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AIMS AND ETHOS

Welcom e to  Manor House  School, Bookham  and  I am  de ligh ted  to  in troduce  you  to  our 

school com m unity; a  p lace  where  ch ild ren  a re  known, nurtu red  and  insp ired  eve ry day. 

At Manor House , we  a re  proud  of our warm  and  inclusive  environm ent, where  each  

ch ild  is encouraged  to  grow in  confidence , curiosity and  characte r. 

At the  heart of Manor House  School a re  a  se t of shared  va lues tha t gu ide  eve ryth ing we  

do. These  seven  core  va lues shape  our cu ltu re , underp in  our teach ing and  lea rn ing and  

he lp  our pupils deve lop  in to  thoughtfu l, capable  and  com passiona te  ind ividua ls. These  

va lues a re :

A love  of lea rn ing

Academ ic exce llence

Unforge ttab le  experiences

Individua l cha llenge

Happy and  hea lthy

Crea tive  and  collabora tive

Future  leade rs

Through  these  va lues, we  a im  to  prepare  our pupils not on ly for academ ic success, bu t 

for life  beyond  the  classroom . 

Our Prep  School p rovides a  rich  and  ba lanced  educa tion , com bin ing h igh  academ ic 

standards with  a  b road  range  of opportun itie s in  sport, pe rform ing a rts, ou tdoor 

lea rn ing and  crea tive  endeavour. We  be lieve  tha t ch ild ren  lea rn  best when  they fee l 

happy, supported  and  va lued  and  our ded ica ted  sta ff work close ly with  pupils and  

fam ilie s to  ensure  tha t eve ry ch ild  flourishes. We  p lace  grea t im portance  on  deve lop ing 

the  whole  ch ild . Alongside  academ ic success, we  nurtu re  re silience , kindness and  

independence , p reparing our pupils not on ly for the  next stage  of the ir educa tion  bu t 

for the ir fu ture  lives. 

Th is handbook has been  designed  to  give  you  a  clear insigh t in to  the  da ily life  of the  

school, includ ing our rou tines, expecta tions and  the  m any opportun itie s ava ilab le  to  

your ch ild . We  hope  it will answer your questions and  he lp  you  to  fee l part of our 

vibran t com m unity. 

We  look forward  to  working in  partne rsh ip  with  you  and  to  we lcom ing your ch ild  to  

Manor House  School. 

With  warm est regards,

He len  Redward

Head  of Prep
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STARTING SCHOOL

When your ch ild  begins the ir Manor House  School journey, they will b ring the ir own 

un ique  com bina tion  of skills, experience  and  va lues. We  recognise  tha t the  first and  

m ost im portan t teache rs in  the ir lives a re  you  as paren ts. Our role  is to  bu ild  upon  

these  early experiences and  to  e stab lish  a  strong founda tion  to  last your ch ild ’s en tire  

educa tion . 

Be fore  s tart ing schoo l

If your ch ild  sta rts in  Septem ber a t the  beginn ing of the  academ ic year, they m ay 

participa te  in  som e  kind  of transition-based  activity in  the  Sum m er Term . This transition

will be  supported  furthe r a t the  sta rt of the  Autum n Term .

If your ch ild  sta rts m id-te rm  or a t the  sta rt of a  subsequent te rm , they will be  we lcom ed 

in to  the ir new class and  appoin ted  a  buddy, as we ll as an  olde r pupil who will be  the ir 

supportive  friend .

In  both  cases, paren ts will be  pu t in  touch  with  the  class represen ta tive /s for the ir ch ild ’s
form . 

We bsite

Our website  a t www.m anorhouseschool.org is upda ted  regu la rly with  news and  genera l

school in form ation  and  you  m ay find  the  paren t in form ation  section  a t 

h ttps:/ /www.m anorhouseschool.org/paren t-in fo/ handy for te rm  da tes, our weekly 

lunch  m enu , extra -curricu la r and  co-curricu la r p rogram m es, un iform , m in ibus rou tes, 

paren t associa tions and  m uch  m ore . We  a lso publish  a  weekly newsle tte r con ta in ing a ll 

le tte rs and  notices for tha t week a longside  genera l news. 

Schoo l House s

Afte r accep ting a  school p lace , your ch ild  will be  a lloca ted  to  one  of th ree  houses: 

Discovery, Endeavour or Victory. They will be  given  a  p in  badge  denoting the  colour and  

nam e  of the ir house  when  they join , which  should  be  worn  on  the ir b laze r. 

Pare nt Inform ation

As we ll as the  paren t in form ation  section  on  our website  a t 

h ttps:/ /www.m anorhouseschool.org/paren t-in fo/ fam ilie s will have  access to  a  range  of 

in form ation , includ ing:

 Our ‘Welcom e to  the  Academ ic Year ’ In form ation  Event – th is is usua lly he ld  in  

Septem ber.

 A regula r ‘Manor House  School Newsle tte r ’ via  em ail.

http://www.manorhouseschool.org
https://www.manorhouseschool.org/parent-info/
https://www.manorhouseschool.org/parent-info/
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 A Planner – th is ou tlines the  e ssen tia ls for the  year group  your ch ild  is en te ring and  

is given  to  pupils from  Key Stage  2 a t the  sta rt of the  year and  a llows the  facility for 

notes to  be  passed  be tween  paren ts and  sta ff. Th is is supplem ented  by a  read ing 

record . 

