 
continuity for pupils, parents and teachers is important. 

 
4. Marking should be fully integrated with any system of rewards e.g. stickers, stars, work of 

the week. 
 
5. Teachers from Year 3 must mark in a more structured degree using symbols and 

comments in addition to the stickers etc.  A system of letters assessing effort and numbers 
marking attainment are to be used.  All marks should not only be recorded in the child’s 
exercise book but also in the teachers mark book.  (see grid). 

 
6. All marking is to be marked in green. The purple pen is used to identify target for 

improvement. 
 
7. In KS2 classes, corrections should be completed before starting new work. 
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8. Spellings should be indicated with ‘Sp’ in the margin and three words chosen by the teacher 
are underlined in green for the child to write correctly three times. 

 
Children should be made aware of how a piece of work is graded and have it explained by the 
teacher as to how a certain mark is achieved.  This can be encouraged through - discussion with 
the teacher when their book is marked, or in feedback to the class when examples of good 
practice can be shared e.g. reading examples of essay writing to the class and sharing comments. 
 
The marking scheme should be stuck into each child’s exercise book to reinforce the importance 
of developing both attainment and effort in a good work ethic. 
 
WHAT YOUR MARKS MEAN 
 
KS1 
 

Effort Attainment 

    
*** Excellent effort Adv Advanced: Exceeding the expected level 

** Good effort Sec Secure: At the expected level 

* Some effort shown Em Emergent: Working towards the expected level 

 
 
KS2 
 

Effort Attainment 

    
**** Excellent effort Adv Advanced: Exceeding the expected level 

*** Good effort Sec Secure: At the expected level 

** Some effort shown Em Emergent: Working towards the expected level 

* Little effort shown   

 
 
 
The above grades for effort and attainment should be given in the following subjects: 
 
Literacy -   effort and attainment for each piece of work 
History -   effort and attainment for each piece of work 
Geography -   effort and attainment for each piece of work 
Science -   effort and attainment for each piece of work 
Maths            -   accuracy scores and effort in each lesson.  Achievement at the end of topic A-E 
R.E.  -   letter for Effort Only 
MFL -   effort and achievement grade at the end of independent work/ 

    end of theme 
 
Drama/PHSE/Art/Sport/Music - performance will be reflected upon during the lesson and more 
formally reported upon in termly reports to parents. 
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Marking Policy for Early Years (Foundation Stage and KS1) 
 
 

All work is marked in green ink with a purple pen used to identify target. 
 

All work is dated. 
 

The focus/objective is indicated on each piece of work. 
 

Positive and constructive comments are made and the next steps identified where appropriate. 
 

Smiley faces, stickers and stamps are used as part of a positive marking system. 
 
The level of support/independent work is indicated. 

 
Work of the week is indicated with a ‘WOW’ on the piece of work. 

 
Results and Targets are recorded in a class mark book (see Assessment Policy) 
 

Assessment 

Pupils self-assess using a ‘traffic light’ system at the end of each lesson/piece of 

homework. 

Assessment includes both summative testing and formative analysis of the pupils’ 

performance through target setting and assessment for learning throughout 

planning of lessons.  

Autumn: 

Children are assessed at the beginning of the Year using the test below: 

Reception Baseline Assessment Tests 

Prep 1 - 6 NFER Progress in English and Maths 

  Non-verbal Reasoning  

Spring: 

Prep 1-6 Verbal Reasoning 

 

Summer: 

All children in Preps 2-6 take the Optional SATS in English and Maths during SATS week. 

Reasoning Papers to identify underlying potential (spatial) Reading and Spelling assessments for 
new teachers to receive in September. 
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All results are collated and analysed by the Deputy Head and used to track the progress of each 
child.  
 
In Reception the Foundation stage profile is completed by July and results sent to the LEA. 
 

REPORTS 

 
Reports are issued three times a year for every child.  Autumn and Spring reports show attainment 
levels for each subject as well as a comment from the Head and Class teacher.  A more 
comprehensive report is issued in the Summer Term showing comments, as well as effort and 
attainment grades for each subject. 
 
