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Welcome

We are so pleased to be welcoming you and your son to the RGS Prep community, where
we are confident that your son will be very happy.
This booklet is intended to help you prepare for the term ahead and hopefully answer many
of your questions. The key thing you need to know from me is – ‘don't worry’. Your son may
forget his book bag; you may forget it's a mufti day; an emergency dentist appointment may
appear in the diary – it’s not a problem. We will work with you to look after your son in a
caring and supportive environment. We know that happy and secure children are also the
ones who are most ready to learn.
We are excited that we will open our doors again in September to fantastic boys, with their
boundless excitement, curiosity and energy.
I look forward to seeing you again soon and please do not hesitate to contact us if we can
be of any further help.

Mr Toby Freeman-Day
Head
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Aims
RGS Prep is:

• a school where boys are happy and thrive within a supportive and caring community
• a school where we aspire to fulfil the potential of every boy’s learning
• a school where we aspire to fulfil the potential of every boy in art, drama, music, sport and extra-curricular
activities

• a school where boys are able to express their opinions with confidence and good manners
• a school where success is valued and rewarded
• a school where we are partners with parents in the education of the boys

School Values
Underpinning all that we do at RGS Prep are our School Values. Our School Values provide the bedrock of
character education.

Inclusivity
Scholarship
Integrity
Respect
Courage
Collaboration
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Learning Habits
Our Learning Habits encourage the boys to develop an understanding, a language for and a range
of behaviours that allow them to become strong, confident and independent learners.
We use slightly different words in EYFS and KS1 (Pre-Prep) to KS2 (Prep).

EYFS & KS1 Learning Habits

KS 2 Learning Habits

Persisting
Listening with understanding
& empathy
Striving for accuracy
Taking responsible risks
Thinking independently

Perseverance
Reflection
Engagement
Risk taking
Independence

Term Dates
New boys’ Moving Up Afternoon Wednesday 6 July, 2.00pm - 3.00pm

2022 –2023*

Michaelmas term 2022

Tuesday 6 September - Friday 9 December
Half term Monday 17 October - Friday 28 October
INSET Thursday 1 September, Friday 2 September & Monday 31 October

Lent term 2023

Wednesday 4 January - Friday 24 March
Half term Monday 13 February - Friday 17 February
INSET Tuesday 3 January

Trinity Term 2023

Tuesday 18 April - Friday 7 July
Half term Monday 29 May - Friday 2 June
May Bank holiday Monday 1 May
INSET Monday 17 April & Monday 5 June

*Any amendments to the Calendar will be
announced in the weekly Newsletter
which is issued every Friday
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General Information
Key Contact Details
EYFS & KS1 (Pre-Prep) School Secretary
rgspp-office@rgsg.co.uk

Mrs Edmonds

01483 880660

School Office Manager & Music Secretary
rgsp-office@rgsg.co.uk

Mrs Peters

01483 880650

School Secretary & Clubs Co-ordinator
rgsp-office@rgsg.co.uk

Mrs Hutchings

01483 880650

Admissions Manager
rgsp-admissions@rgsg.co.uk

Mrs Kinder

01483 880489

Head’s PA
cge@rgsg.co.uk

Mrs Geary

01483 880652

The Chairmain of the Governors
Mrs SK Creedy
governors.sec@rgs-guildford.co.uk | RGS, High Street, Guildford GU1 3BB

01483 880665

Communication
A large and busy school such as RGS Prep has many events taking place each week. Reading the weekly newsletter,
which is emailed out to parents on Friday evenings, is an excellent way to keep abreast of school events.
A SchoolPost email bulletin with any general information is sent out at 5.00pm each day. Text messages are sent for
any urgent events or reminders.
In EYFS & KS1 the home-school book is a useful communication tool. However, if there are any urgent messages please
email the school office and we will ensure that it is passed on. In KS2, Form teachers can be emailed via the school
office, or through the Parent Portal.
The day-to-day organisation of the school is led by Mr Moore, Deputy Head and Mrs Mendoza, Deputy Head
(Academic). The Head of Wellbeing and other members of the Senior Management Team are easily contactable via
email, on the phone or booking in a meeting with them through the school office. Mr Freeman-Day is available for
appointments via the Head’s PA, Mrs Geary at cge@rgsg.co.uk.
Working in partnership with parents is a hugely important part of life at RGS Prep, so communication in-person, on the
telephone, over a Teams call or by email is truly appreciated.
Communication is not only limited to parent-school dialogue, we also like to support parent-parent conversations.
Classlist is a private and secure website and app for your phone which is fully GDPR compliant, and enables you to
communicate easily with your son’s Year Group as well as facilitate the organisation of social events. You will receive an
email from Classlist before joining - we encourage you to sign up to this helpful service.
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General Information
Daily Routine
7.30am - 8.15am

