
 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 Welcome to Stewart House 

         Stewart House is Felsted School’s Pre-prep department 
                                                    

Reception, Year 1 and Year 2 

This booklet provides all the essential information you will need 

 

Stewart House is organised into 3 year groups – 

Reception, Year 1 and Year 2.  Each class has their class 

teacher who teaches all subject areas except for 

Spanish, Music, PE and Swimming which are taught by 

our specialist Prep School teachers.  Each class has a 

classroom assistant to support English and Maths every 

morning, with additional support for creative subjects in 

the afternoon. 

 

All school events can be found on the termly calendar, 

which can be found on our school website.  Please check 

through this calendar before the term starts and make a 

note of key dates.  

 

Our Stewart House office team will deal with all 

enquiries during school hours.  Additional information 

regarding the organisation of termly events will also be 

sent to parents and are included on the weekly 

newsletter. 

 

 

 

Useful contact details: 

Head of Stewart House:  

Mrs Jacqueline Atkins  jaa@felsted.org 

 01371 822616 

 

 

Stewart House office team: 

Mrs Charlotte Grymonprez                                

01371 822616              shoffice@felsted.org 

  

 

Prep School office: 

Mrs Erika Taunton         prepadmin@felsted.org 

 01371 822613 

 

 

Head of Prep School: 

Mr Simon James            scj@felsted.org 

PA to Head                 01371 822612 

 

Accounts department:  accounts@felsted.org 

 01371 822628 

 

Tailors shop:                    tailors@felsted.org 

 01371 822636
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Organisation of our school day 

Class organisation 
Each year group has 3 classes. Each class has a class teacher who is supported by a class teaching assistant, 
every morning and some afternoons. 
Our mornings focus on key skills in English and Maths. Our afternoons focus on our more creative subjects 
such as Music, Swimming, PE, Humanities, Science and Art. We also have sessions at our forest area. 
 

As children join us from a number of early years settings, the Reception class mix is based on nursery 
reports and creating a balance of ages and needs within the class. The Reception Classes move to 
Year 1 and stay in the same class group. 
 
As the children move from Year 1 to Year 2, the classes are mixed into 3 new classes. This is based on 
creating the best environment to support each child’s learning journey. All pupils are encouraged to 
mix with other across the year group to widen their friendship groups. This is excellent preparation 
for moving to the Prep School, when the children will find they are in many different working groups. 
 
The Year 2 class mix will stay as the children move to Year 3. Once in Ffrome Court, the children 
begin to have different class sets for different subjects. 

 
Mornings 
Our school gate opens at 8:10am. 
Reception 
Reception children must be in school for registration by 8:45am 
During the Autumn term, Reception children must be walked to their classroom by an adult. Please walk 
around the back of the Stewart House building, to the classroom outside door. 
 
Parking is available in the designated parent zone in the car park, These are 5-minute parking spaces to keep 
the flow of traffic moving.  
 
After Christmas, Reception children can use the ‘Kiss and Drop’ system as detailed below. 
 
Year 1 and Year 2 (all year) 
Year 1 and 2 children must be in school for registration by 8:30am 
We operate a ‘Kiss and Drop’ system to help keep the flow of traffic moving. Parents can drive to the front of 
Stewart House where a member of staff waits to open the car door and help your child out. Your child can 
then walk into school and you can drive off.  Mrs Atkins (Head of Stewart House) is at the front gate to ensure 
all the children get into the school building safely. 
 
Year 1 and Year 2 children are encouraged to go to their classrooms independently. If your child needs 
assistance to get to their classroom upstairs, a member of staff will help.  
 
Absence: 
If you are running late, or your child will not be in school, please inform the school office by email or telephone 
prepadmin@felsted.org 01371 822613, shoffice@felsted.org 01371 822616. 
If you wish to also inform your child’s class teacher then you can do this via email.  If you would like to request 
an absence from school for other reasons, this must be approved by our Prep School Headmaster Mr James 
scj@felsted.org  

  
 

Afternoon pick-up 
Reception 
Reception children finish at 3pm. 
Parents can come in the front gate once this has been opened, and walk around the back of the Stewart House 
building, to the classroom outside doors. Parents should exit via the gate by the sandpit. 