All subjects are covered in the report showing both grades and comments for the core subjects 
and grades for all other curriculum areas.  Boarding Reports are included where applicable.  There 
are comments from the Class Teacher and Head of Prep on all reports. 
 
Copies of reports are kept in the Preparatory Department Office for future reference. 
 
RECORDING and COMMUNICATION  
 
Previous academic records are kept in hard copy with current analysis of performance being 
tracked on SIMS. 
 
Correspondence files are kept for past and present pupils incorporating general correspondence 
between parents and school. 
 
MEETINGS WITH PARENTS 

 
We have an initial meeting with our parents the first Friday back in September to discuss the Year 
ahead. 
 
There will be three Parents Evenings each year, one per term for Infants and Juniors 
 
There are ongoing consultations between parents and teachers throughout the years as the need 
arises. 
 
Once a term, parents are invited to ‘Parent Voice’ meetings with the Headmaster and Head of 
Prep. 
 

 
 

FUNDRAISING 

 
The Preparatory Department takes part in fund raising each term. During the last academic year 
we have raised monies for the following organisation/charities: 
  

RSPCA 
 

Prep 6 prepare presentations to convince the pupil body that their charity is the one to be 
supported. 
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LEARNING SUPPORT 

 
 
The full Learning Support Policy is available from the Prep School Office. 
 
 
Underlying Principles: 
 
The school recognises that individual pupils have diverse strengths, weaknesses and learning 
needs.  Particular emphasis will be placed on the following principles to ensure that these needs 
are met: 
 
Expectations of work and behaviour will be pitched at a level, which presents pupils with a 
challenge without threatening their confidence. 
 
Lessons, resources and courses will be carefully planned to take account of individual needs.  
Work will be differentiated according to the needs and interests of individual pupils.  A variety of 
teaching styles will be used. 
 
Additional support to individual learning will be given where appropriate in and out of normal 
lessons. 
 
The importance of communication with, and help from, parents in raising pupils’ expectations and 
attainment is recognised. 
 
 
Referral Procedure 
 
1. Class teacher recognises/feels that there is a problem. 
2. Class teacher gathers evidence – this can be examples of record keeping or in notes on 

approaches to learning. 
3. The Learning Support Co-ordinator is informed. 
4. Class teacher fills in the Record of Concern – with the help of the Learning Support Co-

ordinator if required. 
5. Head of Department and/or Learning Support Co-ordinator will contact parents by letter. 
6. Learning Support Co-ordinator will carry out an appropriate assessment. 
7. Any recommendations will be carried out, with the approval of the parents and may include 
 

 I.E.P. 

 Learning Support lessons 

 Contacting outside agencies. 
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EQUAL OPPORTUNITIES 

 
Guidelines: 
 
There must be equal access to all subjects in the curriculum.  All pupils have the right to share a 
common educational experience, which prepares them for life in a pluralist society. 
 
Gender should not be an administrative device.  The school will avoid organisational practices and 
routines, which reinforce sexual differences.  Written information should avoid sexist language. 
 
Teachers should positively promote equal opportunities in all relationships with pupils, for 
example: 
 

In the classroom all pupils should engage in all activities equally 
Sexist or racist materials should be avoided whenever possible 

 
Where materials are sexist or racist this should be pointed out.  Pupils should be encouraged to 
note and discuss the implications of stereotyping. 
 
If discriminatory remarks are heard, all members of the school community should actively take 
steps to counteract them. 
 
Teachers should be sensitively aware of the possible problems facing boys and girls where one 
sex is under-represented in the class. 
 
Teachers should be aware that they may have different expectations of girls and boys. 
 

 

INSURANCE COVER 

 
 

It is recommended that pupils be covered under Holmwoods Personal Accident Insurance.  
Members of staff and accompanying adults are included in this cover. 
 

Administration 

For any queries with regard to financial matters please contact the Bursar’s Office on Ext. 1502.  
Please contact the Prep Secretary or Headmaster’s Secretary for any general information. 
 
