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7.1 The role of the key person and settling-in 
EYFS Key Themes and Commitments 
A Unique Child 1.2 Inclusive Practice 
 1.3 Keeping Safe 
 1.4 Health and Well-being 
Positive Relationships 2.2 Parents as Partners 
 2.4 Key Person 
Enabling Environments 3.2 Supporting Every Child 
 3.3 The Learning Environment 
Learning and Development  4.4 Personal Social and Emotional Development 

 

Policy Statement 
 
We believe that children settle best when they have a key person to relate to, who knows them 

and their parents well, and who can meet their individual needs. Research shows that a key 

person approach benefits the child, the parents, the staff and the setting by providing secure 

relationships in which children thrive, parents have confidence, staff are committed and the 

setting is a happy and dedicated place to attend or work in. 

 

We want children to feel safe, stimulated and happy in the setting and to feel secure and 

comfortable with staff. We also want parents to have confidence in both their children's well-

being and their role as active partners within the setting. 

 

We aim to make the setting a welcoming place where children settle quickly and easily because 

consideration has been given to the individual needs and circumstances of children and their 

families. 

 

The role of the key person is set out in the Welfare Requirements of the Early Years Foundation 

Stage. The procedures set out a model for developing a key person approach that promotes 

effective and positive relationships for children who are in settings. 

Procedures 
 We allocate a key person before the child starts. 

 Families are encouraged to visit the setting before the child starts. 

 The key person is responsible for the induction of the family and for settling the child into our 

setting. 

 The key person offers unconditional regard for the child and is non-judgemental. 
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 The key person works with the parents to plan and deliver a personalised plan for the child’s 

well-being, care and learning. 

 The key person acts as the main contact for the parents and has links with other carers 

involved with the child, such as a childminder and co-ordinates the sharing of appropriate 

information about the child’s development with those carers. 

 A key person is responsible for developmental records and for sharing information on a 

regular basis with the child’s parents to keep those records up-to-date, reflecting the full 

picture of the child in our setting and at home. 

 The key person encourages positive relationships between children in their key group, 

spending time with them as a group each day. 

 We promote the role of the key person as the child’s primary carer in our setting, and as the 

basis for establishing relationships with other staff and children. 

 

Settling-in 

 Before a child starts at pre-school, we invite the child and his/her parents/carers to visit the 

setting at least twice for settling-in sessions.  These sessions give the child an parents/carers 

an opportunity to meet their Key Person and to complete a Getting to Know You form and a 

Starting Points form.  A registration pack is given to parents at one of their settling in sessions 

 We allocate a key person to each child and his/her family before he/she starts to attend; the 

key person welcomes and looks after the child and his/her parents at the child's first session 

and during the settling-in process. 

 When a child starts to attend, we explain the process of settling-in with his/her parents and 

jointly decide on the best way to help the child to settle into the setting. 

 Younger children tend to take longer to settle in, as will children who have not previously 

spent time away from home. Children who have had a period of absence may also need their 

parent to be on hand to re-settle them. 

 We judge a child to be settled when they have formed a relationship with their key person; for 

example, the child looks for the key person when he/she arrives, goes to them for comfort and 

seems pleased to be with them. The child is also familiar with where things are and is pleased 

to see other children and participate in activities. 

 When parents leave, we ask them to say goodbye to their child and explain that they will be 

coming back, and when. 
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 We recognise that some children will settle more readily than others but that some children 

who appear to settle rapidly are not ready to be left.  

 We do not believe that leaving a child to cry will help them to settle any quicker. We believe 

that a child's distress will prevent them from learning and gaining the best from the setting. 

 The child's key person will comfort and distract them.  If they do not settle, we will telephone 

the parent to come back. 

 We will also telephone the parent to reassure them once we have settled a child. 