Breakfast club in Prep dining hall*

8.00am - 8.25am Pre-Prep: Arrival via the Pre-Prep blue gates
Prep Arrival via the Cranley Road gates
[Nursery core hours 9.00am - 2.00pm]

3.10pm

Nursery & Shell pick up

3.20pm

Years 1 & 2 pick up

3.55 OR 4.30pm

Pre-Prep Lates pick up*

4.00pm - 4.15pm Prep pick up
Year 3 via the Sports Hall
Year 4 via the Cranley Road Gates
Year 5 via Lanesborough House
Year 6 via Markham House
4.30pm

Pre-Prep After School Care with S4K begins

4.45pm

Prep Lates* pick up via the Cranley Rd gates

4.45 - 6.30pm

S4K After School Care. Collection via the Cranley Road Gates

Breakfast & Lates club*
Breakfast and late supervision is available for boys in all Year Groups, but this should be booked in advance.
You will receive a booking form email from the School Office. Our additional wrap-around care is provided by
Sport4Kids. More information can be obtained from the School Clubs Co-ordinator and on www.sport4kids.biz.
Other Clubs
Each term a list of available clubs is offered to boys. These are staffed by internal and external teachers
and include; music ensembles and choirs, fitness, cricket, tennis and football coaching, judo and chess. Booking
information for Clubs will be in the parent portal. Clubs in EYFS & KS1 run predominantly between 3.20pm – 3.50pm. In
KS2 they run before school, at lunchtimes or after school.

Days off during term time
The co-operation of parents is earnestly sought in ensuring that boys do not miss any of the School term. Term dates
are published a year in advance and all holidays are expected to be taken during school holiday dates. Special request
for leave of absence should be submitted in writing, well in advance, to the Head, Mr Freeman-Day via his PA.
If your son is ill, please email the appropriate School Office by 8.30am each day of absence so that we can
correctly mark him on the registers.
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General Information
Educational Visits
Such visits give the children an opportunity to benefit from a wide range of educational experiences and provide
enrichment to the curriculum. Trips, visits and workshops serve to enrich the boys' learning experience.
Every year the boys come ‘off curriculum’ for a week in June. All Year Groups in KS2 will go away on a residential
(between one night - five nights away) and in EYFS & KS1 they have a range of day trips and activities in school. The
cost of this week, along with all trips in the year, is part of the ’extras’ pre-payment made each term. School minibuses
and external coach companies are used to transport the children. Both of these provide seat belts for pupils. Booster
seats may also be used to provide maximum safety for those children who need them.

Homework*
*Homework is in the process of being reviewed. Here is the homework schedule for the academic year 2021-2022.
Homework tasks are age-appropriate and will increase in length as your son progresses through the School.
In Shell/Reception, homework set may include reading, written phonic activities and sometimes maths games or
investigations.
In Year 1, work sent home will include daily reading and weekly handwriting, spelling and maths activities.
In Year 2, alongside daily reading, your son will bring home weekly spellings and times tables. An online maths task
may also be set through our Abacus Evolve scheme. On occasions a homework activity directly related to a specific
topic may be included. We recommend that the time spent on homework should not exceed 20 minutes.
In Years 3 and 4, alongside daily reading, homework will be set each weekday evening. This will include spelling,
handwriting, maths, timetables and a homework activity linked to another area of the curriculum. In Year 3 the task will
be approximately 20 minutes long and this will increase to 30 minutes in Year 4.
In Year 5, two pieces of homework will be set on most weekday evenings. Each subject homework should
last approximately 25 minutes. Maths, English and science will be set weekly, all other subjects will be set every two
weeks. Boys will be given a timetable at the beginning of the year.
During the Michaelmas term of Year 6, homework will focus on English, maths and VR in preparation for 11+.
Approximately 50 minutes will be set per night with a range of paper and online activities. During the Lent and Trinity
term of Year 6, languages and humanities will be added to the homework timetable with a daily maximum of 50
minutes. Homework timetables will be given out at the beginning of Michaelmas and Lent term.

House System
Each boy is allocated a House on his arrival, preference being given in the case of brothers or sons of Old Boys. A
healthy House spirit is encouraged and the House system particularly comes into its own when there are inter-House
competitions.
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General Information
Lost Property
Boys can often lose things! Don’t worry. We encourage the boys to develop their skills of looking and developing their
sense of responsibility. Please do ensure that all items are named and then we can help them be returned to their
rightful owner. In EYFS & KS1 items will be, where possible, returned to the Class Teacher. In KS2, we have
a collection point for lost property next to the Sports Hall. Year Group drawers are provided and the boys are
encouraged to go and retrieve their own possessions. If items still can’t be found, please email rgspreplostproperty@rgsg.co.uk.