 In  Reception  and  Key Stage  1 pupils will rece ive  a  read ing folde r and  a  hom ework 

book. In form ation  about your ch ild ’s read ing and  hom ework will be  found  in  th is 

book a long with  the  occasiona l note  from  the ir teache r. 

 Term ly paren t d rop-in  sessions.

 Paren ts ’ Evenings twice  yearly to  d iscuss your ch ild ’s p rogress.

 Written  reports twice  yearly.

 Paren t workshops and  in form ation  even ings on  a  range  of them es.

 An ‘Open Door ’ Policy where  you  can  com e  and  cha t to  your ch ild ’s teache r about 

any conce rns or que rie s.

 Regular com m unica tions from  school regard ing even ts and  activitie s.

 Coffee  Morn ings and  socia l even ts organ ised  by the  Friends of Manor House  School.

SETTLING INTO THE PREP SCHOOL

We recognise  tha t som e  ch ild ren  m ay be  a  little  conce rned  about m oving up  th rough  

the  school or changing school and  we  do our best to  m in im ise  ch ilds ’ conce rns. Your 

ch ild  will be  assigned  a  ‘buddy’ in  the ir class who will be  ab le  to  we lcom e  them  and  be  a  

support in  the  in itia l days a t Manor House  School. As we ll as som e  Year 6 pupils be ing 

Supportive  Friends. All Supportive  Friends wear a  badge  to  m ake  them  easily 

iden tifiab le .

At lunch  tim e , the  teachers in  Lower Prep  sit with  the ir class encouraging socia l 

in te raction  and  m ode lling tab le  m anners. 

Paren ts of Prep  ch ild ren  should  use  the  m ain  Car Park, parking in  the  designa ted  spaces

to  drop-off and  collect each  day. Paren ts in  the  Lower Prep  a re  expected  to  wait with  

the ir ch ild ren  un til the  teacher we lcom es them  in , as we ll as m ee t them  outside  the  

classroom  a t the  end  of the  day. 

Pupils in  Reception  class m ay go to  the  Nurse ry if they a rrive  be fore  the  school day 

begins. Pupils in  Year 1 and  2 can  go to  Early Birds. 

Girls in  Year 3 and  above  a re  dropped  off e ithe r a t the  drop-off poin t or a t Early Birds 

and  collected  from  the  p ick-up  poin t a long with  the  re st of the  school, accom panied  by 

a  teache r. 

SCHOOL STRUCTURE
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Pre paratory Schoo l Nurse ry

Kindergarten

Reception

Age  2-3

Age  3-4

Age  4-5

Early Years Foundation  

Stage  (EYFS)

Year 1

Year 2

Age  5-6

Age  6-7

Key Stage  1 (Lower 

Prep)

Year 3

Year 4

Year 5

Year 6

Age  7-8

Age  8-9

Age  9-10

Age  10-11

Key Stage  2

STAFF LIST

An up  to  da te  sta ff list can  be  found  on  our website  a t  

https:/ / w w w .m anorhouse schoo l.org/ about/ our-staff-gove rnors / .

Additiona lly, your ch ild  m ay be  taught by one  or m ore  of the  following subject specia list 

teache rs:

Director of PE Mrs Hannah  Tauber

PE & Forest School Miss Alice  Sparks and  Mrs Isabe lle  Chan

Head  of Music Ms Jessica  Taylor

Dram a/Dance Mr Adrian  Edm eades

CONTACTING STAFF

Your first poin t of con tact should  be  your ch ild ’s class teache r via  the  Hom ework Diary 

or Reading Record , by le tte r or by e -m ail. All sta ff can  be  con tacted  by e -m ail using the ir 

first in itia l and  surnam e , e .g. asurnam e @m anorhouseschool.org when  necessary.

COMMUNICATION

https://www.manorhouseschool.org/about/our-staff-governors/
mailto:asurname@manorhouseschool.org
mailto:asurname@manorhouseschool.org
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Schoo l Cale ndar

Our school ca lendar is ava ilab le  to  download  via  SOCS d irectly from  our website  a t 

h ttps:/ /www.m anorhouseschool.org/paren t-in fo/te rm -da tes-and-ca lendar/  and  will 

keep  you  in form ed of the  m any exciting activitie s taking p lace  with in  the  Prep  School. 

Any additiona l da te s or activitie s will be  com m unica ted  via  the  weekly newsle tte r which  

is e -m ailed  to  you .

SOCS

You can  check the  School ca lendar, Sport fixtu res and  book Extra -Curricu la r clubs via  

SOCS which  can  be  accessed  from  the  School Porta ls d rop  down on  our website .

Social Me dia

Please  connect with  us on  socia l and  news feeds via  our website  a t 

www.m anorhouseschool.org as pe r be low:

Re porting to  Pare nts

You will rece ive  two written  reports pe r year and  Paren ts ’ Evenings take  p lace  in  the  

Autum n and  Spring Term s. There  is a  paren t d rop-in ’ eve ry Term , where  you  can  see  

what your ch ild  has been  lea rn ing in  the  preced ing weeks.