 We reserve the right not to accept a child into the setting without a parent or carer if the child 

finds it distressing to be left. This is especially the case with very young children. 
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7.2 Prospectus 
 

Prospectus 
 

Address:  Banstead Youth Centre, The Horseshoe, Banstead, Surrey, SM7 2BQ. 
Telephone number:  07814 791528 
E-mail: info@horseshoecommunitypreschool.co.uk 
 
 
The Horseshoe Community Pre-school aims to: 
 
 provide high quality care and education for children primarily below statutory school age; 
 work in partnership with parents to help children to learn and develop; 
 introduce the children to the Early Years Foundation Stage; 
 add to the life and well-being of its local community;  
 offer children and their parents a service which promotes equality and values diversity; and 
 prepare children for the school environment. 
 
As a member of The Horseshoe Community Pre-school, your child: 
 
 is in a safe and stimulating environment; 
 is given generous care and attention, because of our high ratio of adults to children; 
 has the chance to join with other children and adults to play and learn together; 
 is helped to take forward her/his learning and development by being helped to build on what 

she/he already knows and can do; 
 has a personal key person who makes sure your child makes satisfying progress; 
 is in a pre-school which sees you as a partner in helping your child to learn and develop; and 
 is in a pre-school in which parents help to shape the service it offers. 
 
The service offered by The Horseshoe Community Pre-school: 
 
We are open 5 days each week between 9.05am and 12.20pm.  Lunch club runs until 1.05pm 
Monday – Thursday and we offer extended days until 3.05pm Wednesday and Thursday. 
We provide care and education for young children between the ages of 2 and 5.  The latest Ofsted 
report (July 2015) can be accessed on the internet via the pre-school website or the Ofsted 
website, under non-domestic premises.  We have a copy in Pre-school if you would like to see it. 
The inspection results indicate: 
 good nursery education, 
 good being healthy, 
 good partnership with parents, 
 good for children enjoying and achieving, 
 good for helping the children to make a positive contribution; and 
 good for management and care of the children with special needs. 
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The curriculum provided by The Horseshoe Community Pre-school 
 
Children start to learn about the world around them from the moment they are born. The care 
and education offered by The Horseshoe Community Pre-school helps children to continue to do 
this by providing all of the children with interesting activities that are right for their age and stage 
of development. 
 
For children between the ages of 2 and 5 years, the pre-school provides a curriculum for the 
foundation stage of education. This curriculum is set out in the Early Years Foundation Stage 
(EYFS) supported by the Department for Education.  The Horseshoe Community Pre-school follows 
this guidance. 
 
The four themes of the EYFS underpin all guidance, which are: 
 
A unique child 
Every child is a unique child who is constantly learning and can be resilient, capable, confident and 
self-assured. 
 
Positive relationships 
Children learn to be strong and independent through positive relationships. 
 
Enabling environments 
Children learn and develop well in enabling environments, in which their experiences respond to 
their individual needs and there is a strong partnership between practitioners and parents and 
carers. 
 
Learning and development 
Children develop and learn in different ways.  The framework covers the education and care of all 
children in early years provision, including children with special educational needs and disabilities. 
 
Practitioners teach children by ensuring challenging, playful opportunities across the prime and 
specific areas of learning and development. 
 
 
The guidance divides children's learning and development into 3 prime areas and 4 specific areas: 
 
Prime areas 
 personal, social and emotional development; 
 physical development; 
 communication and language. 
 
Specific areas 
 literacy; 
 mathematics; 
 understanding the world; 
 expressive arts and design. 
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For each area, the guidance sets out early learning goals. These goals state what children are expected to 
know and be able to do by the end of the reception year (within a school setting) of their education. 
 
Play helps young children to learn and develop through doing and talking, which research has 
shown to be the means by which young children think.  The Horseshoe Community Pre-school 
uses the early learning goals and the development matters (as set out by the Government) to plan 
and provide a range of play activities which help children to make progress in each of the areas of 
learning and development. In some of these activities children decide how they will use the 
activity and, in others, an adult takes the lead in helping the children to take part in the activity. In 
all activity’s, information from the early learning goals and development matters have been used 
to decide what equipment to provide and how to provide it. 
 