Lunch and snacks
All our food is cooked on site and the boys are all encouraged to eat a balanced meal, to try new things and are
supervised to ensure that all boys eat enough. Please ensure that the School Office is contacted immediately with any
allergy /dietary information changes. Boys are allowed to bring a piece of fruit to school for breaktime; milk and
biscuits are available for all boys and provided by the school.

Parents’ Association (the LPA)
The RGS Prep Parents’ Association (known as the LPA) is made up of all parents at RGS Prep with a committee
appointed to organise social and fundraising events throughout the year. It is a really thriving parents’ association and
we very much hope that you will participate in their activities.
Their main fundraising event of the year is the Summer Fair. It is always a very enjoyable event for all ages with food,
drinks, stalls, rides and an opportunity for all the School and their families of whatever age to get together - from
toddlers to grandparents - there is something for everyone.
All parents are automatically members of the association and it holds meetings each half-term. Each class elects a
parent representative to sit on the LPA Committee. We really hope that during your time at RGS Prep you will help
out with the running of the LPA and its events in some capacity. This could be either as a class rep or in one of the
main positions of the association. The constitution is available from our website if required.
The LPA (referring to the time when it was the Lanesborough Parents’ Association) has drawn together some helpful
hints, based on years of received wisdom, which may give new parents some pointers to making the first few weeks at
School easier to manage.
The boys are encouraged to become more independent, once in Year 3, with regard to looking after their property
and organising themselves. Without wishing to detract from this, you might find the following of practical help, both
for yourselves, and to support your son’s growing independence.
In no particular order:
1. Weekly Newsletter
Do read this! It is sent to you electronically to your registered email address. It is the main means of communication
from the School, and contains everything from sports fixtures for the following week, musical and literary events in the
School, clubs, school trips, one-off occasions involving the boys (fundraisers, muftis, sales etc), to social events for the
13
parents and announcements regarding changes to the regular school schedule.
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General Information
2. Sports fixtures
These are all listed in the termly school calendar, the newsletter and are on the parent portal. Encourage your son to
check the sports noticeboard in advance of any fixtures affecting his age group.
3. Lost Property
In the first instance, check with your son’s form teacher for lost items. All lost uniform and kit should be in the blue
boxes (sorted by year group) in the sports hall entrance area. It may take a day or two for kit to return if it’s in
someone’s bag – if it’s just left in the School, it should be in the boxes. Please contact rgspreplostproperty@rgsg.co.uk if you have any queries about lost property. To help reduce lost property, please ensure all
equipment is named and labelled at the beginning of each term.
4. Secondhand Uniform
The LPA runs a secondhand uniform sale at least twice a year and full details of how to go about buying or selling are
set out in the LPA's section of the School website. Their email is rgsp-secondhanduniform@rgsg.co.uk.
5. Supporters
Everyone is very welcome to attend or support events mentioned in the termly school calendar e.g. sporting fixtures
(home and away), interhouse sport, house music, concerts and form assemblies.
6. Lunches
The lunch system will be fully explained to the boys. If your son is hungry, please do make sure he knows to ask for a
larger helping when he gets his food (they can’t always go up for seconds but are allowed to ask for more at the first
helping). Boys are also allowed - and encouraged - to bring chopped up fruit in on any day.
7. Homework
Each boy in Years 3-6 will receive an RGS Prep pupil planner, which should help you work out what he’s supposed to
be doing every night! Encourage him to record the homework in as much detail as possible because homework set at
the start of a day is a distant memory by the end of it. Remember to regularly sign the planner.
8. Post-it notes
If you find your son is struggling to remember lunchtime clubs, music lessons etc… put the appointment on a postit note that he can stick on his desk.
Finally, do make the most of the LPA, both as a social network and as a source of information and help. The parents
at RGS Prep are very involved in the school, which is of great benefit to our boys. Each class has its own rep and they
are there to help; if they don’t know the answer, they will know a parent who does!

Parking
The traffic around RGS Prep can be very busy around pick-up and drop-off times. Please do not park on the "Keep
Clear" signs outside the school, near the junctions with Cranley Road, or outside or opposite the double gates
in Aldersey Road. Parking is limited in the near vicinity but there is plenty of parking within a 5-minute walk of the
school.
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General Information
Parking in the school car parks is for staff only; parents are not permitted to park in the school’s parking spaces.
In addition, please can we ask you to be very sensitive to the residents of the surrounding roads and ensure that you
never block their driveways.