Urge nt Com m unications  – By Te xt  Me ssage

For u rgen t com m unica tions or last-m inute  changes, the  School will send  a  text 

m essage . Please  ensure  your m obile  te lephone  num ber is up  to  da te  with  the  office .

ISAMS – Pare nt  Portal

https://www.manorhouseschool.org/parent-info/term-dates-and-calendar/
http://www.manorhouseschool.org
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ISAMS is our Paren t In form ation  System  where  you  can  access your ch ild ’s a ttendance  

records, tim e tab le , reports, rewards and  a ll the  school le tte rs sen t to  you . There  is a  link

on  the  school website  hom e  page  and  you  will be  given  a  use rnam e  and  password  

when  your ch ild  jo ins the  school, which  is sen t to  you  via  The  IT Departm ent.

Pare nts  On-Site  During Schoo l Hours

Once  on  the  school grounds, p lease  drive  slowly and  park conside ra te ly, the  speed  lim it 

on  site  is 5 m ph. Please  avoid  parking in  the  Headteacher ’s Visitor spaces un less you  

have  an  appoin tm ent with  Ms Fantham .

Manor House  School is com m itted  to  the  sa feguard ing and  prom otion  of we lfa re  of 

ch ild ren . Visitors, includ ing paren ts, should  a lways report to  the  Office  on  a rriva l. Please

com e  stra igh t to  Reception  in  the  Main  House  and  speak to  the  Reception ist, who will 

take  any item s which  need  dropping off to  your ch ild , or who will sign  you  in  and  

au thorise  a  m em ber of sta ff to  accom pany you  to  anothe r bu ild ing.

At no  po int  during the  schoo l day should any pare nts  w ande r around the  prope rty

or go  to  drop anything o ff to  the ir child. 

Late  arrival at  Schoo l

If your ch ild  a rrives a fte r registra tion , they will need  to  sign  he rse lf/h im se lf in  as la te  a t 

the  recep tion . This is done  using the  Inventory system  in  recep tion . 

Abse nce  from  Schoo l

If your ch ild  is absen t from  school, p lease  in form  the  office  as soon  as possib le  by 

te lephoning 01372 458538 (Option  2) or em ailing absence@m anorhouseschool.org 

along with your child’s Form Tutor. Should  your ch ild  becom e  ill during the  day, they 

will be  cared  for by our school nurse  or first a ide r and  you  will be  con tacted . Paren ts 

should  con tact the  School each  day of the ir ch ild ’s absence  provid ing a  reason .

Re que st ing Abse nce

Please  avoid  taking your ch ild  away from  school or on  holiday during te rm  tim e  as th is 

causes conside rab le  d isrup tion  to  he r educa tion . We  a im  for pupils ’ a ttendance  to  be  

above  95%. Anyth ing be low has a  nega tive  im pact on  lea rn ing.

Leave  of absence  m ust be  recorded  as ‘au thorised ’ or ‘unauthorised ’.  Leave  is 

au thorised  a t the  d iscre tion  of the  Headteacher. Paren ts should  write  to  or e -m ail the  

Headteacher a t h ttps:/ /www.m anorhouseschool.org/con tact/ leave -of-absence -request/  

to  request th is, as fa r in  advance  as possib le .  Som e  reasons for request of absence  a re  

au thorised , such  as m edica l appoin tm ents, in te rviews and  exte rna l exam ina tions. For 

us to  au thorise  them , we  will requ ire  p roof of the  appoin tm ent. Specific fam ily reasons 

mailto:absence@manorhouseschool.org
https://www.manorhouseschool.org/contact/leave-of-absence-request/
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will be  conside red , as we  wish  to  support any exceptiona l circum stances beyond  the  

fam ily’s con trol. 

Me dication

Paren ts should  ind ica te  which  m edicines tha t they do and  do not wish  the ir ch ild  to  take

via  the  Medicine  Consen t Form  com ple ted  on  adm ission . Medica tion  prescribed  by a  

doctor will on ly be  given  with  the  written  au thority of the  paren t. Paren ts m ust 

com ple te  and  sign  the  re levan t form  ‘Medica tion  to  be  Adm iniste red  in  School’ which  

can  be  ob ta ined  from  the  Office .

Illne ss  During the  Schoo l Day

If a  Prep  pupil fee ls unwell during the  school day, then  they should  report to  the ir 

sub ject teache r or Form  Teacher first. The  teacher m ust assess the  u rgency and  

whe the r to  send  the  ch ild  to  the  school office . Pupils will be  encouraged  to  see  the  first 

a ide r a t b reak tim es where  appropria te .

The  first a ide r will assess the  pupil’s condition  and  give  appropria te  trea tm ent. The  first 

a ide r m ay need  to  con tact the  paren t to  d iscuss ce rta in  trea tm ents or m edica tions. 

Where  possib le  the  pupil will be  encouraged  to  re tu rn  to  le ssons following a  short 

pe riod  of re st in  the  m edica l room , if necessary.

