
1 
 

There are a few key things that would be useful for you to 

KNOW before your child’s first day at St. Anne’s.  So to help 

you in the process we have placed them all in this one 

booklet. Any queries please contact the school office. 
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The Road to School 
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Governors Welcome 
 

Dear Parents and Carers, 

The Governors would like to welcome you and your child to St. Anne’s School.  We look forward to working with 
you on this next exciting part of your child’s learning adventure. 

At St. Anne’s Primary School, Governors, staff, parents and children work together in a happy, creative and high 
attaining environment with our core values of honesty, kindness, respect and responsibility underpinning 
everything we do. 

The Governing Body is involved with the school at every level. This includes finance, safeguarding, premises 
management and appointments. As Governors, we consider our most important role to be the safety, welfare 
and education of our pupils. Governors are appointed to ensure that objectives are met, and the future planning 
of the school is both visionary and realistic. We also monitor and evaluate the effectiveness of the school to 
ensure it achieves the high standards and quality of education you expect your child to receive and that they 
have access to all educational opportunities. 

In our school we encourage parents to take a great interest in their children’s learning and development. During 
the early years of primary education, academic, personal, social and creative skills are nurtured and developed. 

The Governors look forward to meeting you and wish you and your child a very happy and successful time at our 
wonderful school. 

 

Best regards  

Paula Hardman and Chris Saunders 
Co-Chairs of Governors 
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Governors Fund 
 

Dear Parents and Carers, 

St. Anne’s is a great school with supportive parents, enthusiastic children, talented staff and excellent core 
foundations. On occasion we have to ask for your help to supplement the school budget to improve the school 
facilities for all children, for example, regarding resources, trips and other children’s activities. Due to school 
budgets continually being cut, we are now compelled to look to our Governors Fund to purchase all the items 
and services that would have previously been paid for by what we received centrally. Therefore, we are even 
more reliant on our parents’ generous contributions which help us to provide a rich and varied education 
experience. 

If you can help the fund, the suggested voluntary donation, if possible, would be £50 per family per year which is 
slightly less than a £1 a week. However, the Governors fully accept that £50 is still a lot of money to find at once, 
so we ask our families if they can set up a smaller, regular payment through internet/mobile banking. 
Alternatively, there is an option of making your payment/s online via SCOPAY (https://www.scopay.com/login). 
Please ask at the school office if you require help with this. 

Account name: St. Anne’s Governors Fund 
Sort Code: 30-99-80, Account Code: 83225860 
Reference: Surname and child’s /children’s name(s) 

If you are a taxpayer, please also complete the enclosed Gift Aid Form, which allows the school to claim an 
additional 25p for every pound donated. 

We would also remind you that many employers operate match funding and/or similar funding schemes that 
could increase your contribution. We know how busy parents are, but if you think your employer may run one of 
these schemes, we are happy to assist in any administration that might be involved. 

100% of the Governors Fund goes to the school and is used to benefit each and every pupil at St. Anne’s. 

Finally, may we wish your child a very happy time at St. Anne’s. We hope as parents you will enjoy the support 
and friendship of our school and parish communities. 

With best wishes, 

 

Paula Hardman and Chris Saunders 
Co-Chairs of Governors 

  

https://www.scopay.com/login
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Free School Meal Eligibility & Pupil Premium Application Form  
Your completion of this form enables the school to check for Free School Meal Eligibility 

and also if additional money (Pupil Premium) can be claimed from the Government. 
 

Free School Meals can be provided to pupils if parents/guardians meet the eligibility CRITERIA 1 overleaf. 

We urge you to complete this form even if your child does not take a school meal. 
 

Pupil Premium is additional funding given to schools for pupils who have been registered as being entitled to Free School 
Meals (FSM) at any point in the last 6 years. Schools receive this funding to support their eligible pupils and narrow the 
attainment gap between them and their peers.  Other Pupil Premiums are available to the school if parents or guardians 
meet CRITERIA 2 overleaf. 

 

Further information about how the school spends its Pupil Premium can be found on the school website. 

To register please complete the boxes below using black ink and BLOCK CAPITALS and return it to your school. 
 
