
  



 

Beginning of the Day  

Children in Years 1-6 may enter the school from 8.40am, 
children in the Foundation Stage should arrive at 8.50am.  All 
children should be in their classrooms by 8.50am at the latest.  

End of the Day  
  

Pupils should be collected at the following times:  

3.10pm Foundation Stage  

3.10pm Years 1 and Year 2  

3.15pm Years 3, 4, 5 and 6  

Please ensure your child is on time every day.  FS and KS1 
children should enter and leave school by the Cuckfield Road 
entrances and KS2 children should enter and leave via the 
Trinity Road entrance.  

If your child arrives late please use the main entrance in Trinity 
Road and sign your child in at the school office.  For younger 
children, if someone different is picking him/her up from school, 
please let us know before lunchtime so that a message can be 
passed to the class teacher.  

Office Hours  
  

The school office is open from 8.15am until 4.00pm.  

 



 

Concerns 
 

If you have any educational or pastoral concerns 
please speak initially to your child's teacher.  If 
concerns persist you are welcome to talk to the appropriate Year 
Leader and Phase Leader, followed by one of the Assistant 
Heads, the Deputy Head Teacher and finally the Head Teacher. 

Absence from School 

Sickness.  If your child is unwell please telephone the school 
between 8.30 and 9.15am on the first day of absence.  
Alternatively, you can email us at our dedicated email address - 
absence@ stlawrencehurst.co.uk.  If your child is absent for 
more than one day, please write a note to his/her teacher 
explaining the reason for the absence on his/her return.  
Children suffering from vomiting and/or diarrhoea must not 
return to school for at least 48 hours after the last episode.  It is 
normal practice for a member of the school office team to 
telephone if a child is absent and we have not heard from the 
parents. 

Appointments.  If you have no alternative but to take your 
child for a medical or dental appointment during school hours, 
please inform the school office in advance.  We suggest you 
allow plenty of time when collecting your child, especially at 
break and lunch times when the children are not in the 
classroom. 

Other Absences.  Absence for family holidays and days out can 
only be authorised in exceptional circumstances, at the 
discretion of the Head Teacher.  Please complete a holiday 
request form well in advance.  This form can also be used to 
request time off for visiting new schools, taking music or dancing 
exams, etc, for which permission is usually given. 



 

First Aid/Feeling Unwell at School  
  

Inevitably some children will fall over and require first aid during 
the school day.  It is normal practice for the school to telephone 
parents if a child has bumped his/her head at school so that you 
may watch for signs of concussion later in the day.  Please let us 
know if your child is allergic to plasters.  We try not to send 
children home from school but will ask you to collect your child if 
he/she is clearly unwell.  

  Medical Information   

Please inform the school office of any medical conditions before 
your child starts school and update us promptly with any 
changes to your child's medical needs.  

Asthma.  If your child has asthma, one inhaler is required to be 
kept in the classroom at all times.  Please label the inhaler and 
bring it to school when your child starts school.  

Severe Allergies.  If your child has severe allergies and 
needs an auto-injector, we require two of these to be kept at 
school at all times.  Please bring the auto-injectors and any 
other allergy medicine to the school office in a small container 
labelled with your child's name.  

Prescription Medicine.  If your child is prescribed 
medicine four times a day, we may be able to 
administer one dose at lunchtime.  The medication 
must be brought to the school office in its original 
container in the morning and collected at the end of the day 
by an adult.  

The school office will give you the relevant forms to fill out for 
any medication that may need to be administered during school 
time.  

It is the parent's responsibility to ensure that all medication held 
in school is in date.   



 

We regret that we cannot administer any medicines, including 
Calpol or paracetamol, that have not been prescribed by a 
doctor but parents are welcome to come into school during the 
day to do this themselves.  

Headlice  
  

Please check your child's hair regularly for headlice.  A note will 
be emailed if there is a case of headlice in the year group.   
Children with headlice do not need to stay away from school.  

