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27 August 2015 

 

Dear Parents 

I look forward to welcoming the children back on Thursday 3 September.  With this in mind, I thought it 
timely to remind you of some important events and arrangements for the coming term.   The full calendar 
is available on the website, and we will also provide you with a hard copy on the first day of school.  I 
would be grateful if you would take the opportunity to download the recently-updated Parents’ 
Handbook of Information (‘parent’ tab), the Curriculum Guides, Timetables and Homework Schedule 
(‘curriculum’ tab) from the website.  As a reminder, the username is: stceddsparent and the password is: 
excellent2013. 

 
Uniform/Photographs 
Children may return to school either in winter or summer uniform.  Winter uniform will be compulsory 
after half-term.  Please note that the individual and sibling photographs for Reception-Year 6 pupils will 
be taken on Thursday 10 September and all children must wear winter uniform for these photographs.   
Photographs of all Nursery children will be taken on Thursday 8 October; siblings of pupils of Nursery 
children will have their family photograph taken on this day and must be in winter uniform.   

 
Pre-Season Training 
Pre-season rugby and netball training is on Wednesday 2 September (Year 5 and 6: 13:30-14:30).  The 
boys will meet at Oaklands Park; the girls at St Cedd’s School. Gum shields are not essential for the 
training session.   This training session is not compulsory but is an ideal opportunity for all pupils in Years 
5 and 6 to maximise their potential involvement in sporting teams. 
 
Some Dates for your Diary 
Saturday 5 September   11+ practice at St Cedd’s School for Year 6 (09:00 for 09:15) 
Monday 7 September   Reception ‘Meet the Form Teachers’ (15:15) 

Year 3 ‘Meet the Form Teachers’ (15:45) 
Tuesday 8 September   Year 1 ‘Meet the Form Teachers’ (15:15) 
     Year 4 ‘Meet the Form Teachers’ (15:45) 
Wednesday 9 September  Year 2 ‘Meet the Form Teachers’ (15:15) 

Year 5 ‘Meet the Form Teachers’ (15:45) 
Thursday 10 September   Year 6 ‘Meet the Form Teachers’ (15:45) 
Saturday 12 September   CCHS 11+ examination 
Saturday 19 September   CSSE 11+ examination 
Wednesday 23 September  EYFS Information Evening (19:00) 
Saturday 26 September   Old St Ceddians Event 
Thursday 1 October  HOLDFAST meeting for parents of Year 6 (16:00) 
Monday 5 October   Senior Schools’ Fayre for parents of Years 4 and 5 
 
The ‘Meet the Form Teachers’ meetings will take place in your child’s form room. An updated map of the 
school premises and rooms can be downloaded from the website. Forms and rooms for the academic 
year 2015-16 are: 
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Nursery  Mrs Pothen       Nursery 
RH  Mrs Irven (Monday and Friday)  8 

Mrs Ho You (Tuesday - Thursday)   
RM  Miss Magnus     7 
1J  Mrs Jackson    9 
1P   Mrs Facchini (Monday)    19 

Mrs Pask (Tuesday - Friday)   
2S  Mrs Hammond     6 
2H  Mrs Hansford     5 
3M  Mrs Masters     43 
3C  Mrs Clarke (Thursday - Friday)  44 
  Mrs Royal-Clark (Monday - Wednesday) 
4K  Mrs Khechimi    53 
4L   Mrs Lucid    54 
5C   Mrs Craig    57 
5B   Mrs Braniff    56 
6H  Mrs Hodivala     66 
6P  Mrs Picking    65 
       
Swimming 
Swimming lessons commence with Year 4 on Monday 7 September at Riverside Ice and Leisure Centre, 
Victoria Road, Chelmsford, CM1 1FG. The other year groups will commence thereafter as follows: Year 6 
on Tuesdays, Year 3 on Wednesdays, Year 5 on Thursdays, Year 2 on Fridays. 
 
Children should be brought to Riverside between 07:45 (no earlier) and 07:55, and left in the charge of 
the staff members waiting outside.  Under no circumstances should children be left if there is no 
member of staff in attendance.  After swimming, children are transported under supervision by private 
bus back to school and met by a year group teacher. If unable to attend the swimming lesson (due to 
illness or for a reason agreed by the school), your child should arrive at school at 08:25 and wait in the 
Front Office. 
 