 

  Parent/Guardian 1 

First Name                                                   Last Name    

Date of Birth DD MM YYYY 

National Insurance 
Number OR 

  
  

  
  
  

  
  
  

  
  

  
  
  

  

National Asylum 
Support Service 
(NASS) Number 

    /     /       
    

 
  Parent/Guardian 2 

First Name                                                   Last Name    

Date of Birth DD MM YYYY 

National Insurance 
Number OR 

  
  

  
  
  

  
  
  

  
  

  
  
  

  

National Asylum 
Support Service 
(NASS) Number 

    /     /       
    

 
Child(rens) 

first & last 

name(s) 

Child 1 Year 

Group / 

Class 

Child 2 Year 

Group /  

Class 

Child 3 Year 

Group / 

Class 

 

 
    DECLARATION: 

I confirm that the details supplied are correct and accurate. I understand that my personal information is 
held securely and agree that the school can only use the information provided to process my claim for Free 
School Meals and / or Pupil Premium by contacting Surrey County Council, who will check entitlement via a 
secure government website. 
 
I understand that I am responsible for informing the school immediately if I stop receiving one of the 
qualifying benefits.  
By signing this form I am confirming that I have read and fully understood the above declaration. 
 
Signed Parent/Guardian 1 ………………………..      Signed Parent/Guardian 2……………………….. 

Date…………………………..             Date ………………………………… 

N.B. This form must be signed by the person who is in receipt of any of the qualifying benefit. 

about:blank
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CRITERIA 2 – APPLICATION FOR OTHER PUPIL PREMIUM 
 

• Is your child a looked-after child (LAC)? i.e. in the care of, or provided with 
accommodation by an English local authority? 

 

• Has your child ceased to be looked after by the local authority because of adoption,  
a special guardianship order, a child arrangements order or a residence order? 

 

 
FOR PUPILS IN YEAR GROUPS RECEPTION TO YEAR 11 

• Are either or both parents regular members of HM Forces and designated as  
personal category 1 or 2 (PStat Cat 1 or 2), in the armed forces of another nation  
and stationed in England or in receipt of a child pension from the Ministry of Defence? 

  
  

 

ELIGIBILITY CRITERIA 1 – DOES EITHER PARENT RECEIVE ANY OF THE FOLLOWING? 

 

IF YES PLEASE TICK RELEVANT BOX BELOW  

 
 

• Universal Credit with an annual net earned income of no more than £7,400 

 
 

• Income support  
 
 
 
 

• Income based Jobseeker's Allowance (IBJSA)  
 
 
 
 

• Income related Employment and Support Allowance (IRESA)  
 
 
 
 

• Support under Part VI of the Immigration and Asylum Act 1999 
 
 
 
 

• The guarantee element of Pension Credit 
 
 
 

• Child Tax Credit (with no Working Tax Credit) with an annual gross income 
of no more than £16,190, as assessed by HMRC 

 

     N.B. If you receive WORKING TAX CREDIT you do NOT qualify even if you 
receive child tax credit and your income is below £16,190 

 
 

• Working Tax Credit run-on (paid for the four weeks after you stop qualifying 
for Working Tax Credit)  
 

 

   

 

✓ 

 ✓ 

 

 

 

 

 

 



9 
 

  

 
Charity Gift Aid Declaration 

 

  

Boost your donation by 25p of Gift Aid for every £1 you donate  

Gift Aid is reclaimed by the charity from the tax you pay for the current tax year. Your address is needed 

to identify you as a current UK taxpayer.    

In order to Gift Aid your donations you must tick the box below:  

  

 I want to Gift Aid any donations I make in the future or have made in the past 4 years to  
 ST ANNE’S CATHOLIC PRIMARY SCHOOL (a member of the Xavier Catholic Education Trust)  

  

I am a UK taxpayer and understand that if I pay less Income Tax and/or Capital Gains Tax than the 

amount of Gift Aid claimed on all my donations in that tax year it is my responsibility to pay any 

difference.  

   

My Details  

Title:  First name or initial(s):  

Surname: 

Full Home address:  

Postcode: Date: 

   

Notes to the Donor:  

Please notify the school if you:  

• want to cancel this declaration  

• change your name or home address  

• no longer pay sufficient tax on your income and/or capital gains  

  

If you pay Income Tax at the higher or additional rate and want to receive the additional tax relief due to 

you, you must include all your Gift Aid donations on your Self-Assessment tax return or ask HM Revenue 

and Customs to adjust your tax code.  

  

Data Protection Act 1998:  Xavier Catholic Education Trust will use the information supplied by you to 

reclaim tax from HMRC.  
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The Parent Portal and Arbor App 
 

The Parent Portal and Arbor App are the primary communication tools used by the 

school to send emails and text messages.  