 

Sun Cream  

In very sunny weather, please apply sun cream before your child 
comes to school, as school staff are unable do this.  Children 
should also bring a sun hat on hot days.  Please see our website 
for our full Sun Policy.  

School Milk  
  

Free milk is available for all pupils under 5 years and can be 
purchased for children over 5.  If you would like your child to 
have milk at school, you will need to register with Cool Milk at 
www.coolmilk.com.  

  Fruit at Break Time  
  

All children in the Foundation Stage, Year 1 and Year 2 are 
given a free piece of fruit or vegetable every day at break time 
as part of the School Fruit and Vegetable Scheme.  Older 
children may bring fruit or a healthy snack to eat at break time 
but not chocolate or sweets, please.  

http://www.stlawrencehurst.co.uk/
http://www.stlawrencehurst.co.uk/


 

Free School Meals/Pupil Premium  
  

Parents in receipt of certain benefits are eligible to apply for free 
school meals which will result in the school receiving a Pupil 
Premium grant to support your child's education.  We would 
therefore urge parents to apply even if you do not wish to take 
up the free meals.  

The Pupil Premium grant is also available for pupils who have 
been adopted or are (or have ever been) in care.  There is a 
smaller provision available for pupils who have a parent in the 
armed services.  Please speak to a member of the school office 
team for more information.  

Universal Free School Lunches  

School lunches are provided free of charge for all pupils in 
Foundation Stage, Year 1 and Year 2.  We use a system called 
Parentpay so you can order meals for your child – you will 
receive a log-in for this when your child starts.  If your child has 
any special dietary requirements, please contact our school 
meal provider, Chartwells, who will put together a special menu 
for your child.   

Nuts and Seeds  
  

We are a Nut Free School as some children are severely allergic 
to nuts and/or seeds and for that reason we request that all 
children refrain from bringing any products containing nuts into 
school.  This includes foods such as pesto which contains pine 
nuts and hummus if it contains tahini (which is made from 
sesame seeds).  



 

PE/Games/Swimming  

  

Children are required to change for all PE lessons, so  

PE kit and swimming kit should be brought to school 
on these days or left in school.  If kit is forgotten, we do 
not normally telephone parents but there may be spare items 
available to borrow.  

For safety reasons, hair should be tied back and ALL earrings 
removed for PE lessons;  if this is not possible, parents should 
provide tape to cover the earrings.  Whenever possible, children 
swim throughout the year but not all year groups swim every half 
term.  

 

School Uniform  

We expect children to wear the correct school uniform at all 
times:  

white shirt/polo shirt with collar, grey trousers/shorts/skirt, royal 
blue sweatshirt/cardigan, grey socks/tights, black or navy shoes.  

In the summer, pupils may wear a blue and white striped or 
gingham dress.  For safety reasons open toe sandals are not 
permitted.  Please see the handbook or school website for full 
details.  

Uniform bearing the school logo may be purchased from  

Broadbridges in Burgess Hill and Haywards Heath  

(www.broadbridges.co.uk) and Monkhouse in Haywards Heath 
(www.sussexuniforms.co.uk).  All other uniform is widely 
available from supermarkets and chain stores.  

Please ensure all clothes are named so that we may return them 
when they are found.  There are lost property boxes in the lobby 
for unnamed items.  

When the weather is cold and/or wet, please send your child to 
school with a suitable coat with a hood.  

http://www.broadbridges.co.uk/
http://www.broadbridges.co.uk/
http://www.sussexuniforms.co.uk/
http://www.sussexuniforms.co.uk/


 

 Contact Details   
  

It is very important that we have up-to-date contact details for 
parents in case of emergency.  At the beginning of each school 
year, we send home a data collection sheet which gives you the 
opportunity to update any information we hold about your child 
on our school database.  If telephone numbers, addresses or 
email addresses change during the year, please let us know 
straight away in writing.  A data change form is available from 
the school office and on the website for this purpose.  We 
request that you provide contact details for at least two people.  