Activities Programme 
The Clubs and Activities Programme will start week beginning 14 September. Please be aware that the 
extra-curricular Music clubs, lessons and practices commence on Monday 7 September.  If you have any 
queries, please contact Mr King, the Activities Co-ordinator.  If a child has a scheduled music lesson or 
practice before 08:00, the pupil should register at the Front Office and a member of the Music staff will 
confirm that the child may make their way to the Music School. 
 
Breakfast Club 07:30 – 08:00 
Breakfast is available from 07:30 – 08:00. Pupils and parents arriving for breakfast should proceed 
through the Front Office where a register will be taken before proceeding to the dining hall. The Catering 
Manager will also record attendance in the interest of the well-being of the pupils on school premises 
prior to the school gates opening at 08:00. The cost is £3.75. No need to book; just arrive and the cost will 
be added to the school bill.  
 
Nursery 
08:00 – 12:00 stand-alone morning 
08:00 – 16:00 whole day  
13:15 – 15:15 stand-alone afternoon 
Nursery Story Time starts at 15:15 
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Reception to Year 2                                           
08:30 – 15:15                                       
 
Lower School parents are asked to collect children at 15:15.  Only those with older siblings or who share a 
run with Upper School children will be supervised in Story Time in Room 7 (RM) until 15:45.  A register is 
taken and those children in Story Time who do not have older siblings or share a run with an Upper 
School child will be charged the TLC ad hoc fee. 
 
Years 3 to 6 
08:30 – 15:45          
 
Children should arrive by 08:25 for registration with Form Teachers. The Back Gate and School Gate are 
unlocked at 08:00 and locked at 08:25. Parents escorting their children to school after 08:25 (Nursery to 
Year 6) will be encouraged to leave their son/daughter in the Front Office. A Lower School pupil will be 
escorted by a member of staff to their class/Form Teacher.  
 
On arrival from 08:00 onwards, pupils in Years 1 to 6 are kindly requested to hand over their child(ren) to 
the member of staff at the School Gate.  Year 1 pupils will be shepherded by Year 6 pupils during the first 
seven school days of the Autumn Term to the red brick road, where members of staff supervise all the 
children until 08:25. Pupils will then be escorted to their classrooms by a member of staff.

Pupils in Reception should be escorted through the School Gate then the Reception Door to the 
Reception classroom for the first two weeks of the autumn term.  A member of staff will be ready to 
receive the pupils from 08:00 onwards. 
 
Pupils in Nursery should be escorted to the Nursery and enter via the Dance/Drama Studio door. 
 
Year Group   Entry Door/Gate 
Nursery   School Gate and to Nursery 
Reception  School Gate and to Reception Door 
Years 1-6  School Gate 
Cyclists   Front or Back Gate  

Parents of cyclists should escort the pupil to the safety of the school grounds 
and/or classroom unless the pupil is in Year 6 and has written permission to 
travel to and from school alone.   

 
Pupils arriving late or leaving the premises for appointments during the day must report to the Front 
Office where they will be registered in/out of school.   
 
We understand that parents may need to speak with a member of staff on arrival at school. If it is urgent, 
please go to the Front Office where there will be staff on hand to help. For non-urgent queries, an 
appointment to see a member of staff can be made through the Front Office, and the end of the day is 
the best time to catch staff.  You may also wish to use the Homework Diary (Years 2-6) for written 
messages. 
 
Turning Circle 
The turning circle at The British Legion is an option for parents dropping off from 08:00. Staff help the 
pupil(s) out of the car and will be supervised with a walking bus to the School Gate. In the interests of 
safety of our pupils, parents and the public, please ensure that your son/daughter is ready to disembark 
from the car with all belongings. There is no parking at the British Legion (cars parked in the British Legion 
car park are paid bays, managed and owned by the British Legion).  
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Parking 
I would like to remind parents to park responsibly and legally.  With regard to the parking restrictions, I 
can confirm that a Governor will be attending the public meeting with The South Essex Parking 
Partnership and we will keep you informed of decisions made. 
    
Collection  
An aspect to our Safeguarding Policy is that all parents/carers of Lower School pupils must provide us 
with a password for collection purposes.  Please inform the school (Front Office and/or Form Teacher) if 
arrangements for collection of your child change. The password will only be used if the adult collecting a 
child is not recognised by staff as the parent/guardian.  If you are new to the school or have not already 
submitted a password, please inform the Head of Pastoral (Mrs Braniff).  Passwords submitted last year 
will remain unchanged unless we are advised to the contrary. 
  