Personal, social and emotional development 
 
This area of children's development covers: 
 having a positive approach to learning and finding out about the world around them; 
 having confidence in themselves and their ability to do things, and valuing their own 

achievements; 
 being able to get on, work and make friendships with other people, both children and adults; 
 becoming aware of and being able to keep to the rules, which we all need, to help us to look 

after ourselves, other people and our environment; 
 being able to dress and undress themselves, looking after their personal hygiene needs; and 
 being able to expect to have their ways of doing things respected and to respect other 

people's ways of doing things. 
 
Communication and language 
 
This area of children's development covers: 
 being able to use conversation with one-person, small groups and large groups to talk with 

and listen to others; 
 adding to their vocabulary by learning the meaning of and being able to use new words; 
 being able to use words to describe their experiences; and 
 listening to and talking about stories, songs and rhymes. 
 

Physical development 
 
This area of children's development covers: 
 gaining control over the large movements which we can make with our arms, legs and bodies, 

so that they can run, jump, hop, skip, roll, climb, balance and lift; 
 gaining control over the small movements we can make with our arms, wrists and hands, so 

that they can pick up and use objects, tools and materials; and 
 learning about the importance of - and how to look after - their bodies. 
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Literacy 
 
The area of children’s development covers: 
 knowing how to handle books and learning that they can be a source of stories and 

information; 
 knowing the purposes for which we use writing;  
 making their own attempts at writing; and 
 getting to know the sounds and letters which make up the words we use. 

 

Mathematics 
 
This area of children's development covers: 
 building up ideas about how many, how much, how far and how big; 
 building up ideas about patterns, the shape of objects and parts of objects, and the amount of 

space taken up by objects; 
 starting to understand that numbers help us to answer questions about how many, how 

much, how far and how big; 
 building up ideas about how to use counting to find out how many; and 
 being introduced to finding the result of adding more or taking away from the amount we 

already have. 
 

Understanding the world 
 
This area of children's development covers: 
 finding out about the natural world and how it works; 
 finding out about the made world and how it works; 
 learning how to choose - and use - the right tool for a task; 
 learning about computers, how to use them and what they can help us to do; 
 starting to put together ideas about past and present, and the links between them; 
 beginning to learn about their locality and its special features; and 
 learning about their own and other cultures. 
 

Expressive arts and design 
 
This area of children's development covers: 
 using paint, materials, music, dance, words, stories and role-play to express their ideas and 

feelings; and 
 becoming interested in the way that paint, materials, music, dance, words, stories and role-

play can be used to express ideas and feelings. 
 
As part of the curriculum we encourage children to bring in objects relating to our 
topic/letter/number/colour/theme for which an award is given on a weekly basis. 
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Information about our topics can be found on the notice board (by the bar area), please look 
weekly for updates and on our Facebook page. 
 
As part of the curriculum, we also enjoy outside visits including: 
 the library 
 train/bus trips 
 Museums 
 the farm 
 the park 
 local shops 
 Banstead Infant School 
 

Working together for your children 
 
The Horseshoe Community Pre-school has a high ratio of adults to children, the legal ratio is 1:8 
for 3-4 year olds and 1:4 for 2 year olds.  We like to work on 1 adult:5 children in the setting. This 
helps us to: 
 give time and attention to each child; 
 talk with the children about their interests and activities; 
 help children to experience and benefit from the activities we provide; and 
 allow the children to explore and be adventurous in safety. 
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The staff who work at The Horseshoe Community Pre-school are: 
 

Name Job Title Qualifications and Experience     
 

Kerry O’Neill 

Manager 
SENCO 

Designated Safeguarding 
Lead (DSL) 

Data Controller 

NVQ Level 3 Childcare Learning 
Development (CCLD) 
Paediatric First Aider 

Healthy and Safety Certificate 
Food Hygiene Certificate 

Carol Clisby 

Deputy Manager 
Deputy SENCO 

Deputy Designated 
Safeguarding Lead (DDSL) 