 
 

SCHOOL TRIPS 
 

Class teachers and subject teachers are encouraged to take educational visits as part of the 
school curriculum and should be scheduled during the school day, as far as possible, ideally one 
per term.  Each academic year Prep 2-6 will have a residential trip planned, details to be shared at 
the ‘Meet the Teacher’ event at the beginning of the Autumn term.  A risk assessment form should 
be filled out for any school trip and handed to the Head of Prep at least one week before the trip is 
planned.   
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ANTI-BULLYING 
 

We undertake a whole school focus on anti-bullying every Autumn, not because we have a culture 
of bullying; rather to ensure one doesn’t evolve. Whilst we have some control over the behaviour 
within our own school, we cannot control what children experience beyond the haven we are trying 
to create. We must help them develop the life skills to deal with situations that may arise 
throughout their lives. 
 
Our policy was written after consultation with all staff and the children (through their PSHE 
sessions).  It is in recognition that bullying is a social problem that must be taken seriously.  It is 
the responsibility of the whole school community to eradicate bullying by ensuring a caring and 
supportive ethos (a full copy is available on the Website). 
 
Trinity Prep will: 
 

1 Develop and implement an anti-bullying policy based on a consistent implemented whole 
school approach 

2 Raise awareness among the whole school community both through outside training for all 
children and through PSHE lessons about the school’s attitude towards bullying and create 
an environment in which bullying is seen as inappropriate and unacceptable 

3 Be proactive in the prevention of bullying and highlight the themes of National Anti-Bullying 
week each year 

4 Use the C.A.B. Club (Children against Bullying) to raise awareness of bullying via children 
and to provide training for C.A.B members on a regular basis 

5 Make children, parents, staff and governors aware of what steps to take when an incident 
of bullying has occurred 

6 Demonstrate to bullies that their behaviour is unacceptable and reassure victims that action 
will be taken to keep them safe. 

7   Raise awareness of staff through training, taking action to reduce the risk   
      of bullying at times and in places where it is most likely 

 
 
Annual work with the children will focus upon these areas: 
 
1. Work towards providing an environment where all feel secure and valued 
2. Teach the children what bullying is and what strategies to use against bullies 
3. Provide mentoring for the whole school through age-relevant workshops to help recognise and 

stop bullying 
4. Involve members of C.A.B. in combating bullying and prepare them for dealing with bullying 

through regular training 
5. Provide an area for victims to talk to members of the C.A.B 
6. Listen carefully and sensitively to any reports of bullying.  In cases where bullying continues 

the ‘Bully’ and ‘Victim’ will be spoken to by the relevant Key Stage Coordinator and issued with 
a yellow card and the Head/Deputy Head will be alerted   
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How do we support the Pupils 
 

1.   Alerting all staff to be vigilant and to monitor on a daily basis by an         
       adult        

            chosen  by the victim. 
2.  The use of Positive Play Books or in some cases Friendship Books or    

 Home-School Books 
3.  Providing somewhere to go and talk to either a CAB member or their      

 mentor. 
 
Role of the Parents 
 
Parents who are concerned that their child might be being bullied or who suspect that their child 
may be the perpetrator of bullying, should contact their child’s class teacher immediately. 
 
Parents have the responsibility to support the schools anti-bullying and behaviour policies and 
actively encourage their child to be a positive member of the school.  Therefore parents should: 
 

1 Listen carefully to their child and try and get the relevant facts without interrogation. 
2 Ask their child how they felt about the incident. 
3 Talk to their child about how to deal with the situation including acting more assertive, 

making friends with another child who may help, encouraging them to confide in an adult at 
school. 

  
 

 

CLUBS AND ACTIVITIES 

 
Clubs are run after school from 4pm to 4.50pm.  The provision reflects the school term, season 
and facilities available and includes a varying and varied selection of activities that should appeal 
to as many different interests as possible.  The School Council and Parents’ Forum reflect 
regularly on clubs provision and letters offering a range of clubs are distributed at the end of the 
term before to enable parents to make appropriate childcare arrangements. 
In addition a homework session is supervised by a member of staff each evening. 
For the latest range of clubs, please refer to the Website. 
 
Supervised Breakfast Club (from 7.45am) and Supper Club (until 6.00pm) are available at an extra 
charge.  Please contact Emma in the Prep Office to book your child in. 
 