Nursery   12 noon collection from the School Gate 

15:15 collection from Nursery door in the ‘Active Zone’ 
Reception  Reception Door 
Year 1   1J from the Year 1 Door (opposite 1P)  

1P from 1P classroom side entrance 
Year 2 Year 2 Door – the exterior door to the left of the Head’s Office at the front 

entrance of school on New London Road 
Year 3 – Year 6  Red Brick Road 
 
Oaklands Park and Chelmer Park Years 4, 5 and 6 
Throughout the year, children from Years 4, 5 and 6 may go to Oaklands Park or Chelmer Park for their 
games afternoons; Year 5 on Wednesdays, Year 4 on Thursdays and Year 6 on Fridays. 
 
Pupils may be collected directly from the venue by 15:30 if it is more convenient for parents.  Please note 
that children not collected by 15:30 will be returned to school at 15:45. 
 
TLC After-School Care Club 
TLC, our after-school care service (Nursery to Year 6), resumes on the first day of the term (3 September).  
Registration forms can be obtained from the website, Front Office or the TLC Manager.  It is a service that 
runs on a daily basis from 15:15 until 18:00.  At 18:00, the school closes and the staff leave the premises.   
 
Pupils in clubs and activities will be handed over to parents at the Front Office (entrance) or the School 
Gate. Most clubs for Lower School finish at 16:00 and for Upper School at 16:45, but please check timings 
with the Activities Programme which is on the website. It is essential that parents inform the Front Office 
if another adult is collecting. The family password will be requested for all pupils in Lower School and 
Nursery pupils if the member of staff does not recognise the parent or guardian collecting a child.  
 
School Outings 
Trips and visits of an educational nature are organised throughout the year, usually by year groups.  The 
cost of an outing is divided equally by the number of children participating and passed on to parents.  The 
school is sensitive to the overall cost to a particular year group and monitors the annual programme of 
outings accordingly.  A letter is sent out giving details of a trip or visit and parents are asked to sign the 
necessary consent slip.  Recommended adult/child ratios for supervision are closely adhered to; on some 
occasions parents are invited to accompany the group.  Parent volunteers are selected according to need, 
and their availability, with a fair distribution of attendance over the academic year. From 2015-2016 
parents volunteering to accompany a group may not be with their own child. This is to support all the 
children’s well-being in the volunteer’s supervisory role.  
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Policies 
School policies are updated regularly and are available to download from the school website 
(www.stcedds.org). 
 
Holidays and Absence 
Parents are asked to notify the Front Office at the earliest opportunity in the case of absence due to 
illness, medical or dental treatment. Pupil absences can be e-mailed to absence@stcedds.org.uk. In the 
case of absences which have not been authorised or notified to the school, parents will be contacted by 
telephone by 10:00 on the day in question.  Regulations regarding an unexplained absence has been 
significantly tightened by the Government as detailed in the New Keeping Children Safe Guidance 
effective July 2015 – please see the KSCIE July 2015 document on the school website.  The safeguarding 
policy details the protocols to be followed by the school if the school is not informed of the reason for a 
child’s absence. 
 
Should it be necessary to apply for leave of absence for any other reason the relevant form can be 
obtained from the Front Office, completed and then returned to the office for attention of the Head. The 
school discourages the taking of extra holiday leave during term time because of the inevitable disruption 
caused to a child's education. 
 
Snacks 
Children may bring a small, healthy snack, such as a piece of fruit or a simple sandwich at break.  Nuts are 
not allowed in school. St Cedd’s School is a nut-free school. Friday will be known as ‘Free Friday’ when 
rules are relaxed slightly, and crisps and plain biscuits may be brought into school. We request that 
chocolate, cake and sweets are not brought into school in any circumstances; this includes any 
celebrations. 
 
Water and/or milk are provided for all children at break-time by the school, and drinking water is 
available all day from dispensers.  Children from Year 1 may bring in a bottle of still water, too. 
 
Equipment 
Equipment requirements for all year groups are listed in the Curriculum Guides, PE clothing lists and 
School Uniform lists, all available from the school website.  
 
Parents’ Support for the Ethos of the School 
We aim to maintain high standards of behaviour on and off site including at fixtures and school trips, and 
whilst waiting for older siblings on the school site.  We expect your support with the school Code of 
Conduct and Golden Rules which the children take great pride in achieving during the normal school day. 

It is intended that photographs will be included to illustrate school projects and activities.  Children may 
sometimes appear in publicity material (photographs will not appear with names).  Photographic 
evidence of pupils’ learning is often displayed in school and in children’s books. In this respect, we are 
following guidelines laid down by the Independent Association of Preparatory Schools (IAPS), to which we 
are affiliated and we attach the annual Photograph Permissions Form which seeks your permission to 
take photographs of your child(ren).   Please note that in the event of this form not being signed and 
returned, the school will assume that permission has not been granted for your child to be included in 
photographs.  The deadline for return to the Front Office is Friday, 11 September. 