Pupils a re  not pe rm itted  to  phone / text/  em ail the ir paren ts d irectly to  ask to  be  taken  

hom e  because  they fee l unwell. Paren ts will be  con tacted  by the  school office  if the  

pupil fee ls too unwell to  rem ain  in  School, if they have  vom iting or d ia rrhoea , or if the re  

is susp icion  of an  in fectious illness. For vom iting or d ia rrhoea , a  pupil m ust rem ain  off 

school for 48 hours following the  last ep isode .

Children  in  Lower Prep  will be  supervised  by the ir class teache r and  paren ts will be  

in form ed. 

Food Alle rgie s  and Into le rance s

If your ch ild  has a  food  a lle rgy or food  in tole rances, they should  p lease  com ple te  the  

‘Food Alle rgies and  In tole rances Form ’ and  re tu rn  th is to  the  Kitchens via  the  Office . If 

these  change  p lease  em ail adm in@m anorhouseschool.org to  in form  them .

Asse m blie s  and Se rvice s

mailto:admin@manorhouseschool.org
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Assem blie s follow m orn ing registra tion  on  m ost days for twenty m inutes. The  them es 

support our school e thos and  socia l, m ora l, sp iritua l and  citizensh ip  them es.  

Whole  School Assem blie s a re  usua lly he ld  twice  a  week.

SCHOOL DAY

Nurse ry–Ye ar 2 Ye ars  3-6

08:30 Registra tion 08:30 Registra tion

08:40 Assem bly/Form  Tim e 08:40 Assem bly/Form  Tim e

09:00 Lesson  1 09:00 Lesson  1

09:55 Lesson  2 09:55 Lesson  2

10:50 Short Break 10:50 Short Break

11:15 Lesson  3 11:15 Lesson  3

12:10 Lunch

12:30 Long Break 12:10 Lunch

13:00 Registra tion 12:40 Long Break

13:10 Lesson  4 13:10 Registra tion ; Lesson  4

14:05 Lesson  5 14:05 Lesson  5

15:00 Lesson  6 15:00 Lesson  6

15:30 End of School Day/Late  Class 15:55 Form  Tim e

16.00 End of School Day

BEFORE AND AFTER SCHOOL CARE

Early Birds

Pupils from  Year 1 upwards can  go to  Early Birds from  7.45am  in  the  Elizabe th  Green  

Hall (EGH), you  do not need  to  pre  book and  the re  is no charge  for a ttend ing Early Birds.

Reception  ch ild ren  a rriving prior to  8.25am  m ust go to  Breakfast Club  in  the  Nurse ry.

Afte r Schoo l Care

We offe r an  a fte r-school ca re  facility un til 6.00pm  every day.

Children  from  Nurse ry to  Year 2 can  go to  Honeypots Club  from  4.00-6.00pm . Tea  is 

included  for ch ild ren  who stay a fte r 4.30pm . Honeypots should  be  booked  in  advance  

and  no la te r than  the  m orn ing of the  sam e  day of a fte r school ca re . For Nurse ry to  

Reception  pupils, th is can  be  booked  via  an  em ail to  m luke@m anorhouseschool.org. For

pupils of Year 1 and  2, th is can  be  booked  via  an  em ail to  

h redward@m anorhouseschool.org. La te  class runs for Reception  to  Year 2 in  Garden  

Block un til Honeypots sta rts a t 4.00pm .  

mailto:mluke@manorhouseschool.org
mailto:hredward@manorhouseschool.org
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From  4.00pm , Upper Prep  girls can  go to  tea  in  the  d in ing room . A sm all charge  is m ade  

for a  varie ty of snacks a t 65p  pe r item . Snacks include  sandwiches, fru it, b iscu its or 

cakes and  yoghurts. Ticke ts can  be  purchased  by em ailing 

adm in@m anorhouseschool.org. Ticke ts a re  issued  in  shee ts of twenty, so  one  shee t will 

cost £13.00 (20 x 65p  vouchers) which  will be  added  to  your next te rm ly invoice . All 

ticke ts can  be  carried  ove r a t the  end  of the  Academ ic Year.

From  4.00 pm  and/or a fte r tea , girls from  Year 3 upwards can  go to  Supervised  Prep . 

This is he ld  in  Main  Block (downsta irs) where  girls can  com ple te  hom ework tasks or 

p riva te  study. There  is no need  to  book Supervised  Prep  in  advance .

4.00pm  – 4.30pm  - No Charge

4.30pm  – 6.00pm  – 30 mins (at any point) £5.50 or £10.00 for 30-90 mins
10 m ins drop  in  a fte r a  club  – No charge

In  both  a fte r school ca re  cases, pupils need  to  be  collected  from  the  room .

For pupils be ing collected  from  School a t 4.00pm , pupils will be  taken  up  to  the  p ick-up  

poin t in  the  car park by a  m em ber of sta ff. Paren ts can  park and  m ee t the ir ch ild ren  a t 

the  p ick-up  poin t or, d rive  in  the  le ft-hand  lane  and  collect a t p ick-up .

HOMEWORK

Hom ework is se t in  various quantitie s accord ing to  the  year group  tha t your ch ild  is in . 