PARENT GROUPS WITHIN THE SCHOOL 
 

The Parent Teachers’ Association: PTA 
President is the Headmaster    Mr Lawrence Coen 
Acting Chairperson      Mrs Natalie Coen 
Vice Chairperson      Mrs Becky Eykyn 
Treasurer       Mr Alistair Wilson 
Secretary       Mrs Angela Bingham 
           
All Parents are very welcome to attend the PTA Annual General Meeting, which is usually held in 
the month of March.  Parents can become committee members if nominated.  The PTA organises 
social events each term, which are listed in the Diary of Events.  These events are organised for 
the benefit of both children and parents of the Senior and Preparatory Departments. 
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Parent Voice  
 
President    Mr Simon Brookman  Chairman of Governors 
Chairman   Mr Lawrence Coen   Headmaster 
Prep Dept   Mr Mike Burdett   Head of Prep Dept. 
     
The role of the Parent Voice is to channel general parental concerns to parent representatives in 
the presence of the Chairman of Governors and/or the Headmaster at Parent Voice meetings.  
Individual concerns should at first be dealt with through subject or form tutors in writing and in the 
case of boarders the House staff.  If the concern or complaint is not dealt with satisfactorily the 
issues should then be raised with the Head or Deputy Head of the Preparatory Department, who 
will bring the matter to the Headmaster’s attention.  Parents should also familiarise themselves 
with the School’s Complaints Procedure. 
 

 

MEDICAL INFORMATION 

 
 
The care of our pupils is paramount. We endeavour to help our pupils remain healthy and to enjoy 
a full education. To achieve this it is important for parents, pupils and staff to work closely 
together. 
 
The Medical Centre is situated in the heart of the school and offers a confidential service to all 
pupils and staff. 

Nurses 

Mrs. Debbie Birt RN (full time) and Mrs. Vickie Dilke RN (part time) can be contacted at any time 
during the school day on 01626 771512 or email: nurse@trinityschool.co.uk 

Medical Centre Staffing hours 

Monday – Thursday 0815-1715 
Friday - 0815-1600 
 
Pupils who attends for treatment will be issued with a note to take home giving details of care 
given.  
                                                                   
Please note that emergency First Aid care is available in School at all times. 

Emergency procedures 

If a day pupil has an accident and needs to be sent to the hospital immediately by ambulance a 
member of staff will always accompany them. Parents/guardians will be informed and are 
requested to meet their child at the hospital. The Head of Preparatory Department will be informed 
and an accident report form will be completed. Minor injuries will be treated by the School Nurse or 
a member of staff who has a first aid qualification. 

Medical Records 

Parents/guardians are asked to complete a Medical form prior to their child’s arrival at Trinity. This 
gives information regarding their child’s past medical history, known allergies, treatments and 
immunisation status. It also gives consent for treatment of their child as needed, and consent for 
use of an anaesthetic in an emergency. An annual Medical update and consent form must 
also be completed for each pupil at the start of the autumn term. 
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Medicines in School 

All medicines are kept in the Medical Centre and are not routinely given to day pupils. If a day 
pupil requires medicine during the school day a ‘Medicines in School’ form must be completed 
(available from the school secretary and the Medical Centre) giving full details, instructions and 
consent for administration. Prescribed medicines must be brought to school in their original 
container and left with the school secretary in the school office.   
 
 

THE SCHOOL SHOP 

 
Contact details: Telephone    01626 879397  
 
Opening Hours during term time: 
 
      

 Wednesday   0830 to 1100  
  
 Friday   1500 to 1700  

 
 
The school shop is run by Proserve. 
 
Payment can be made by card or cash 
 
PLEASE NOTE: Items cannot be added to the School bill  
 
 

EQUIPMENT 

 
Pencil Case containing – Rulers (clear 30cm and 15cm), Eraser, Glue Stick, Lead Pencils, Pencil 
Sharpener, Coloured Pencils, Scissors, Blue Ink non-cartridge Handwriting Pen (as advised from 
Prep 4), Geometry Set (Prep 5/6), Dictionary, Calculator (non-scientific). 
 
Stationery items are all available at the School Shop at very competitive prices. 
 