Images taken by parents at school events 
If any parent intends to use images of St Cedd’s School pupils on a social networking platform, they must 
receive permission from the parents of other children included in the image. This requirement will be 

http://www.stcedds.org/
mailto:absence@stcedds.org.uk
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made known to parents at school events. At some events it will be deemed inappropriate for flash 
photography or recording to be taken during the proceedings. 
 

Communication with Staff 
The Form Teacher is the first point of contact for all matters academic and pastoral. It is the Form Teacher 
who has the complete profile of your son/daughter. 
 
Mrs O’Reilly is the Head’s PA and all appointments to see the Head, Dr Edmonds, should be made 
through Mrs O’Reilly.  
 
Mr Clarke, as the Deputy Head, supports the Head with the day-to-day running of the school. 
 
Mrs Braniff, as the Head of Pastoral, is responsible for the pastoral care of all pupils. 
 
Mrs Hodivala, as the Head of Academic, will respond to any queries relating to academic matters 
including reports, grades and setting.  
 
Mrs Pothen, as the Head of Nursery, is responsible for the welfare and learning of the children in Nursery. 
 
Mr Clarke is the Designated Person for Safeguarding for the pupils in Year 1 to Year 6. Mrs Braniff is the 
Designated Person for Safeguarding for the EYFS pupils (the Safeguarding Policy is available to download 
from the school website and from the Front Office as a hard copy). Dr Edmonds must be informed of any 
safeguarding concerns of any adult.  
 
Parents’ Association 
There is an active Parents’ Association at St Cedd's School and all parents are eligible to join and to take 
part in the various functions it organises.  Its objectives are to uphold the traditions of the school, to 
encourage interest amongst parents in school activities, and to assist in raising funds for such projects as 
may be considered of benefit to the school. The work of the Parents’ Association is of considerable value 
to the school and the children as a whole, and I strongly encourage all parents to join and, if you would 
like to get in touch with the Committee, please either use their email ‘stceddspa@gmx.co.uk’ or post via 
the blue post box near the school gate. Both are checked weekly. The names of the committee members 
are detailed in the calendar and on the website.   
 
Parent Representatives 
The Parent Representatives attend a meeting with me each term and assist the school by promoting 
parents’ viewpoints on matters both great and small. The Committee is formed with a Parent 
Representative from each class (or two per year group) in the school. Current representatives move up 
with their child to a new class during their two-year tenure.  The representatives for the academic year 
2015-2016 are:   
 
Nursery  Mrs Henderson 
  Mrs Allen 
       
Reception Mrs Mackenzie 
  Vacancy 
   
Year 1   Vacancy 
  Vacancy  
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Year 2 Mrs Wilkin 
Mrs Caplan   
   

Year 3 Vacancy 
Vacancy   

     
Year 4  Dr Randive 
  Mrs Elliston   
     
Year 5  Mr Lomas 
  Mr Gibson    

   
Year 6  Mrs Spicer 
  Vacancy 
 
If a parent from the relevant forms would be interested in filling the vacancies we have remaining, I 
would be delighted to hear from you.  The first meeting of the Committee will be on Tuesday, 10 
November. 
   
Old St Ceddians 
The school very much welcomes contact with former pupils, many of whom revisit the school on special 
occasions.  Please contact Mr Clarke, who will be delighted to add you to our Old St Ceddians’ network. 
The inaugural event will be held at the school on 26 September 2015 and is open to all members of the 
school community who were at the school prior to 2008. This will be an opportunity to meet up with old 
friends and share memories, as well as celebrating the continued high standards achieved at St Cedd’s 
School. Please do let Mr Clarke know if you and/or any other Old St Ceddians are planning to attend. 

I hope that the children have had a wonderful time at home, a chance to re-charge their batteries and are 
ready for an exciting and productive year.  The children may notice that the grounds adjacent to the astro 
is being prepared for the introduction of ‘Forest School’, an initiative being led by Miss Magnus and the 
Reception classes. 

 
With best wishes 
 
 
 
 
Dr P Edmonds 
Head 
 
 
 

Contact Details 
Telephone:     01245 392810 
Information Line:   01245 392819 
Fax:      01245 392815 
Address:     178a New London Road  

Chelmsford  
Essex  
CM2 0AR 

 