In  addition , pupils a re  a lways expected  to  read  a t hom e  and  in  Key Stage  2, p ractice  

tim es tab les. Hom ework is written  in  the  hom ework d ia ry or read ing record  on  the  

appropria te  days. This should  be  checked  by a  re sponsib le  adu lt and  the  d ia ry signed  a t

the  end  of each  week.  

If the re  is a  genuine  reason  why your ch ild  was unable  to  com ple te  the ir hom ework, an  

em ail of explana tion  should  be  given  to  the ir teache r. The  expecta tion  is tha t hom ework

will be  com ple ted  and  handed  in  on  tim e .

CURRICULUM

mailto:admin@manorhouseschool.org
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Re ce ption

In  the  Early Years, we  ensure  tha t the  beginn ing of each  ch ild ’s educa tion  is a  happy and

fu lfilling experience . The  teach ing e thos in  Reception  is varied  and  practica l, with  

ch ild ren  be ing encouraged  to  explore , question  and  en joy the ir lea rn ing. Alongside  

norm al classroom  activitie s, ch ild ren  a lso en joy weekly Music, PE, Swim m ing, Forest 

School, Com puting, French  and  Pe rform ing Arts le ssons from  subject specia lists 

depending on  the ir age .

Early Years teache rs obse rve , nurtu re , extend  and  deve lop  ch ild ren  in  the ir first lea rn ing

experiences. They prepare  a  de ta iled  profile  of each  ch ild , which  form s the  basis of the ir

fu ture  lea rn ing. Sta ff p lan  a  structured  bu t flexib le  p rogram m e of p lay and  work 

activitie s which  encom pass the  Early Years Foundation  Stage  (EYFS) fram ework.

Many ch ild ren  have  begun  to  read  and  write  by the  tim e  they en te r Reception  class 

from  our Kindergarten , and  th is leve l of p rogress con tinues th roughout Reception . 

Pupils a re  encouraged  and  supported  to  work a t a  pace  and  leve l of a tta inm ent tha t is 

appropria te  to  the ir ab ility. Learn ing is m ade  en joyable  th rough  hands-on , innova tive  

teach ing and  active  lea rn ing activitie s.

Ke y Stage  1 (Ye ars  1 and 2)

Pupils p rogress in to  Year 1 in  the  Autum n Term  afte r the ir fifth  b irthday. Teachers a re  

re sponsib le  for teach ing the ir classes the  m ajority of academ ic sub jects, with  specia list 

teach ing in  PE, Swim m ing, RS, Com puting, French , Music and  Dram a. Hom ework is se t 

and  a ll pupils a re  expected  to  read  da ily and  lea rn  weekly spe llings.

Em phasis is p laced  on  the  core  sub jects of English  and  Mathem atics and  a  structured  

read ing schem e  enables girls to  extend  the ir skills and  understanding as they m ove  

th rough  the  Key Stage  1 departm ent. Rigorous obse rva tion  and  assessm ent p rocedures

are  used  to  m ake  in form ed decisions on  ind ividua l ta rge ts for each  ch ild . Pupils 

p rogress sm ooth ly in to  Key Stage  2 a t the  beginn ing of Year 3, having been  fu lly 

prepared  for the  m ore  dem anding curricu lum .

Ke y Stage  2 (Ye ars  3 - 6)

In  Key Stage  2, our Form  Teachers, a ll of whom  are  prim ary specia lists, teach  the  

m ajority of le ssons in  our we ll-re sourced  classroom s. Gradua lly, m ore  specia list 

teach ing is in troduced  th rough  the  key stage , with  som e  le ssons be ing taught by sub ject

specia lised  teachers.

We follow the  na tiona l curricu lum  guide lines for teach ing and  lea rn ing bu t a re  not 

constra ined  by them .  Instead , we  use  th is gu idance  as a  tool to  in form  our own un ique  

curricu lum , which  is designed  to  fu rthe r enrich  and  keep  girls lea rn ing, with  le ssons 

ta ilored  to  the ir needs and  in te rests. Work is d iffe ren tia ted  to  ca te r for the  needs of a ll 



12

the  girls with in  the  class and  se tting can  happen  in  classes from  Year 5 upward . These  

groupings a re  fa irly flu id  and  girls m ay m ove  from  one  se t to  anothe r as the ir skills and  

confidence  deve lop . 

SCHOOL TRADITIONS

On Founder ’s Day (norm ally ce lebra ted  on  the  last day be fore  October ha lf te rm ) pupils 

have  iced  buns and  form  cap ta ins p lace  flowers on  Miss Green  and  Miss Whee le r ’s 

graves by All Sa in ts ’ Church .

BEHAVIOUR, REWARDS AND SANCTIONS

Kind and  courteous behaviour is expected  a t a ll tim es. Discip line  a t school is based  on  a  

m ixture  of socia l re sponsib ility, courte sy and  re spect be tween  pupils and  sta ff, and  

be tween  the  pupils them se lves. We  expect th is courte sy and  conside ra tion  to  be  

extended  to  a ll visitors a t the  school.

Re w ards

Teachers m ay give  a  sta r (house  poin t) for e ffort and  a tta inm ent in  work, particu la r acts 

of kindness and  he lpfu lness in  the  classroom  and  a round  the  school or giving tim e  and  

e ffort to  even ts ou tside  norm al school hours. Once  sta rs have  been  earned , they a re  

not taken  away.