 
Year 1 
Year 1 children finish at 3:15pm. 
Parents can come in the front gate and walk around the Stewart House building to the back door. The Year 1 
teachers will bring the children down the back stairs and sign out at the back door. 
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Year 2 
Year 2 children finish at 3:20pm. 
Parents can come in the front gate and wait on the front playground. The Year 2 teachers will bring the 
children down the front stairs and sign out at the front door. 
 
Typical timetable  
 

Arrive at school Lesson 1 Assembly Breaktime Lesson 2 Lunch Lesson 3 Afternoon 
break 

Lesson 4 

YR by 8:45am 
 

Y1 & 2 by 8:30am 

8:45am/8:30
am - 10am 

10am- 
10:20am 

10:20am- 
10:40am 

10:40am- 
11:45am 

 

11:45am- 
12:45pm 

12:45pm- 
2pm 

2pm - 
2:20pm 

2:20pm -
3pm/3:10pm

/3:15pm 

 
At the beginning of the school year, information will be shared with you to inform you of which day your child 
will be swimming, attending PE lessons and Forest School. Reception classes start the academic year with a 
slightly adapted version of the timetable above and join assemblies after October half term. 

 
Curriculum 
Felsted School follows the Felsted Learning Standards, which can be found on the school website 
www.felsted.org/uploaded/Academic/Docs/Curriculum_Info/2019/SH_Learning_Standards_2020-2.pdf.  

 
Each year group plans a ‘creative curriculum’ which is topic focussed to link all the curriculum subject areas to 
a common theme and purpose.  Each topic has a ‘first-hand experience’ which could be a dressing up day, 
pretend/role play experience, a trip or visitor into school. Lessons are practical, fun and engaging, linking 
reading, writing and maths to support the development of key skills. 
 
Each term you will receive a curriculum letter which outlines the topic learning experiences for your child’s year 
group. 
 

Homework for each year group is as follows: 

Homework                                 
Reception: 
One homework task is set every Friday and is to be completed by Monday. The homework may be computer 
based linked to literacy or numeracy or a practical activity where the children are required to make something 
or do some research. We aim to provide a variety of activities. Children are encouraged to read at home daily 
and any comments about the reading to be written in the child’s reading diary. 
 

Year 1: 
English and Maths homework is set every Friday and is due back the following Wednesday. Children are 
encouraged to read at home daily and any comments about reading is to be written in the child’s reading 
diary.  
 

Year 2: 
English homework is set every Monday, along with a list of spellings to learn which reflect the spelling rule or 
pattern taught that week in school.  Maths homework is set on a Friday.  All homework is due in on Monday.  
Children are encouraged to read at home daily and any comments about reading is to be written in the child’s 
reading diary.  
 

Awards and Certificates: 
 

A variety of certificates, stickers and other awards are given regularly to the children by their class teacher. 
Special Gold stickers are awarded by Mrs Atkins for particularly impressive achievements. 
 
In addition to these, each week we hold a special celebration assembly called our ‘Gold Book Assembly’. Here, 
children are nominated by the Stewart House staff for excellent learning attitudes and achievements. Mr 
James (Prep School Headmaster) presents certificates and the children write their name in the gold book. A 
photograph is taken for our weekly newsletter. 

Other awards presented at our Gold Book Assembly include British Values certificates for demonstrating the 
values of democracy, rule of law, mutual respect, rights and tolerance, Mindfulness certificates which 
recognise children who take care of their mental wellbeing.  

https://www.felsted.org/uploaded/Academic/Docs/Curriculum_Info/2019/SH_Learning_Standards_2020-2.pdf


 
 

Manners Cups are given to a class for outstanding manners and respect. Award badges include Marvellous 
Manners, Wonderful Walking, Kindness star and Playtime friend. These are given to individual children to 
wear for the whole week. 

Teachers can also nominate a child from their class who demonstrates the characteristics of a Fantastic 
Felstedian to receive a surprise invitation in the post from Mrs Atkins, to attend the ‘Stars Tea Party’, held 
every other week. 

In addition to the above awards, each child will be included in their Class ‘Dojo’ point system in Year 1 and Year 
2. Class Dojo is a digital behaviour management tool for the classroom. Each child has a profile – complete 
with their own avatar – to which teachers assign points (or 'dojos') throughout a lesson. Accumulated dojo 
points result in colour belt certificates. 
 