Commonly needed sports items such as mouth guards, goggles and shin pads are also stocked. 
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KEY STAGE ONE BOYS’ UNIFORM      

 

 

 

 

 

 

 

 

Uniform 

 
 

All Trinity-specific uniform items can be obtained from the School Shop. The School Shop will be informed of your child’s 
house and will be able to advise on appropriate colours etc. All items of clothing must be marked with name tapes (available 
from the School Shop). Please order well in advance for the new term.  
Trinity purple jumper  

Mid-grey trousers (not charcoal or black) or Mid-grey shorts (shorts worn as summer uniform)  

Trinity black waterproof coat  

Trinity school tie  

Art overall  

Trinity purple or black fleece hat  

Trinity purple or black scarf  
 
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

Plain black shoes *  

 White long or short sleeved shirts  

 Grey socks  

 Black gloves  

 Sun hat  
 

Sports Uniform 

 Trinity grey jersey bottoms  

Trinity black shorts  

Trinity purple polo shirt x2  

Black swimming trunks  

Trinity White Swimming Hat

Trinity T-Bag T-Shirt 
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

Plain white trainers

Plain white sports ankle socks  

Large towel for swimming *  

Flip flops / crocs *  

Goggles

Armbands



Equipment 

  Trinity book bag  

 Trinity draw string PE bag  

 Trinity backpack  
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KEY STAGE ONE GIRLS’ UNIFORM      

 

 

 

 

 

 

 

Uniform 

 
 

All uniform items can be obtained from the School Shop. Those marked * can be purchased elsewhere but are  available at 
the School Shop. The School Shop will be informed of your child’s house and will be able to advise on appropriate colours 
etc. All items of clothing must be marked with name tapes (available from the School Shop). Please order well in advance for 
the new term.  
 Trinity purple pullover  

 Trinity purple tartan pinafore dress  

 Trinity purple and white dress (summer uniform)  

 Trinity black waterproof coat  

 Art overall  

 Trinity purple or black fleece hat  

 Trinity purple or black scarf  

 Hair accessories to match uniform (tartan/black /purple)  
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

 Plain black shoes (non patent) *  

 White open neck long or short sleeved blouse  

 Grey tights or grey knee-high socks (worn with winter uniform)  

 White knee-length socks (worn with summer uniform only)  

Black gloves  

 Sun Hat  

Sports Uniform 

 
Trinity purple sweatshirt (Reception-Prep 2)  

rinity grey jersey bottoms (Reception-Prep 2)  

Trinity black skirt  

Trinity purple polo shirt x2  

Black swimming costume  

Trinity white swim hat  

Trinity T-Bag T-Shirt  
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only 
be purchased at other retail stores.  

Plain white trainers *  

Plain white sports ankle socks  

 Flip Flops / Crocs *  

 Goggles  

 Armbands *  
 

Equipment 

 
Trinity book bag  

Trinity draw string PE bag  

 Trinity backpack  
 

 

 
 
 
 
 
 
 



27 

 

KEY STAGE TWO BOYS’ UNIFORM      

 

 

 

 

 

 

 

 

Uniform 

 
 

All Trinity-specific uniform items can be obtained from the School Shop. The School Shop will be informed of your child’s 
house and will be able to advise on appropriate colours etc. All items of clothing must be marked with name tapes 
(available from the School Shop). Please order well in advance for the new term.  
Trinity purple jumper  

Trinity grey blazer (Year 5 – Year 8 only) 

Mid-grey trousers (not charcoal or black) or Mid-grey shorts (shorts worn as summer uniform or in Year 6)  

Trinity black waterproof coat  

Trinity grey/purple/black tie 

Art overall  

Trinity purple or black fleece hat 

Trinity purple or black fleece scarf 
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

Plain black shoes *  

 White long or short sleeved shirts  

 Grey socks  

 Black gloves  

Sun Hat 

Sports Uniform 

 Trinity black training top and bottoms  

Trinity black shorts  

Trinity purple polo shirt x2  

Trinity rugby shirt - house colours 

rinity blac¼ zip sweatshirt 

Black and white hooped socks 

Black swimming trunks  

Trinity White Swimming Hat

Trinity T-Bag T-Shirt 
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

Plain white trainers

Football/rugby boots with studs*

Plain white sports ankle socks  

 Gumshield 

 Shin pads 

Large towel for swimming *  

Flip flops / crocs *  

Goggles

Equipment 

 
Trinity book bag  

Trinity draw string PE bag  

 Trinity backpack  
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KEY STAGE TWO GIRLS’ UNIFORM      