Pupils a re  awarded  ce rtifica te s following exce llen t e ffort or com m endable  ach ievem ent.

Certifica te s a re  given  ou t in  assem bly by the  Headteacher or Head  of Prep .

Star Aw ards

Star Awards a re  given  th roughout the  te rm  to  those  pupils in  Reception  upwards who 

have  ga ined  the  re levan t num ber of sta rs/house  poin ts. Pupils a re  p resen ted  with  a  

specia l badge  and  a  ce rtifica te  in  assem bly. Sta rs requ ired  to  earn  a  sta r badge  a re  as 

follows:

 30 sta rs = b lue  sta r award

 60 sta rs = green  sta r award

 90 sta rs = red  sta r award

 120 sta rs = ye llow sta r award

 150 sta rs = bronze  sta r award

 200 sta rs = silve r sta r award

 250 sta rs = gold  sta r award .

Com m e ndations
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These  a re  given  for a tta inm ent or for e ffort in  a  particu la r sub ject a rea . A ce rtifica te  is 

issued for commendations at the end of each term in a special assembly.  
 
Me rits

Merits a re  awarded  te rm ly in  each  form  for good  a ll round  pe rform ance  and  a re  linked  

with  the  school’s seven core values. Merit badges are presented in a special assembly.  

Prize  Giving

At the  end  of the  Sum m er Term  we  hold  our annua l Prize  Giving Evening even t. Prizes 

a re  awarded  to  pupils from  Reception . All Prep  paren ts a re  we lcom e  to  join  us for the  

occasion . 

VALUES-BASED EDUCATION

A va lues-based  educa tion :

 Is an  approach  to  teach ing tha t works with  m ora l va lues

 Crea tes a  stronger lea rn ing environm ent

 Enhances academ ic a tta inm ent

 Deve lops socia l and  re la tionsh ip  skills tha t stay with  us for life

 Enables pupils to  shape  the ir fu ture  and  gives m eaning and  purpose  to  the ir lives

We recognise  tha t the  active  teach ing of va lues can  have  a  positive  im pact upon  pupil 

behaviour. Values in fluence  our actions and  a ttitudes, becom ing a  fram ework for our 

lives, includ ing how we  conduct re la tionsh ips. We  a im  to  equ ip  pupils with  secure  

socia l skills and  em otiona l in te lligence . Each  classroom  has a  Values d isp lay and  sta ff 

will deve lop  and  encourage  the  use  of linked  vocabula ry in  a ll a reas of School life .

The  Prep  School de live rs a  va lues-based  educa tion  in  a  cohesive  way th rough  

assem blie s, d isp lays and  PSHRSE lessons. Twelve  core  va lues a re  de live red  ove r a  2-

year cycle  (one  each  ha lf-te rm ):

2025 2026

Autum n 1 Coopera tion Responsib ility

Autum n 2 Respect Independence

Spring 1 Perseve rance Honesty

Spring 2 Apprecia tion Kindness

Sum m e r 1 Com passion Courage

Sum m e r 2 Love Flexib ility
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ROLES OF RESPONSIBILITY

In  the  Prep  School, we  have  a  num ber of d iffe ren t role s of re sponsib ility tha t your ch ild  

can  be  e lected  for each  te rm . These  role s include : Form  Capta in , Vice  Capta in , Gam es 

Capta in , Science  am bassador, School Council and  Well-be ing am bassador. There  a re  

a lso additiona l role s in  Year 6, such  as Head  Girl, Deputy Head  Girl and  House  Capta ins. 

These  role s will be  appoin ted  for the  whole  academ ic year.  

These  role s a llow the  ch ild ren  to  deve lop  the ir skills in  leade rsh ip  by carrying ou t a  

varie ty of jobs and  a ttending te rm ly m ee tings for role s such  as School Council and  Well-

be ing am bassador. They re in force  our school va lue , Fu ture  Leaders and  the  ch ild ren  

always wear their badge with pride. 

ASSESSMENTS

At Manor House  School, we  a im  for h igh  qua lity teach ing and  lea rn ing, and  a t the  heart 

of th is is e ffective  assessm ent, underp inned  by the  be lie f tha t a ll pupils can  succeed . 

There  a re  a  num ber of reasons why we  conduct assessm ents:

 To m onitor p rogress and  support lea rn ing

 To ce lebra te  the  ach ievem ents of pupils and  iden tify a reas for deve lopm ent

 To provide  in form ation  so tha t we  can  p lan  the  next steps in  pupils ’ educa tion

 To in form  pupils of the ir p rogress and  give  gu idance  on  how to  im prove

Pupils a re  assessed  in  English  and  Mathem atics each  te rm  to  m onitor p rogress, 

in form  teachers ’ le sson  p lann ing and  to  ensure  tha t each  pupil is  cha llenged  

appropria te ly.

Pupils in  Reception  a re  assessed  a t the  end  of the  year aga inst the  EYFS Early Learn ing 

Goals, where  they a re  judged  to  be  ‘em erging’, or ‘expected ’ to  have  reached  the  

standard  in  each  a rea  of lea rn ing based  on  obse rva tions across the  Early Years.