Early Years Practitioner 
Health and Safety Officer 

NVQ Level 3 Childcare 
 Paediatric First Aider 

Health and Safety Certificate 
Food Hygiene Certificate 

Michele Brown 

Early Years Practitioner 
Third in Charge 

2-Year Old Advocate 
 

NVQ Level 3 Childcare 
Paediatric First Aider 

 
Sue Langridge 

 

Early Years Practitioner 
Equal Opportunities  

Co-Ordinator 

NVQ Level 2 Childcare 
Paediatric First Aider 

 

 
Toni Marshall 

 

 
Early Years Practitioner 

 

NVQ Level 3 Childcare 
 Paediatric First Aider 

 

Rachel Head Early Years Practitioner 
NVQ Level 3 Childcare 
Paediatric First Aider 

 
 

Lisa Martin 
 

Early Years Practitioner NVQ Level 2 Childcare 
Paediatric First Aider 

Anna Scott 

 
Administrator 

Data Protection Officer 
 

 

 

Key Person 
 
Your child's key person works with you to ensure your child’s needs are met whilst at pre-school. 
When your child first starts your key person will help your child to settle in and help your child to 
benefit from the pre-school's activities.  On your child’s settling in days your Key Person will 
complete a Getting to Know You form and starting points form with you.  This, along with the 
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other information provided by you, before your child starts with us, will enable us to plan 
activities relating to your child's interests.  Each key person is responsible for up to 8 children. 
 

How parents take part in the pre-school 
 
The Horseshoe Community Pre-School recognises parents as the first and most important 
educators of their children.  All of the staff see themselves as co-workers with you in providing 
care and education for your child. There are many ways in which parents take part in making the 
pre-school a welcoming and stimulating place for children and parents, such as: 
 

 
 exchanging knowledge about their children's needs, activities, interests and progress with the 

staff; 
 helping at sessions of the pre-school; 
 sharing their own special interests with the children i.e. cooking, music, story telling, etc; 
 being part of the committee of the pre-school; 
 joining in community activities in which the pre-school takes part; 
 building friendships with other parents in the pre-school; 
 attending parent consultations with your child’s key person to discuss next steps for your 

child; 
 completing the Update Information sheet which is provided each term; 
 all parents are asked to read the Pre-School Policies when their child joins pre-school and 

these are accessible via our website or we have a paper copy upon request. 
 

Records of achievement 
 
The pre-school keeps a Surrey County Council Profile for each child. Staff and parents work 
together on their child's Profile, which is one of the ways in which The Horseshoe Community Pre-
school and parents work in partnership. Your child's Profile helps us to celebrate together her/his 
achievements and to work together to provide what your child needs for her/his well-being and to 
make progress.  This will give her/him an opportunity to be aware of their achievements during 
their time at pre-school. 
 
Your child's key person will work with you to keep this Profile. To do this you and they will collect 
information about your child's needs, activities, interests and achievements. This information will 
enable the key person to identify your child's stage of progress. You and the key person will then 
decide on how to help your child to move on to the next stage.  
 
As well as gaining qualifications in early years care and education, the pre-school staff take part in 
further training to help them to keep up-to-date with early years care and education. 
 

The pre-school's timetable and routines 
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The Horseshoe Community Pre-school believes that care and education are equally important in 
the experience we offer children. The routines and activities that make up the pre-school's 
session/day are provided in ways that: 
 
 help each child to feel that she/he is a valued member of the pre-school; 
 ensures the safety of each child; 
 helps children to gain from the social experience of being part of a group; and  
 provides children with opportunities to learn and help them to value learning. 
 

The session 
 
The pre-school organises its sessions so that the children can choose from and work at a range of 
activities and, in doing so, build up their ability to select and work through a task to its 
completion. The children are also helped and encouraged to take part in adult-led small and large 
group activities which introduce them to new experiences and help them to gain new skills, as 
well as helping them to learn to work with others.  
 
