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St Mary’s and St John’s CE School 
 

 “With God, all things are possible” (Matthew 19:26) 
 

                                                                                                                          Telephone: 020 8202 0026  
                                                                                                                           Email: office@smsj.london 

Website: www.smsj.barnet.sch.uk 
 

Executive Principal: Gavin Smith    
 

16th March 2023 

Dear Parents and Carers 
 

I have put together the following guide for you to refer to on the best ways to communicate with the school for a 
range of different reasons.  
 

We want to ensure you know exactly who to contact in school and how best to get any queries or concerns responded 
to. When you currently email the teachers directly, sometimes, concerns cannot be seen by the school leadership 
team which is really important.  
 

I want to ensure you know how best to get any of your queries or responses responded to effectively and within a 
certain amount of time, therefore we are asking that you DO NOT email teachers in the Primary Phase of the school 
directly. These emails will not be responded to and you must instead email the school office  
primaryoffice@smsj.london.  This way we can ensure your query is passed onto the relevant people this could be to 
your teacher or it could be to the leadership team, the SENDCO or the office manager depending on the concern or 
question raised.   
 

We have also listed all of the ways that we will communicate with you so you can find out exactly what is happening 
in the school as well as listing all of the school apps available to you. These apps are available so you can best support 
your child at home.  
 

Please read and use the following guide to help you best understand how to get any support you require. 
 

Communication Guide 
 

How to communicate with us:  

Type of communication When to use Additional information 
primaryoffice@smsj.london    All messages for teachers, any 

queries about upcoming events or 
to book a meeting with any 
member of staff  

This email address is managed by the Primary office 
team as well as senior leaders. Rather than emailing 
teachers directly. 

absence@smsj.london If your child is absent or if your 
child is going to attend a medical 
appointment  

Please email this address if your child is not going to 
be in school  

Request for Leave of 
Absence 

Click on this new page of the 
website to request a leave of 
absence such as for a child’s 
instrument exam  

Please note that holidays or trips abroad will not be 
authorised during term time 

primaryoffice@smsj.london   For queries about breakfast, after 
school club or after school 
activities  

To request a space in the afterschool or breakfast 
club please come to the Neale House office to collect 
a registration form. You will then receive an email 
from the Primary office, with further information. 

primaryoffice@smsj.london  Please email the Primary office if 
there are updates to people who 
are authorised to collect your child 

Please complete the authorisation form. If there are 
any future changes to who is authorised to collect 
your child please email primaryoffice@smsj.london if 
an adult is collecting a child and you have not 
indicated this on the authorisation form or we do not 
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have written consent, then your child will not be sent 
home with that adult. 

How we will communicate with you:  
Spotlight Newsletter  This is a termly newsletter that allows us 

to celebrate a variety of different 
activities including learning, trips, 
workshops and sporting events that 
have happened over the term.  

Please note this will come out in the last 
week of the Autumn, Spring and Summer 
terms.  

Primary News Bulletin  This bulletin that will have key 
information including key dates, 
reminders to parents, and other useful 
information 

Please note this will be emailed out 
fortnightly 

Letters/Email/Text Messages Depending on the type of information it 
is that is being sent out key information 
will be sent via email, text message,  

Letters will be sent via email which will be 
on the website. If you are not receiving 
these please email 
primaryoffice@smsj.london   

Tapestry (Reception parents 
only)  

A letter is begin sent to introduce this 
new app to Reception parents.  
Please download this app on your 
phone to view your child’s learning and 
to see announcements/reminders from 
the class teacher 

Use this app to view your child’s work 
and make comments on their learning or 
activities. The messaging service for this 
will be turned off 

Classcharts  Please download this app on your 
phone to view your child’s behaviour 
points.  
Classcharts has all home learning tasks 
for you to view on a PowerPoint.  

There will be a homelearning task that is 
a project-based task that should be 
handed in at the end of the half term.    

Spellings  Spellings can be found on the Spelling 
Frame website.  
 

Instructions on which rule to follow can 
be found on your child’s home learning 
task via classcharts 

Homelearning Books All usernames and passwords can be 
found in the front cover of the home 
learning books.  

Any tasks that need to be written, should 
be written in the home learning books.  

Speaking to Teachers  At dismissal there is the opportunity to 
speak with your child’s class teacher, 
though please allow the teacher to 
dismiss the children safely and be willing 
to wait.  

If you do not get to see the teacher or it 
requires a longer meeting, please email 
primaryoffice@smsj.london with your 
concern and they will either respond or if 
necessary, organise a phone call.  

Online Apps  I have included a table below here 
about what apps we have available to 
students  

Please also use the guide to help you if 
you are unsure how best to use the apps 
provided.  

BoomReader  Please download this app on your 
phone to log into Boomreader. You will 
be able to see a comment left by your 
teacher which informs you of your 
child’s reading progress and any targets 
being worked on 

Please note this can change when 
different school activities or events take 
place however this is what the teachers 
will strive to achieve. Please be 
understanding and talk respectfully to 
teachers if you are worried if this has 
been missed. 
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Online Apps 
 
We have a range of apps available for you to use. Some of you have asked for clarity regarding expectations and how 
to use them below.  

 
Name of APP Optional or set? What is it? A guide on how to use 

Purple Mash  Optional – we 
won’t set ‘To Tasks’ 
for home, just in 
their computing 
lessons 

This is a great app for children to 
use in all areas of the curriculum. 
From the younger years, where 
they can use it to make their own 
creations, to practising their 
timetables to even coding games. 

Please login with your child using their login 
details 
Parent guide | Purple Mash | 2Simple - 
YouTube 
Please watch this video if you are unsure on 
how to use it.  

Times Table 
Rockstars 

Optional - except in 
Year 4 where some 
tasks may be set  

A fun app to help children learn 
their times tables!  

Please login with your child using their login 
details and practice explore and practice the 
times tables  

Oxford Owl  Set -Reception, Year 
1 and 2 only 

Part of children’s home learning. 
Children will be sent a new book 
every time they begin a new 
sound within their phonics 
session. This needs to be checked 
every week.  

Please read the guide on our website: EYFS-
Year-4-Reading-Parent-Information-
14.03.2023-1.pdf 
(smsjschool.s3.amazonaws.com) 

Spag.com Set - Years 1-6 This is a great site to focus and 
enhance children’s knowledge on 
spelling, punctuation and 
grammar. 

Please login with your child using the given 
username and password and complete the 
activity that has been set by the teacher 

Spelling 
Frame 

Set -Years 1-6 This is a brilliant site that allows 
children to engage with their given 
spellings for that week, in a fun 
and engaging way. There are 
games and assessments that can 
also be used. 

Please login with your child using the given 
username and password. Weekly spellings 
can be found on Class Charts.  

Mathsframe Set -Years 3-4 This is a new app which has been 
introduced to help us develop 
Maths home learning.  

Please login using the username and 
password that you will see on the 
homework slides. Follow the instructions 
that are on Class Charts. 

Sparx Maths Set -Years 5-6 This is a new app which has been 
introduced to help us develop 
maths home learning and will get 
more difficult according to your 
child’s ability.   

Please login using the username and 
password that has been given to your child. 
Complete the tasks that have been set for 
you by the class teacher. 

 
I hope the changes described above will improve our communication plan even further to best ensure that home 
and school work collaboratively together.   
 
Thank you for your ongoing support.  

     

 

Louisa Taylor     Luke Patterson 
Executive Primary Headteacher   Acting Head of Primary 
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