Pastoral Support
The wellbeing of our boys is of paramount importance. We take time to get to know your son and for him to
understand that he is known and cared for by all staff in school. The class teacher can be his, and your, first port of call
if you have any concerns. However, please do not hesitate to get in contact with the Head of Wellbeing, Deputy Head
or EYFS or KS1 Coordinators if you have additional concerns or would like to access further support.

Physical Health
Upon entry to the school, an online form must be completed giving information of any pre-existing conditions the pupil
has which may affect our treatment of him whilst in our care. Food allergies and intolerances are catered for, a separate
online form must be completed for our catering department. We seek permission from parents to administer Calpol
should it be required.
If your son suffers from a serious condition such as diabetes, asthma or allergies causing anaphylaxis we require an
Individual Healthcare Plan. Pupils who require auto-injectors or inhalers, carry them on their person, or if parents prefer,
they can be kept securely in the medical room. Other medication, which is kept in a locked cabinet or fridge, can be
administered as directed. Medication must be accompanied by a completed Medication Request form. The forms can
be downloaded from MySchoolPortal.
If your son becomes unwell at school, we will contact you or the emergency number you have given us and ask you to
collect him. Naturally, accidents sometimes happen at school. Minor cuts and bruises are cleaned by one of our first
aiders and ice packs are applied if necessary. In extreme emergencies we would call an ambulance, alert you and
accompany your son to hospital. The School follows the Sport and Recreation Alliance guidelines for the treatment of
concussion in education settings. In the Prep Department we use a 3rd party concussion management system run by
the medical consultancy Return2Play.
Any child who has vomited or has diarrhoea will be sent home and should not come back into school until they have
been clear of symptoms for 48 hours. This is in line with Public Health England guidelines and does allow some
flexibility on a case-by-case basis. The school should be notified in cases where contagious or infectious diseases are
concerned and doctor’s authority to return to school should be obtained.
RGS Prep’s First Aid Policy can be found on the policies page of our website.
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General Information
Policies and Procedures
The following policies are all available on the School website:
• Accessibility Plan

• Admissions Policy
• Anti-Bullying Policy
• Behaviour, Rewards, Discipline and Exclusion Policy
• Complaints Procedure
• Curriculum and Teaching and Learning Policy
• Disability Policy (including Access Plan)
• EAL Policy
• EYFS Policy
• First Aid Policy
• Health and Safety Policy Statement
• ICT - ESafety Policy
• Missing Child Policy
• Pupil Arrival, Departure and Absence Policy
• Pupil Code of Conduct Policy
• Safeguarding Policy
• School Aims and Ethos
• Values Policy
The following policies are available, upon request, from the School Office:
• Assessment Policy

• Attendance Policy
• Early Years Policy
• Every Child Matters Policy
• Medicine Policy
• Pastoral Care Policy
• Pupil Use of ICT Policy
• Sunscreen Policy
• School Rules
• Trips Policy and Procedures
19
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General Information
Stationery
In EYFS & KS1 - All stationery is supplied
In the pencil case of a Year 3 pupil, he should have:
• A supply of HB pencils

• Pencil sharpener
• A glue stick (solvent free)
• Good quality, soft white eraser
• Set of colouring pencils
• Oxford Children’s Dictionary (to use at home)
• Oxford Children’s Thesaurus (to use at home)
In the pencil case of a Year 4 – 6 pupil, he should have
• Pen (blue ink) Lamy Safari recommended (or any similar pen which is shaped to that fingers hold the pen in the
correct position)
• 2 good quality HB pencils

• 30cm ruler marked in cm and mm
• Good quality, soft white eraser
• Set of colouring pencils
• Pencil sharpener
• A glue stick (solvent free)
• Pair of safety scissors
• For Years 5 & 6 DT: 1 hard pencil (2H) and black fineliner
• Protractor (Year 5 & 6) semi-circular & transparent
• Calculator Texas Ti-106 (Year 5 & 6)
• 2 green and red ballpoint pens
• Set of four differently coloured highlighter pens (Year 6)
• Compass with a short pencil (Year 6)

Transport
If you are interested in finding out more about Coach transport to RGS Prep, then please contact Tormead School
directly, as we currently have some limited use of their service.
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General Information
Uniform
A comprehensive RGS Prep Uniform guide will be included in your New Boys’ Pack.
Uniform can be obtained from: Stevensons, 210 London Road, Burpham, Guildford, Surrey, GU4 7JS
Phone 01483 577835, www.stevensons.co.uk.
All items should be labelled clearly, on the inside of all uniform items.
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