 

 

 

 

 

 

 

Uniform 

 
 

All Trinity-specific uniform items can be obtained from the School Shop. The School Shop will be informed of your child’s 
house and will be able to advise on appropriate colours etc. All items of clothing must be marked with name tapes 
(available from the School Shop). Please order well in advance for the new term.  
Trinity purple jumper  

Trinity grey blazer (Year 5 – Year 8 only) 

Trinity purple tartan pinafore dress OR FOR Year 5 -6 only pupils can wear the Trinity tartan skirt 

 Trinity purple and white dress (summer uniform) 

Trinity black waterproof coat 

Art overall  

Trinity purple or black fleece hat 

Trinity purple or black fleece scarf 

Hair accessories to match uniform (tartan/black/purple) 
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

Plain black shoes (non-patent)*  

 White open neck long or short sleeved blouse  

Grey tights or grey knee-high socks (worn with winter uniform) 

White knee-lengh socks (worn with summer uniform only) 

 Black gloves  

Sun Hat 

Sports Uniform 

 Trinity black training top and bottoms  

Trinity black skirt 

Trinity purple polo shirt x2  

rinity blac¼ zip sweatshirt 

Black and white hooped socks 

Black swimming costume  

Trinity White Swimming Hat

Trinity T-Bag T-Shirt 
The following items can be purchased in the school shop or at other retail stores. The items marked with * can only be 
purchased at other retail stores.  

Plain white trainers * 

Plain white sports ankle socks  

 Gumshield 

 Shin pads 

Large towel for swimming *  

Flip flops / crocs *  

Goggles

Equipment 

 
Trinity book bag  

Trinity draw string PE bag  

 Trinity backpack  
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  Management teams return Wednesday 29th August 9.00am – 4.00pm 

  Staff meetings/training  Monday 3rd September – Wednesday 5th September  

  Welcome for new pupils and families Wednesday 5th September 2:00pm – 4:30pm 

  Boarders return Wednesday 5th September 10:00am – 5:00pm 

 First day of term Thursday 6th September 

  Exeat (compulsory for Y8 and below) Friday 28th September 4:00pm – Sunday 30th September 4:00pm 

 Half term  Friday 19th October 3:40pm 

  Boarders return Sunday 28th October 4:00pm – 6:00pm 

  School re-commences Monday 29th October   

  Exeat (non-compulsory) Friday 23rd November 4:00pm – Sunday 25th November 4:00pm 

 Term finishes Tuesday 18th December 12.00pm 

 

SPRING TERM 2019 
 

  Management teams return Friday 4th January 9:00am – 4:00pm 

  Boarders return Sunday 6th January 4:00pm – 6:00pm 

 First day of term Monday 7th January  

  Exeat (compulsory for Y8 and below) Friday 18th January 4:00pm – Sunday 20th January 4:00pm 

 Half term Friday 15h February 3:40pm 

  Boarders return Sunday 24th February 4:00pm – 6:00pm 

  School re-commences Monday 25th February  

  Exeat (non-compulsory) Friday 8th March 4:00pm – Sunday 10th March 4:00pm 

 Term finishes Friday 5th April 12:00pm 
 

SUMMER TERM 2019 
 

  Staff Meetings/Training Tuesday 23rd April 9:00am – 5:00pm 

  Boarders return Tuesday 23rd April 4:00pm – 6:00pm 

 First day of term Wednesday 24th April  

  Exeat (non-compulsory) Friday 3rd May 4:00pm – Monday 6th May  4:00pm 

 Half term Friday 24th May 3:40pm 

  Boarders return Sunday 2nd June 4:00pm – 6:00pm 

  School re-commences Monday 3rd June  

 Term finishes Wednesday 3rd July after Speech Day 

 

 

TERM DATES 2018/19  

AUTUMN TERM 2018  
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