Behaviour 

The Stewart House positive behaviour approach, is based on the core values of respect, honesty and kindness. 
Through class agreements, assemblies and PSHE lessons, the children are encouraged to recognise behaviours, 
discuss the consequences and suggest solutions. 

 
Desirable learning behaviours and interactions are recognised and praised. The certificates, stickers and other 
awards mentioned above, are also given regularly to the children by the Stewart House staff in recognition of 
positive behaviour.  
 
Undesirable behaviour 
There may be times when a child behaves in an undesirable way. Children are given an opportunity to 
recognise that their behaviour is not desirable and to correct this before a consequence is given. This is done 
with a verbal warning ‘1, 2 or 3’. The consequence is ‘thinking time’ to reflect and consider how to ‘put things 
right’. 

 
School Leagues 
When your child joins Felsted they also join a Prep School League. This is their ‘House’ which they support 
throughout their time at the Prep School. Family members always join the same league so this becomes a 
family aspect of school. 
 
In Stewart House we introduce the leagues to the children and organise a League Music event where the 
children work with each other to sing a song. As the children move into Year 3 they begin to join in with the 
Prep School League events such as Music, Cross Country and Sports Day. The children are very passionate 
about their league and learn that working together is an important life skill. 
The leagues are as follows: 
 
 

Name of League Colour Mascot History 

Lord Riche Yellow 

Rooster  

Named after the founder of the school, Richard 
Lord Riche 

Cromwell:  Red 

Scorpion  

 Named after Oliver Cromwell who sent his children 
here 

Gaselee Royal Blue 

Griffin  

Named after an ex pupil who was a soldier 

Grignon Green 

 Gorilla  

Named after an ex headmaster 

Smythies Sky Blue 

Lion  

Named after a famous ex-pupil who was a bishop 

 
 



 
 

Communication with the Stewart House team 
 

Stewart House Office 
Please telephone or email the Stewart House office shoffice@felsted.org 01371 822616 with any enquiries or 
messages during school hours. Mrs Grymonprez will ensure messages are communicated to teachers. 

 
Class teachers will respond to emails outside teaching hours up to 6:30pm. Any urgent messages must be sent 
to the Stewart House office to ensure your child’s teacher is aware.  
 

Mrs Atkins 
Mrs Atkins is at the front gate every morning between 8:10am and 8:45am. If you would like to arrange a time 
to meet, please ask Mrs Atkins for a suitable time directly, email jaa@felsted.org or telephone the Stewart 
House office 01371 822616. 
 
 

Newsletter 
Every Friday a school newsletter is published to all parents. This details an overview of all events over the 
week, awards presented and key messages. 
 
 

After School Clubs 
We host a number of after school activities each day for our Stewart House children. These run from 3:30pm 
to 4:15/4:30pm and include Street Dance, Ballet, Football, Karate, (for years R, 1 & 2), Rugby, Tennis, Cricket, 
French, Gardening and Golf (for years 1 & 2). Some clubs only run in the summer term.  
 

All information regarding after school clubs will be sent out by the Stewart House office team.  Fees are 
charged on a termly basis. Please refer to the school website www.felsted.org/admissions/fees  Additional 
charges - for further details  

 

After School Care: Woodlanders 
If you require after school care for your child, you can request a place at Woodlanders. This is run by Stewart 
House staff in our own hall (Toad Hall) and can be booked from 3:30pm to 5:45pm Monday to Friday. Half 
slots can also be booked from 3:30pm to 4:30pm or 4:30pm to 5:45pm. 
 
Places for Woodlanders are limited and must be booked in advance – unfortunately, ad hoc places cannot be 
guaranteed. If you require a place in an emergency, please contact Charlotte or Helen shoffice@felsted.org . 

