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STUDENT 
REGISTRATION 

 
School Year:           2018-19  

Greek School of Potters Bar 
Greek Language Educational Establishment 

of Hertfordshire (GLEE) 

Registered Charity, no. 1040670 

 
 

STUDENT’S DETAILS 
(You can use this form for up to 4 children) 
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Surname:           Forename(s):          

Home address:    

Date of birth:       Gender:    

First language: Class now joining:      

Any previous Greek school attended: 

Class(es) previously attended: Year(s) of attendance: 

Reason for leaving previous school: 
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Surname:       Forename(s):        

Home address:      

Date of birth:         Gender:       

First language: Class now joining:        

Any previous Greek school attended: 

Class(es) previously attended: Year(s) of attendance: 

Reason for leaving previous school: 
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Surname:      Forename(s):      

Home address:    

Date of birth:       Gender:      

First language: Class now joining:       

Any previous Greek school attended: 

Class(es) previously attended: Year(s) of attendance: 

Reason for leaving previous school: 
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Surname: Forenames: 

Home address: 

Date of birth: Gender: 

First language: Class now joining: 

Any previous Greek school attended: 

Class(es) previously attended: Year(s) of attendance: 

Reason for leaving previous school: 
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YOUNGER SIBLING(S) DETAILS 

This is useful to know so we can plan ahead for younger children in the family, should they wish 
to join the school in the future 

Name:       
 

Date of birth:    

Name: Date of birth: 

Name: Date of birth: 

Name: Date of birth: 

 

PARENT DETAILS 

This includes guardians and persons with parental control 
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Surname:          Forename(s):         

Address (if different from above): 

Telephone (daytime):       Telephone (evening):      

Mobile: Email:    
 

Job (in case you have skills that could help the school): 
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Surname Forename(s):          

Address (if different from above): 

Telephone (daytime)      Telephone (evening):        

Mobile: Email:    

Job (in case you have skills that could help the school): 

 
EMERGENCY CONTACT DETAILS 

In the event that we cannot reach either parent in the case of an emergency, please provide alternative 
contact details for a responsible person to be contacted 

Surname:        Forename(s):        

Address:    
  

 

Telephone (daytime):   Telephone (evening): 

Mobile:         
 

Email: 

Relationship/connection to the child/parents      

 

GP’s INFORMATION 

The information provided below will be treated as strictly private and confidential 
and will only be used in the event of a medical emergency 

Doctor’s Name:     GP Surgery Name:   

Address:   Telephone:    
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MEDICAL INFORMATION 

Please let us know of any special circumstances affecting your child 
 

Does your child have any of the following 
(or previously had these)? 

 Asthma  Diabetes  Fits/convulsions 
 Food Allergies  Other Allergies    
 Frequent sore throats  Hearing Problems  Speech Problems 
 Other Issues    

 
Does your child have any ongoing medical 
conditions that require the administration of 
medicine at school? 
(inhalers, insulin pens etc) 

 
 No  Yes   

 
 

 
Is there any other information you wish the 
school to be aware of? 

 
 No  Yes    

 
 

DATA PROTECTION ACT 2018 

Can the school use your child’s photograph 
in the school’s prospectus & other printed 
publications that we may produce from time 
to time for promotional purposes? 

 
 Yes  No  Please ask on each occasion 

 

Can the school use your child’s image on our 
website? 

 
 Yes  No  Please ask on each occasion 

 
Can the school use your child’s image in 
photographs and video recordings taken of 
school performances & social events? 

 
 Yes  No  Please ask on each occasion 

 
Are you happy for your child(s) to appear in 
the public media (newspapers, magazines, 
television etc)? 

 
 Yes  No  Please ask on each occasion 

 
 

In accordance with General Data Protection Regulation and current Data Protection Act, the school has a duty to protect all 
information provided and to keep it up to date. For further information, please refer to the Privacy Policy on the school’s website. 

 
 

DECLARATION 
 
 

I / We have read and understood the terms set out on page 4 
 
 

Signed  …………………………………………………………………….. Dated  …………………………………………………… 
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Punctuality 
Children must be at school at least five minutes before the start of lessons. Every 
Saturday there is an assembly and prayer in the upper hall before lessons begin and 
all children are expected to attend the assembly. Parents who wish to join in are all 
welcome to do so and it is an ideal time for parents to hear news and updates. It is 
imperative that parents bring their children into school on time as lateness is 
disruptive to both the children and teachers. Parents must collect their children 
promptly at 5pm or 6pm on Saturday and 8pm on Monday. Please note  that 
teachers are not responsible for the children after school hours. Parents must 
therefore ensure that children are collected on time. 