Outdoor activities contribute to children's health, physical development and knowledge of the 
world around them. The children have the opportunity and are encouraged to take part in 
outdoor child-chosen and adult-led activities, as well as those provided in the indoor playroom. 
 

Snack time and lunch time 
 
Food 
Our snack bar is open between 10.30am-11.15am each morning.  Children independently choose 
when and what they would like to eat from what’s on offer at the snack bar.  They will sit with a 
small group of children and the member of staff running the snack bar, they will also have a drink 
of milk or water too.  We make eating a social time, children and staff sit together in small groups 
as this encourages the children to sit down, build on social friendships and adult/child 
relationships.  It can give the opportunity to try new foods, this is particularly helpful to the 
reluctant eater, and making for a more relaxed environment for children to enjoy food.    The 
healthy snacks consist of fruit, vegetables, sandwiches, humus, breadsticks, cheese and crackers, 
etc and foods relating to our current topic.   All children are encouraged to try different foods.  
Any dietary needs or allergies can be catered for as long as we know about them. 
 
Drink 
Water has been proven to help children with learning, as dehydration makes the body function 
slower.  We encourage the children to drink water by bringing in their own water bottle so they 
may drink when they want to.  Please provide a water bottle (named) filled with water only.  
Please remember to collect it at the end of the session.  At snack time we provide a choice of 
semi-skimmed milk and water. 
 
Packed Lunches 
 
If you are sending your child in with a packed lunch please ensure it is healthy and balanced. 
 



13 
 

 
A balanced packed lunch should contain: 
 

 Starchy foods – including bread, rice, potatoes and pasta  
 Protein foods – including meat, fish, eggs, and beans 
 A dairy item – this could be cheese or a yoghurt 
 Vegetables or salad 
 A portion of fruit 

 
Starchy foods are a good source of energy and should make up a third of the lunchbox.  Instead of 
just sandwiches try children with bagels, pitta bread and wraps.  Use brown, wholemeal or seeded 
bread. 
 
If you put grapes in your child’s lunch box, please cut them in half length-ways as a whole grape of 
a grape cut the wrong way is a choking hazard. 
 
Please ensure there are no sweets or chocolates in your child’s packed lunch. 
 
Please take a look at the NHS Change for Life website for lots of ideas on healthy packed lunches. 
 
https://www.nhs.uk/change4life/recipes/healthier-lunchboxes 
 
The NHS Change for Life website has lots of information including information on ‘Me-sized 
Meals’.  Meals including packed lunches should be the right size for your child, not too much and 
not too little.  
 

Policies  
 
The pre-school's policies are available on our website and upon request a paper copy can be 
provided.  We ask all parents to read these and would welcome your comments.  
 
The pre-school's policies help us to make sure that the service provided by the pre-school is of a 
high quality and that being a member of the pre-school is an enjoyable and beneficial experience 
for each child and her/his parents. 
 
The staff and management committee of the pre-school work together to adapt the policies and 
you will all have the opportunity to take part in the annual review of the policies. This review 
helps us to make sure that the policies enable the pre-school to provide a quality service for its 
members and the local community. 
 

Additional needs 
 
As part of the pre-school's policy to make sure that its provision meets the needs of each 
individual child, we take account of any additional needs which a child may have. 
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The pre-school works to the requirements of the SEND Code of Practice for 0-25. The pre-school's 
Special Educational Needs Co-ordinator (SENCO) is Kerry O’Neill if you have any queries, please 
do not hesitate to speak to Kerry. 

 

The management of Pre-school 
 
A parent/staff management committee, whose members are elected by the parents of the 
children who attend the pre-school, manages the pre-school. The elections take place at the pre-
school's Annual General Meeting (AGM) which is held in June each year.  If you choose to join our 
committee it is an OFSTED requirement that we undertake a Criminal Records check from the 
Disclosure and Barring Services (DBS).    
 
The committee is responsible for: 
 overseeing the pre-school's finances; 
 making sure that the pre-school has and works to policies which help it to provide a high-

quality service; and 
 making sure that the pre-school works in partnership with the children's parents. 
 