Fees are charged on a termly basis. Please refer to the school website for further details 
www.felsted.org/admissions/fees 

 

Assessment and reporting to parents 
Each term, parents will receive information regarding their child’s academic progress.  
This is organised as follows:  

Autumn term Spring term Summer term 

Settling in letter from teacher 
Opportunity to see your child’s work 

following a class assembly 
 

Parent/Teacher consultation after  
half term 

Opportunity to see your child’s work 
following class an assembly 

 
Parent/Teacher consultation after  

half term 

Written End of year report after  
half term 

 
Summer term events e.g Sports day 

 

Each term, assessments are made for every child, based on the national expectations for the term and year 
group. These assessments are teacher judgements based on observations of adult directed activities and child 
led learning, work in class, and, when appropriate, short ‘quizzes’ for Year 1 and Year 2 in English, Maths, 
Spelling, Punctuation and Grammar. The EYFS profile is completed at the end of the academic year for YR 
children. 
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In addition to the above, all Stewart House pupils have a Tapestry online journal account, which is shared with 
parents. This captures a range of learning experiences and is shared as and when these occur. Information 
regarding activating your Tapestry account will be sent to you via the Stewart House office. 

End of Year reports are sent to parents in the last term of the academic year. These can also be accessed on our 
Felsted MIS https://mis.felsted.essex.sch.uk/.  

 
Felsted MIS system 
Parents who are new to the School will receive a Username and Password in September.  Please check your 
address and contact information is kept up to date. If you forget your details, please either use the “password 
reset” function on the MIS home screen accessed through our school website: https://mis.felsted.essex.sch.uk/  

 

Uniform and equipment 
 

Uniform: 

All uniform can be purchased from our on-site Tailor shop. Please call or email to make an appointment 
tailors@felsted.org   01371 822636. Please ensure all items are labelled clearly – the tailor’s shop can arrange 
this for you. 

Winter uniform – This should be worn in the Autumn and Spring terms 

Girls uniform Boys uniform 
Winter/Spring uniform 
Gold blouse 
Tartan tunic 
Burgundy cardigan 
Burgundy tights or long socks 
Maroon school woolly hat, gloves, scarf 
School hairband/ scrunchie  
Embellished hairbands should not be worn 
 
Summer uniform 
Gold and white summer dress 
White frilled ankle socks 
Summer hair scrunchie 
Burgundy school cap  
 
Black school coat 
Black school shoes* 
Wellies* 
School book bag 
Named water bottle* 
Burgundy art overall  

Winter/Spring uniform 
Gold shirt 
Black shorts or long trousers 
Burgundy jumper 
Elasticated school tie 
Long burgundy socks to be worn with shorts 
Short burgundy socks to be worn with trousers 
Maroon school woolly hat, gloves, scarf 
 
Summer uniform 
Gold polo shirt 
Black shorts 
Short burgundy socks 
Burgundy school cap  
 
Black school coat 
Black school shoes* 
Wellies* 
School book bag 
Named water bottle* 
Burgundy art overall 

PE kit 
White t-shirt with crest 
Navy shorts 
Maroon jogging bottoms, Maroon sweatshirt 
Short white sport socks* 
Velcro trainers (predominately white. No flashing lights) * 
 
Maroon school rucksack for swimming kit 
Black swimwear – swimsuit for girls, swim shorts for boys, gold school swimming cap 
Named towel, named goggles* 

After School Club kit (only required if taking part in an after-school club) 
Navy school rucksack for After School Club kit 
White t-shirt with crest 
Navy shorts 
Navy sweatshirt 
Navy jogging bottoms 
Velcro trainers (predominately white. No flashing lights) 
Kit ordered directly from After School Club teachers/coaches: Ballet, Judo, Karate, Cheerleading 
PLEASE NOTE: Your child can wear their PE kit to their club, if it is their PE day and they are wearing their PE kit to 
school 

*items that cannot be purchased at the school Tailor Shop 
 

https://mis.felsted.essex.sch.uk/
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Black shoes should be clean and polished (please note that boots, high heeled shoes, pumps and coloured laces 
are not permitted).  
A school coat should be worn to and from school each day.   
 
Hair should be neatly groomed. Longer hair (over collar length) must be tied back with a plain, black hair band 
or school ‘scrunchie’.  
 
Jewellery – pupils may wear plain analogue or digital watches (no flashing lights, noises or SMART watches) and 
if ears are pierced, a pair of stud earrings. For safety reasons no other jewellery should be worn such as chains, 
rings, bracelets and wristbands etc. Ideally earrings should be removed for PE lessons, alternatively they may be 
covered with micropore.  
Please note: temporary transfers, tattoos or nail varnish should be removed and not worn at school. 