 
Absences 
Particular emphasis is given to regular and punctual attendance at school and at all 
lessons, which is constantly monitored. The school recognises good attendance by 
the presentation of certificates at the end of the school year. Excess absence from 
school may lead to consideration of a pupil repeating an academic year. Should a 
child be absent, it is expected that the school be notified in advance or by telephone 
on the day. If the child intends to enter a series of non-attendance, eg Monday 
evenings, a written application for permission needs to be handed to the head 
teacher, outlining the reason for the intended absence. 
Bad Behaviour 

 
Dress Code 
There is no requirement to wear a uniform to attend the school but children should 
be appropriately dressed for school in clean and comfortable attire. Appropriate 
footwear should be worn which is suitable for the dance classes that all children in 
Year 1 and above attend. Heeleys (footwear that have wheels) are not permitted to 
be worn in a school environment as they are considered dangerous and 
inappropriate for school. 

 
Discipline 
Discipline is intended to guide all students towards self-control and personal 
responsibility. Pupils will be expected to: 
• attend school regularly and on time 
• participate positively in lessons 
• have respect for themselves, their friends, teachers, their work and their school 
• behave responsibly and politely at all times 
• take care of their own property and respect that of others 
• not chew any gum as this is not allowed in school 
• not leave the school premises without prior consent from the teacher/head 

teacher during school hours 
• attend all the school festivities/yiortes. 

 
We expect parental support to ensure that the pupils maintain a high standard of 
good manners, consideration for others, neat appearance, punctuality and regular 
attendance. Bad behaviour in the school will not be tolerated. A series of sanctions 
will ultimately lead to the permanent exclusion of the child, as follows: 
• initial reprimand 
• informing the parents 
• temporary exclusion from the school, maximum 3 weeks 
• permanent exclusion. 
Payment for any damage done to school property will be the family's responsibility. 

 
Parking at the School 
For the safety of our children and families we have a “no parking” policy in respect of 
the one way driveway in front of the school building. This is strictly a drop-and-drive 
zone only. Parents and guardians are asked to park in the school’s internal car park 
or in the adjacent car park (to the right of the school, which is accessed via 
Fetherstone Close). There is additional parking off site along Chace Avenue. The 
area in front of the school needs to be kept clear at all times to avoid congestion, 
collisions and accidents, but also to allow unrestricted access for emergency 
services. When parking within the car parks please give due consideration to other 
vehicles and park sensibly within the marked bays. Please also remember that the 
driveway is one way and runs anti-clockwise, so entering on the right and leaving on 
the left. As  you drive into the school premises through the main gates, there is no  
left turn for the car park - all vehicles are required to follow the anti-clockwise route 
around the roundabout before exiting the school or entering the car park. At 
collection time for the older children, especially on dark Monday evenings, cars may 
drive around the roundabout anti-clockwise and stop outside the doors of the upper 
building, waiting in line for their children to come out. Should your child be delayed, 
please drive round again and join the end of the queue. 

 
Collecting children 
Parents are requested to collect their children from inside the main school buildings, 
the classrooms or the school reception area or at the "pick up zone" and not from  
the school gates or Chace Avenue, where the safety of the children is compromised 
and not guaranteed. The safety and security of the children is paramount, especially 
at the end of school on Monday evenings and during the dark winter evenings. 
Children who attend Nursery, Reception and Years 1 and 2 finish lessons at 5pm on 
Saturdays and must be collected quietly and promptly, ensuring that the older 
classes are not disturbed. If a parent is unavoidably delayed and is unable to collect 
their child/children on time or would like their child picked up by someone else, they 
must ensure staff are notified in advance or inform the head teacher on 07790 
868075. Children in the lower school (year 2 and below) will not be released to 
anyone else without parental consent or released to siblings under the age of 12. 

 
After School Supervision 
In order to assist parents, those children who have older siblings attending the 
school who finish at 6pm on Saturday can attend a supervised late class after 5pm 
run by two members of staff. Also an after school homework help scheme is offered 
between 5.00pm and 6.00pm on Saturdays to children of Years 1 and 2. Children, 
who genuinely do not have any family member or friend to guide them with their 
Greek homework, are helped by the teachers on duty. 