 School Trips   
We ask for a voluntary contribution from each child towards the 
cost of school trips.  No child will be treated differently if 
payment is a difficulty but we need contributions for trips to take 
place.  If there are any problems, please talk to your child's 
teacher or the school office.  

School trips should be paid for on-line via Scopay or by 
cash/debit card in the Office.  Parents of new pupils will be 
provided with information about the on-line system shortly after 
their child joins the school.  School trip consent forms and 
voluntary contributions (if not paying on-line) should be placed in 
an envelope, clearly marked with your child's name, class, the 
name of the trip and the amount enclosed.  Envelopes must be 
put in the Trips Box, which can be found in the office reception.  
Please send the correct amount as we cannot give change.  If 
paying on-line, please remember to tick the box to give consent.  



 

 

School Clubs  
  

We will advise you via email of all clubs held at the beginning of 
each term giving information on clubs held at lunchtime and after 
school.  An online permission slip needs to be completed for all 
after school clubs but not for lunchtime clubs.  Please note the 
finishing times of clubs and collect your child promptly from the 
school driveway adjacent to the school office.   

Clubs do not normally run in the first and last week of term and 
numbers may be restricted for some of the more popular clubs.  
If your child is not able to attend a club on a particular day, or 
wishes to stop going altogether, please let the school office 
know so that the register can be updated, this is important we 
school will often have waiting lists. Privately run clubs held on 
school premises may make a charge and may have different 
term dates.  They will liaise directly with parents and keep their 
own records.  

School Letters  

Wherever possible, we will send school letters and other 
communications to parents via email.  This reduces costs for the 
school and ensures that parents are kept informed.  We will use 
the email address provided on your child's admission form 
unless you ask for paper copies, in which case these will be sent 
home with your child.  Copies of school and class letters can 
also be found on the school website - 
www.stlawrencehurst.co.uk.  

School Website and Social Media  
  

Our school website, www.stlawrencehurst.co.uk, is regularly 
updated with school letters and other information.  

http://www.stlawrencehurst.co.uk/
http://www.stlawrencehurst.co.uk/
http://www.stlawrencehurst.co.uk/
http://www.stlawrencehurst.co.uk/


 

We use Facebook and Instagram as another way of keeping 
parents and the wider community up to date with what is going 
on at St Lawrence and to celebrate our successes.  

When your child starts school, you will be given a photograph 
consent form to complete and we will not put photos of pupils on 
our website or on social media unless they have permission for 
this.  

 Parent Consultations   
  

Parents are welcome to see their child's teacher without an 
appointment after school every Tuesday.  During the autumn 
and spring terms, we also hold more formal parent consultations 
with an appointment either after school or in the early evening, 
bookable on-line via Scopay.  If you need to speak to your 
child's teacher urgently, please do this before or after school on 
any day.  

Helping in School  

We very much appreciate offers of help in the classroom and on 
some school visits.  All helpers will need to complete an on-line 
DBS check for St Lawrence and have the Head Teacher's 
agreement to work with the children.   

 

Please speak to your child's teacher or the school office for more 
information.  



 

  Parking  
  

There is no parking for parents on site and we recommend you 
walk to school if possible, as the area can become very 
congested.  For safety reasons, parents who drive are asked to 
park considerately and not directly outside the school.  

We strongly welcome the effort made by many parents to Park 
and Stride, parking safely a little distance away and walking 
children the last part of the journey.   

 PTA   
  

Our wonderful PTA organises many fund-raising events 
throughout the year for children and adults.  The PTA can be 
contact by emailing pta@stlawrencehurst.co.uk. 

If you would like to join the PTA Committee, please ask at the 
office for more information or visit the St Lawrence PTA 
Facebook page.  

 

Please refer to our school website www.stlawrencehurst.co.uk for 
calendar dates.  

 

 

http://www.stlawrencehurst.co.uk/