Standard ised  te sting is ca rried  ou t twice  a  year in  each  class from  Year 1 upwards. The  

re su lts a re  recorded  and  tracked , ensuring tha t eve ry pupil’s p rogress is ca re fu lly 

m onitored  as they m ove  th rough  the  Prep  School.

Year 1 pupils a lso  com ple te  the  na tiona l Phonics Screen ing Test towards the  end  of 

the  year.

SANCTIONS
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For m inor m isdem eanours, such  as ca lling ou t or an  isola ted  instance  of be ing unkind , 

girls a re  given  a  clear warn ing. Once  a  second  and  fina l warn ing is given , a  sanction  will 

be  given , such  as tim e  ou t.

If hom ework is consisten tly handed  in  la te  or not done , pupils m ay be  kep t in  a t b reak 

tim es to  com ple te  it.

In  the  ra re  even t tha t the re  is a  m ore  se rious offence , such  as bu llying or physica l 

abuse , pupils m ay be  re fe rred  to  the  Head  of Prep  or Headteacher and  paren ts m ay be  

con tacted .

OPEN MORNINGS

There  a re  two Open  Morn ings each  year. In  the  Autum n te rm , th is usua lly takes p lace  in

early October and  aga in  in  the  Spring Term . All ch ild ren  from  Reception  up  a re  expected

to a ttend .

THE FRIENDS OF MANOR HOUSE SCHOOL (FOMHS)

FOMHS is a  com m ittee  of paren ts and  sta ff who organ ise  socia l even ts and  fundra ising 

activitie s th roughout the  school year. They a re  a  registe red  charity and  have  

successfu lly ra ised  funds for Manor House  School and  charitie s with in  our loca l 

com m unity. The  Friends can  be  con tacted  a t friends@m anorhouseschool.org.

CLASS REPRESENTATIVES

Each  class has a t least one  paren t represen ta tive  assigned  to  it a t the  beginn ing of the  

year. These  paren ts organ ise  even ts, circu la te  con tact de ta ils and  com m unica te  

im portan t rem inders to  othe r paren ts in  the  class. They a lso form  the  Paren t Rep  

Group , who m ee t te rm ly with  the  Head  of Prep  to  give  feedback on  a  range  of issues. A 

class represen ta tive  will con tact you  over the  sum m er or be fore  your sta rt da te .

EQUIPMENT, SNACKS AND WATER BOTTLE

Happy and  Healthy is one  of our seven  school va lues. All pupils a re  encouraged  to  bring 

a  nam ed wate r bottle  to  school each  day. Your ch ild  m ay a lso bring a  sm all, hea lthy 

snack to  have  a t b reak tim e . We  are  a  no  nut  Schoo l. We  strongly encourage  fre sh  fru it

or raw vege tab le  sticks tha t he lp  to  keep  pupils hydra ted  and  provide  easily d igested , 

na tura l ca rbohydra tes and  sugars. Please  do not send  foods tha t a re  h igh  in  fa t, sa lt or 

sugar as these  inh ib it lea rn ing and  m ake  it d ifficu lt for ch ild ren  to  m ain ta in  

concentra tion . We  do m ake  an  exception  for b irthday cake !

mailto:friends@manorhouseschool.org


16

Each  pupil should  com e  to  school p repared  for the  School day. It is  im portan t to  

rem em ber to  b ring in  a ll books and  equipm ent. Please  see  the  equ ipm ent list in  the  

un iform  section  for de ta ils. 

Pupils should  bring the ir read ing book, hom ework d ia ry or read ing record  to  School 

eve ry day. It should  be  signed  by a  paren t eve ry week. Pupils should  a lso bring a  pa ir of 

tra ine rs and  or we llington  boots to  change  in to  a t p lay tim es. 

 UNIFORM - NEW AND SECOND-HAND

Our uniform is supplied by Schoolblazer. Please create your account and/or log in 
at https:/ /www.schoolb laze r.com /  to order the school uniform. For in form ation  on  

our uniform  regula tions and  kit, p lease  go to  our Virtua l Joine r Page  (as p rovided  to  you  

when  join ing by the  adm issions team ) or h ttps:/ /www.m anorhouseschool.org/paren t-

in fo/school-un iform /

Schoolb laze r usua lly provide  an  exce llen t com plim entary nam e  labe lling se rvice  for a ll 

school un iform . Please  ensure  tha t a ll your ch ild ’s othe r be longings a re  clearly labe lled .

We a lso have  a  second-hand  un iform  facility run  by paren t volun tee rs.  Fu ll in form ation  

on  th is can  be  found  a t h ttps:/ /www.m anorhouseschool.org/paren t-in fo/school-

un iform /

APPEARANCE

All pupils a re  expected  to  wear the ir un iform  with  pride  and  adhere  to  the  un iform  

regula tions.

Hair should  be  tied  back if it is  shoulde r length  or longer. Hair tie s should  be  b lue , b lack 

or na tura l in  colour. Buns can  be  worn  a t the  back of the  head , bu t top  knots a re  not 

a llowed. Natura l na il varn ish  and  m ake-up  is not pe rm itted .  Please  see  our Uniform  

and  Equipm ent Guide  for fu rthe r de ta ils.