The Parent App is the mobile version of our Parent Portal, for use on mobile devices 

such as smartphones and tablets. Parents can download the Parent App for free from either the Play Store 

for Android phones or the App Store for IOS. 

Parents and Guardians have the same login and account details to the Parent App and the Parent Portal. 

Arbor is used for absence, attendance as well as for signing up for school activities, updating personal 

details and giving consents. It is a two-way communication tool, meaning parents can send messages as 

well as receive them and it is entirely free to use for parents.  

 

 

Online Payments to School via SCOPAY  
 

At St. Anne’s we use a secure online payment system called SCOPAY which is provided by Tucasi. 

The system allows parents to view balances and is a convenient way to pay for school meals, trips, 

breakfast and after school clubs and much more. You are also able to link your account with any siblings in 

other schools that also use SCOPAY.  

The system also allows the school to book a certain number of places for any ‘first come first served events’ 

and it also negates the need for reply slips as any consent required for a trip or event is made on SCOPAY 

easily by ticking a box.  

 

You will receive your unique account access letter 

     before your child starting in September. 

  

  

We hope you will support us in being a cashless school. Your support in using SCOPAY will help the school 

enormously, thank you.   
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 How to Order Lunches 
HOW TO: Order School Meals 

School Dinners will need to be ordered in advance. Orders to be placed by Thursday at 12pm for the 

following week.  

All meals, even if you do not pay for school meals (Universal Free School meals – All children in Year 

Reception, Year 1 and Year 2), need to be ordered by the parent using SCOPAY. If your child has a 

packed lunch, please select code P so that we know that a school meal is not required.  

STEP ONE 

Log on to SCOPAY https://www.scopay.com/ or use the SCOPAY app. 

If you have any issues logging in, please contact the school office. 

The following steps apply when using the SCOPAY app.  

STEP TWO  

TO ORDER 

Click ORDER MEALS 

 

 

This will open up the calendar for the month. If there are blank weekdays this means you have not 

ordered a meal for this day. Weekends, bank holidays, school holidays and Inset days will already have 

an X in the box. A Q in the box indicates a school trip. You may leave a date blank for any day your child 

will be school but will have a packed lunch. 

about:blank
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To order a school meal click on the date, this will open a box with 4 options: 

M: Meal and details of the this meal 

V: Veg Meal and the details of this meal 

T: Third Choice (only available on certain days) 

P: Packed lunch, provided by parents  

 

Select the choice you’d like to order and press OK. 

Your choice will show up in the calendar and can be edited by clicking on the date again. To order for 

the following month use the arrows to navigate to the following month and beyond.  

 

REMEMBER: You must order for the whole of the next week by the Thursday at 12pm the week before. If 

you have not ordered, a packed lunch will need to be provided. 

Ordering in advance allows the kitchen to appropriately order food required for each option, it also 

means that the Learning Support Assistants in your child’s class can spend more time in class supporting 

learning. Most importantly it allows you and your child to decide on the best meal for them each day. 

 

If you need any help at all with placing orders, accessing SCOPAY or have any questions regarding 

ordering school meals the school office will be more than happy to help you.  
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School Information 
Please visit our school website for policies and school information.  We also have a Parent Information Booklet 

which can be found via this link:  

https://www.stannes-chertsey.surrey.sch.uk/page/?title=Prospectus&pid=15 
Here are a few quick references you may need over the coming years.  A helpful page to keep handy.  

WHAT TO DO IF … ACTION 

Your child is ill or absent Report and give reasons for absence via Arbor Parent 
Portal or telephone school by 9 am 

The person who normally collects your child from 
school is changing 

Telephone school no later than 2.30pm and email Class 
Teacher 

All holidays during term time will be recorded as 
unauthorised.   
If you do wish to request an absence … 

It is however essential that you seek the school’s 
authorisation before a holiday is booked.  Download the 
absence request form from the school website or collect 
one from school office and return to school office 

Your child is going to be late to school Report via Arbor or telephone school office before 9.00 
a.m. (most important if a school dinner needs to be 
ordered) 

Your child has an appointment Report via Arbor or email/ write a note to Class Teacher 
and collect and return child via school office 

You are changing address or contact information Modify your details on Arbor or notify school office 

You are changing your emergency contact number(s) Modify your details on Arbor or notify school office 

You are moving out of the area and changing school Write an email/letter to the Headteacher/Class Teacher 

Your family domestic arrangements are changing Speak to or write an email / letter to the HSLW 

You think you may be eligible for free school meals Obtain form from the school website or school office 

