
Welcome to
Nursery

For New BST Nursery Parents



Head Teacher’s Welcome

It is my pleasure to welcome you to The British School in Tokyo and 
especially to our Nursery year group. Our Nursery children enjoy a safe, 
happy and secure environment; we are always delighted with how they 
settle in and develop into enthusiastic and independent learners.

We follow the UK Early Years Foundation Stage curriculum, with the 
children working towards achieving the Early Learning Goals. They learn 
through a carefully planned blend of both teacher-led and independent 
activities set up across our indoor and outdoor learning environments. 
There are plenty of opportunities for hands-on, physical and creative 
activity as well as a focus on speaking and listening skills, personal, social 
and emotional development and physical skills to ensure readiness for early 
reading and writing. These are designed to support and challenge all ages 
and abilities. Our Nursery children thoroughly enjoy their day.

I hope the information below helps to support you and your child as you 
join BST. I look forward to working with you.

Fiona Read 
Head of Primary School



Lianne Takeda
Class Teacher

Joshua Bateson
Class Teacher

Nursery Class Teachers



During the first two weeks of the year children will work with all the 
teachers in the Nursery, at the end of this settling in period they will be put 
in a class.
 
Starting Nursery:
 
During the first three weeks, Nursery children have a reduced timetable, 
gradually building up to a full day to allow them to settle in.
 
Week 1

8.35am Arrival & Settling All Nursery families should enter using the back 
gate (see last page for detail information)

On arrival please find your child’s cubby and enter the Nursery via the 
Poppies door (at the end of the corridor).  Our youngest learners can find it 
difficult to say goodbye during their first few days at school, we expect this 
and have a range of ways to help children settle. To help with this, you may 
need to leave even though your child remains visibly upset. Usually children 
calm down and begin to enjoy activities within a few minutes. If there ever 
is a concern, we would inform you immediately so we do ask that once you 
have dropped off your child you resist coming back in!

8.50am Registration 
Teachers will register the children in 2 groups and encourage them to 
explore all areas of the Nursery.

9am Outdoor Learning

10am Phonics

10.15am Activity time / Snack time 

11.30am Circle time / Story time

Noon Dismissal 
Please collect your child from Poppy classroom door (the same door they 
were dropped off at).



Weeks 2 and 3

8.35am Arrival
 
8.50am Registration
 
9am Outdoor Learning
 
10am Phonics
 
10.15am Activity time/ Snack time
 
11.45am Circle time / Story time
 
Noon Lunch
 
1pm Dismissal 

At the end of week 2, you will be informed of which teacher your child will 
be with. 



Week 4 Onwards Sample Nursery Day:
 
8.35am Arrival
 
8.50am Registration

We will call the children to registration at 8.50. Please make sure all children 
are in the classroom and settled by this time. Parents should leave before 
registration begins.

9 - 10am Outdoor Learning 

Children will take part in a selection of activities in our outdoor learning 
environment that are designed to develop a range of skills.
 
10 - 10.15am Phonics Session
 
10.15am - Noon Activity time
All children will have an opportunity to work both independently and with 
an adult to explore all areas of the curriculum

Noon - 1pm Lunchtime
 
1 - 2pm Specialist Lessons
 
2 - 2.30pm Outdoor Learning
 
2.30 - 2.45pm Circle Time
 
2.45pm Dismissal



Routines:
 
Morning arrival:

• Nursery children and their families enter through the rear staircase, 
doors are opened at 8.35am

• Children must be accompanied to their classroom.  We take the register 
at 8.50am and all children should be in class by this time.

• Children complete their morning tasks. Please encourage your child to be 
as independent as possible when completing these tasks in the morning:

  -Lunch box, snack and water bottle into the lunch room 
  -Self register 
  -Change their reading book and answer the daily question
  -Say goodbye to parents and choose from selection of activities 
 
Attendance
If your child will be absent or late, please email priabsence@bst.ac.jp before 
8am with the following information:

Student’s Full name: 
Class: 
Absent or Late: 
Reason for absence/lateness: 

These emails will be delivered straight to our Front Reception Desk Team 
who will notify teachers. You will receive an automated response to let you 
know that the message has been received. Any emails sent to teachers will be 
forwarded to this address, so please email it directly to avoid any confusion.

Lateness
Any child arriving after the registers have been taken (8.50am) must report to
the Receptionist before entering class.

Request for leave of absence
Regular attendance at school is expected, so please refrain from arranging 
family holidays during term time. If you need to take your child out of school,
please contact the Head of Primary in writing by email fread@bst.ac.jp



Lunch and Snack:

Children need to bring a healthy snack and packed lunch in separate 
containers each day. Please do not include any nuts in snacks and lunches, 
as due to allergies, BST is a nut-free zone. Please be sure to pack food items 
that are simple for your child to eat independently, in containers which can 
be easily opened and closed. Toothpicks should not be included.

Afternoon collection:

• Children are collected at the classroom at 2.45pm
• Children with older siblings can take part in the sibling pick up system. 

Children wait in one of the Nursery classrooms to be collected by their 
older sibling and are brought down to the normal collection point for the 
oldest child.

• If your child is going to be collected by a different adult or is going on a 
play date with a classmate, please inform your child’s class teacher in the 
morning and complete a pick up slip located on the door of your child’s 
classroom.

• If pick up arrangements change during the day, please call the school 
office before 2pm and the information will be relayed to us.

 
Your child needs to have at school:

• Backpack
• Small healthy snack
• Lunch
• Wellington boots
• Indoor shoes (non-marking white-soled trainers)
• Change of clothes - including underwear and socks!
• Plastic bag for wet clothes
• Sun hat
• Raincoat and rain trousers
• Small water bottle (one with a strap is best)

Please label all your child’s belongings (even pants and shoes!) so that we 
are able to return them should they go missing.



 

Toilet training:

Children are reminded to go to the toilet frequently and accidents do still 
happen at this age, but all children must be toilet trained when starting 
Nursery. Nappies should not be worn to school.

Handy Hints:

Nursery follows the same behaviour policy as the rest of the school. This 
consists of the five ‘Handy Hints’: Think carefully, look carefully, listen 
carefully, share everything, always try your best. The children are introduced 
to these expectations when they first begin Nursery and they are positively 
reinforced throughout their time at the school.

Birthdays:

Parents are welcome to send in individual cupcakes for children’s birthdays 
to share and send home. Please ensure there are no nut products in the 
ingredients.
 
Uniform:

Uniforms must be bought directly from the official uniform supplier. 
Uniform and label information can be found on the school website: 
www.bst.ac.jp/useful-information/school-uniform/
 
Newsletters:

Keep up to date by reading the Nursery newsletter published every Friday.
 

We look forward to welcoming you to BST! 



Nursery Drop Off Information

Nursery and Reception children enter school through the back door from 
8.35am and go straight up the back staircase, directly to their classrooms. 
Car drop off is not available at the back door, please use the front door when 
your child is ready for this. Please continue to use the lift if you need to with 
a buggy.

As normal, on rainy mornings all children can go straight up to their class-
rooms from 8.15am from their designated door.





Map & Directions
www.bst.ac.jp/useful-information/facilities-directions

Address
The British School in Tokyo
1-21-18 Shibuya, Shibuya-ku
Tokyo 150-0002

Train Times
www.hyperdia.com/en

ブリティッシュ・スクール・イン東京
〒150-0002

東京都渋谷区渋谷1-21-18