Mobile Phones 
No mobile phones are allowed in school. Mobiles may be confiscated if pupils are 
found using them during school operating times. If a parent needs to be contacted 
urgently by the school this will be done by the head teacher or a committee member. 
If a parent wishes to send an urgent message to their child, they may do so by 
calling the school mobile 07790 868075. 

 
Enrolment 
Enrolments for our school start in July, at the end of the current school term, and 
continue until September when the new school term starts. After the new school  
term has commenced any applications received for enrolment will be considered on 
an individual case by case basis, and will be subject to availability. We accept 
children from the age of 4. Places at our school are limited and priority is always 
given to siblings of already attending pupils. Any remaining places are allocated on a 
"first come first served" basis. Our school is oversubscribed in most classes so it is 
advisable to make early enquiries. Once classes become full we operate a waiting 
list system. In the first instance, please contact us with your child's name and age so 
that we can see if there are any spaces in the appropriate year group. We will then 
help you quickly through the enrolment process. Registration forms must be 
completed at the time of enrolment and then repeated at the beginning of each 
subsequent year that your child remains at the school. Any change to details 
provided for your child since the previous year submitted in the former should be 
notified to the school as soon as possible. 

 
Deposits 
For new pupils intending to start at the school, we require a deposit of £50 to be paid 
in order to reserve a place at the school. This deposit is non-refundable in the event 
that the child does not start at the school, but is otherwise off-set against the annual 
school fee payable. 

 
School Fees 
We hope you understand why prompt payment is important and thank you for your 
cooperation in ensuring fees are paid in advance. This helps us offer all our pupils 
the very best education, opportunities and facilities. Payments can be made by bank 
transfer, cash or cheque. A 50% discount is available for the 3rd and 4th child per 
family attending the school. Fees can be paid in two instalments, the first instalment 
is due by the fourth week of your child having started class and the balance is due 
the first returning week in January. If for any reason you feel you may not be able to 
complete a payment by the time it is due, it is important that you contact the school 
immediately to discuss and resolve the matter. Should late payments become 
problematic, this may result in the loss of the student’s place in the school for the 
next term or the exclusion of the child from the school. Any late fees will be subject 
to a 10% surcharge. 

 
Cancellation 
Notification must be given in writing one whole term in advance should your child not 
wish to continue at school. Should you withdraw your child/children during the 
academic year without proper notice you are liable to pay the full annual fee and a 
refund will not be given. However, notifications in writing of exceptional 
circumstances necessitating withdrawal during the academic year will be considered 
by the committee. 

 
Homework 
Parents are asked to oversee and encourage pupils in their homework assignments 
to ensure its completion and that pupils work in the most helpful conditions at home. 
Every pupil is set homework weekly and they each have a homework diary. Social 
commitments should not interfere with homework as it is compulsory and an 
important part of the child's educational development. It is requested that parents 
sign the homework diary each week to indicate that they are aware their child has 
been doing the set homework. If a teacher notes that the child consistently fails to 
complete homework, he/she will inform the parents. Children who are absent from 
school are obliged to obtain this homework from fellow students or directly from the 
teacher, and carry out the work. 

 
Open Days 
Parents are informed about the progress of their children by their class teacher 
during Open Days which are held once a term. However, if parents are not able to 
attend the allocated Open Days for any reason they are welcome to discuss their 
child's progress with the class teacher at the end of class on any other Saturday, 
provided that they give the teacher some advance notice. It is also possible to speak 
with the head teacher on a Saturday at a time that is mutually convenient to all. 

 
Announcements 
The school makes various announcements from time to time of upcoming events, 
news, reminders and points of interest, using a number of different means, including: 
• At school assembly on Saturdays 
• By email 
• On the Announcement Page on our website at www.greekschoolpottersbar.org 
• On social media, including facebook and twitter 
It is important that you are kept informed of these announcements and time should 
be taken where possible to attend assembly with your child, to log on to our website 
from time to time and also to register your email with us. If you are able to connect 
with us on social media then this will also be beneficial to you. 

 
Policies & Publications 
We have a number of policies and procedures in place and details of these can be 
found on our website, together with other publications, including: 
• Health & Safety Policy 
• Keeping children safe in education (by the UK Department for Education) 
• The GLEE Constitution 
It is important that you read and understand these policies and procedures and time 
should be taken to study these on our website. 

 

http://www.greekschoolpottersbar.org/