You are worried about your child’s progress Make an appointment with Class Teacher  

You wish to make a formal complaint Write to the Chair of the Governors, c/o the School 

You wish to contact the Governing Body Write to the Clerk to the Governors, c/o the School 

You wish to withdraw your child from any aspect of 
school 

Email/telephone Headteacher 

You require support for child’s visit or journey Contact trip lead or email / telephone Headteacher 

Your child develops head lice or an infectious disease Contact school office immediately 

You are sending money into the school (e.g. 
fundraising sales/mufti days) 

Send in a sealed and clearly named envelope via the Class 
Teacher in all cases 

You think your child has lost clothing Check in Lost Property chest at front of school in first 
instance and then Class Teacher 

You witness dangerous or inconsiderate parking by a 
parent/visitor 

Photograph vehicle and registration number and contact 
police or Surrey CC 

You are worried about the safety of your child NEVER DELAY – Telephone the school immediately 

You find school property at home Please return to school as soon as possible 

You wish to see the published Ofsted report See school / Ofsted website.  

https://www.stannes-chertsey.surrey.sch.uk/page/?title=Prospectus&pid=15
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St Anne’s Holiday Dates 
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Xavier Term & Holiday Dates 2024-25  
           

 

 

Autumn Term 2024  
Inset Day  

Monday 2nd September  

Tuesday 3rd September   

Term starts  

Wednesday 4th September   

Xavier Inset Day  

Friday 4th October (Joint for Primary Schools)  

Half Term  

Monday 28th to Friday 1st November  

St Francis Xavier Day (School closed)  

Monday 2nd December  

Term Ends  

Friday 20th December  

  

Spring Term 2025  
Term starts  

Monday 6th January   

Half Term  

Monday 17th to 21stFebruary  

Xavier Inset Day  

Friday 14th March (Joint for Secondary Schools)  

Term ends  

Friday 4th April  

Summer Term 2025  
Term starts  

Tuesday 22nd April  

Bank Holiday  

Monday 5th May – Early May Bank Holiday  

Half Term  

Monday 26th May to Friday 30th May  
                                                                                                                                                        

Inset Day  

Friday, 13th June  

 

Terms ends  

Friday 18th July  
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School Uniform for EYFS 

*not skinny fit, leggings or fashion trousers; i.e. trousers that do not show the shape of the leg  

 

Coats 
Plain Dark Coloured Coat/Raincoat/Anorak e.g. Dark Green, Navy, Grey or Black. 

Bags 
Green School Reading Folder (This is the preferred option for Reception Children, NOT a 
rucksack.) 
Green/Dark Coloured PE/Shoe Bag with wellies and rainsuits. 

 

 Please ensure all clothing is labelled.                                                
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Wraparound Care - Breakfast and After School Clubs 
 

St. Anne’s is proud to offer quality wraparound care to provide flexibility to our busy parents and carers.  

Sunrise Breakfast Club and Sunset After School Club offer a happy, friendly and warm environment at the 
start and end of the school day for our children.  

Sunrise Breakfast Club is available from 8.00am until school starts where a healthy breakfast is provided 
along with activities to set your child up for the day.  

Sunset After School Club is a nurturing, happy and relaxed place at the end of the school day with a wide 
range of fun and creative opportunities available.  The Club runs from 3.00pm to 6.00pm daily and during 
the session the children are given a light tea.  
For familiarity and ease of transition, both clubs are on site and the staff work at school during the day so 
their faces are familiar to the children.  

More information about the Clubs as well as the enquiry forms can be found on the school’s website.  

Limited spaces are available.  To register your interest, please complete an enquiry form and return to 

sunrise@stannes-chertsey.surrey.sch.uk or sunset@stannes-chertsey.surrey.sch.uk by 21st June and you 

will be notified by email if a place is available.  

 

Car Parking 
 

Currently we are able to offer a permission to park in the library car park at the end of the alleyway free of 

charge for specific periods of time at the start and end of the school day during term time. Please do use 

this wonderful facility. It is close to school and most importantly it is safe.   

The free parking permit can be requested by filling in the online form below or asking the school 

office. Once issued, your permit will be sent home with your child. 

 

https://forms.office.com/Pages/ResponsePage.aspx?id=kqDJp4wyLUqCUkcoakYuD7lWEXstUFpJqj4VVeO4

VWFUOVRaMEVDR1VDVTUwQVM1T1FDTk5PMkc1Sy4u 

about:blank
about:blank
about:blank
about:blank