 
Bags 
The following bags should be used: 

● Black book bag – This should be used every day to carry a reading book, reading diary and any letters 
or other information to and from school 

● Burgundy rucksack – This is used to carry swimming kits 
● Navy rucksack – this should be used for After School Kit (if your child attends an after-school club) 

 
Food 

 

Snacks 
Please ensure we have all up-to-date contact details for all parties with parental responsibility for your child. 
These details are important to ensure we can contact you during school hours. If your circumstances change 
please ensure your information is up to date. 
 

Lunch 
Please ensure we have all up-to-date contact details for all parties with parental responsibility for your child. 
These details are important to ensure we can contact you during school hours. If your circumstances change 
please ensure your information is up to date. 
 

 
Useful information 

 

Your contact details 
Please ensure we have all up-to-date contact details for all parties with parental responsibility for your child. 
These details are important to ensure we can contact you during school hours. If your circumstances change 
please ensure your information is up to date. 
 
Class representatives: 
Each class has a parent volunteer representative. The Class Reps welcome new families to Felsted and arrange 
events as appropriate. Your Class Rep is there to answer questions but we ask that any concerns are directed 
to school and not through your class representative. 
 

Medical information 
We have our own Health and Wellbeing team at Felsted school which includes Health and Wellbeing assistants 
and nurses. Mrs Morris is our Stewart House team member. 
Mrs Morris cares for the children if they are feeling unwell, have had an accident or need to take medicines. 
She will liaise with parents to create care plans if required. 
 
Please ensure all information regarding medical conditions or allergies are shared with the medical team. Any 
prescribed medicine needs to be ‘checked in’ and are stored securely in school.  
Lip salves cannot be stored in school bags. If your child needs to use a salve, please let Mrs Morris know and 
we can store this for you. 
 
Food allergies and requirements will be shared with our catering team to ensure suitable food are prepared. 

 
 
 



 
 

School calendar 
Each term a school calendar is available for parents. This details all events happening over the term. Please 
note the dates and times of these events as soon as they are published. 
 

Safeguarding 
The Designated Safeguarding Lead is Mrs Atkins jaa@felsted.org / prepdsl@felsted.org. Any concerns 
regarding child welfare are shared with Mrs Atkins who will follow the required safeguarding policies and 
protocols.  
 
The use of personal mobile phones is not permitted in Stewart House. These should be stored away in a coat 
or bag when entering the building.  
 
Photographs are taken by staff to record the achievements and celebrations at school. Parents are asked to 
complete a permission form to allow photographs of their child. 
With permission, photographs are used to record school work, school displays, on school social media and in 
the school newsletter. Full names are never printed with the photograph. 
School events are videoed and photographed by an approved photographer and shared with parents which 
mitigates the need for parents to take photographs themselves. 
 

Dogs in school 
Please note that dogs are not allowed into the Stewart House grounds (except guide dogs). This included new 
puppies and small dogs that can be carried. 
 

Ready for school 
It is important that your child is able to do the following things, so they can be independent at school: 
 

● Dress themselves: When they have to change for PE they will be expected to dress independently, 
except for top buttons, which can be very hard! Velcro fastening shoes are very helpful. Please label all 
items of clothing, including socks and underwear, which tend to wander across the classroom and get 
lost! Please encourage your child to do their own coat up using the zip and have a go at buttons on 
shirts. They also need to practise putting their shoes on the correct feet! Please can you ensure that 
P.E. bags and swimming bags are clearly labelled on the outside. 

 
● Use the toilet on their own: We do expect all children to be able to use the toilet independently, to 

clean themselves, flush, wash and dry their hands. If your child is prone to ‘accidents’ a spare pair of 
pants in the PE bag is useful. 

 
● Use a handkerchief and blow their nose: Children need their own hanky or tissues if they have a cold. 

We also provide tissues and do not encourage the wiping of noses on sleeves or hands! 
 
● Hang up their own coat: Each child has their own coat peg and you may wish to help them to hang up 

their coats for the first few days. However, remember your child will need to do this at other times of 
the day unaided, so please show them where the loop is and encourage them to use it. 

 
● Use cutlery: Your child is going to have school dinners, so it is very important that they are able to use 

cutlery including a knife in their right hand and fork in their left hand. We encourage the children to eat 
with a knife and fork with good table manners such as using an ‘indoor’ voice, not talking when eating, 
respecting their own space and that of others around them.
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