LOST PROPERTY

When pupils lose  item s, it is  ve ry easy to  re tu rn  it to  them  via  the  Office  if the ir item s a re

nam ed. Unnam ed item s for PE are  usua lly found  in  a  lost p roperty b in  in  EGH.

In  Lower Prep , lost p roperty is usua lly found  and  re tu rned  to  the  classroom s. If un iform  

is bought from  the  second  hand  shop  p lease  ensure  th is is renam ed with  your ch ild ’s 

nam e . 

https://www.schoolblazer.com/
https://www.manorhouseschool.org/parent-info/school-uniform/
https://www.manorhouseschool.org/parent-info/school-uniform/
https://www.manorhouseschool.org/parent-info/school-uniform/
https://www.manorhouseschool.org/parent-info/school-uniform/
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CO-CURRICULAR

Co-Curricular Clubs

We offe r a  wide  se lection  of extra -curricu la r clubs which  can  be  viewed on  our SOCS 

booking system.  Clubs change according to the season and each Term  and  paren ts a re  

ab le  to  look ahead  prior to  booking on  a  te rm ly basis.

Most of the  clubs a re  free  to  a ttend  a lthough  tu ition-based  clubs such  as our Tennis 

Academ y and  LAMDA are  pa id  for.

Paren ts a re  som etim es asked  to  registe r the ir in te rest for a  club  tha t m ay be  

ove rsubscribed  to  m ake  it fa ire r for a ll or a  club  m ay be  invite  on ly. In  th is case , a  

m em ber of sta ff will be  in  con tact with  you . 

Co-Curricular – Music Le ssons  and Spe e ch and Dram a (LAMDA) Le ssons

We offe r additiona l m usic le ssons in  ove r twenty d iffe ren t instrum ents and  LAMDA 

lessons (London  Academ y of Music and  Dram atic Art) from  Year 1 to  Year 6. Many 

pupils choose  to  take  up  these  co-curricu la r op tions and  m ore  in form ation  can  be  

found  in  the  te rm ly bookle t or sign-up  form s from  adm issions.

TRIPS AND VISITS

The  Departm ent have  a  p rogram m e of educa tiona l visits and  activitie s, which  genera lly 

involve  a  trip  for each  year group  eve ry te rm . For younger pupils, th is m ay be  m ore  

loca l. All ou tings a re  linked  to  the  lea rn ing taking p lace  in  the  classroom  a t tha t tim e  and

are  pa id  for by paren ts. An  ou tline  of upcom ing trips will be  provided  a t the  sta rt of the  

academ ic year. 

Re side ntial Trips

In  Year 3, your daughte r will usua lly take  part in  a  two-day/one-n igh t re siden tia l visit. 

Th is is followed in  Year 4 and  5 with  a  th ree -day/two-n igh t visit, cu lm ina ting with  an  

im m ersion  four-day/th ree -n igh t trip  in  Year 6. The  girls en joy m any fun  activitie s and  a ll 

the  trips have  an  educa tiona l focus. You  will be  invited  to  a ttend  a  m ee ting prior to  the  

re siden tia l visits where  in form ation  is given  ou t and  you  can  ask questions.

SCHOLARSHIPS

In  Year 6, girls m ay apply for Academ ic, Sport and  Crea tive  Arts (Art, Dram a and  Music), 

Dance  and  Equestrian  Schola rsh ips for St Te resa ’s.

During the  Autum n Term  of Year 6, de ta ils of how to  apply for these  schola rsh ips will be

sen t to  you . 

https://www.manorhouseschool.org/school-life/extra-co-curricular-activities/
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BURSARIES

In  line  with  the  governm ent ’s asp ira tion  to  ensure  tha t a ll charitie s p rovide  public 

bene fit, we  have  m eans-te sted  bursarie s tha t can  con tribu te  to  a  pe rcen tage  of the  

fees.

You a re  e ligib le  to  apply for a  bursary for your ch ild  if you  a re  conside ring sending them

to the school.  You m ay a lso be  e ligib le  if your ch ild  is a lready a t the  School, bu t your 

fam ily circum stances have  changed  and  you  find  the  fees a re  no longer a ffordable .

You can  download  an  applica tion  from  the  school website . Th is applica tion  should  reach

the  Bursar by the  firs t  Monday in Nove m be r for the  academ ic year sta rting the  

following Septem ber. Applican ts will be  notified  in  m id-January.

We have  a  two-part assessm ent of bursarie s. The  first is  based  on  the  financia l 

in form ation  supplied  in  the  form  and  takes in to  conside ra tion  incom e  and  asse ts. You  

will be  con tacted  by an  independent com pany, Bursary Adm inistra tion  Lim ited . We  a lso 

conside r the  poten tia l your ch ild  has shown to  con tribu te  to  the  life  of the  School, 

Academ ica lly or th rough  Music, Sports or Arts.

If any paren t would  like  to  dona te  to  our Bursary fund , p lease  con tact Mrs Cla ire  Min ikin  

a t c.m in ikin@effingham school.org.

* * * * *