The Annual General Meeting (AGM) is open to the parents of all the children who attend the pre-
school and is also extended to the parents of children due to start in the following September.  
 

Fees 
 
In order for us to access the Nursery Education Grant for your child please bring your child’s full 
original Birth Certificate on the day your child first attends pre-school. 
 
Fees are currently £17.75 per session, which are payable half termly in advance.  After this time, 
the Nursery Education Grant scheme comes into operation and an additional service fee is due of 
£4.75 per session, payable half-termly in advance.  Fees are subject to change and you will be 
given notice of any changes. 
 
All fees must still be paid if your child is absent for any reason 
 
Your child will be eligible for Nursery Education Grant the term after their 3rd birthday.  This 
entitles them to 3 hours free nursery education per session.   Our session time is 3.25 hours, 
which is 15 minutes longer than your free entitlement (3 hours per day). We ask that parents pay 
a fee to fund the additional time and services offered to you, this is in proportion with the fees 
paid by any children not receiving Nursery Education Grant.  We are unable to offer access to the 
free entitlement only. If you have any difficulty in paying the fees please speak to Kerry or Anna, 
in confidence.   A payment schedule may be arranged. 
 
The Nursery Education Grant covers your child to attend a setting that is open 38 weeks per year.  
The Horseshoe Community Pre-school is open 33 weeks per year, so you are not able to access 
the balance of 5 weeks funded sessions elsewhere.  The only exception to this is if your child 
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attends a second setting which is open for 38 weeks, you are then able to access the full 
entitlement for those sessions. 
 
Please also see our Flu Pandemic/Emergency Closure Policy for details on fees/payments during 
emergency closure. 
 
 
 
Absence during term time 
 
If you decide to take your child out of pre-school during term time, for example to go on a family 
holiday, please let us know in writing (email) before the start of the intended absence, informing 
us of the duration of absence and the date of return.  If your child is going to be absent due to 
illness, please telephone in the morning informing of the nature of the illness, especially if it is 
contagious, followed by a letter upon their return.  These are requirements by Surrey County 
Council especially for funded children.  If you have any queries regarding this please speak to 
Kerry O’Neill or Anna Scott. 
 
Notice Period 
 
If your child leaves Pre-School we require either half a working term’s notice in writing or the fees 
due for the half term.  For example, to not return in September please hand in notice by the end 
of May half term holiday otherwise you will be charged the fees due from the beginning of 
September to the October half term. If you do not give the correct notice period this may affect 
your entitlement to claim any funding from Surrey County Council.  Please speak to Kerry or Anna 
if you have any queries regarding this. 
 
By giving us the correct notice, it will either give us time to fill the space or not leave us in a 
financial deficit. We would remind you that we are a non-profit-making organisation.  Please note, 
children who are receiving the 3 and 4-year-old funding who move settings during the term may 
not be entitled to funding at the new setting they attend. 
 
 

Starting at The Horseshoe Community Pre-school 

 

The first days 
 
The pre-school has a policy about helping children to settle into the pre-school as we want your 
child to feel happy and safe at the setting. To make sure that happens, your key person will work 
with you to decide on how to help your child to settle into pre-school.  
 
Arrival at Pre-School 
 
When your child arrives at Pre-school, they will have a named peg in the cloakroom to hang their 
coat and bag.  Please help your child to look for and recognise their name, to help with name 
recognition, and build up to your child finding their name independently.   
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A member of staff will be at the door to welcome you and your child when the session begins.  
Once all the children are safely in, the door is locked and will remain locked throughout the 
session. 
 
Self-Registration – as children enter the hall, a member of staff completes the register, another 
member of staff helps children to find their name card and place it on the registration board.   
 
In the first few days your child may need your support to settle them down before you leave, if 
you feel they would benefit from bringing in a comfort toy from home then please do so.  We will 
often call parents to let them know their child has settled, please feel free to contact us at any 
time to see how your child is doing. 
 

Clothing 
 
The pre-school provides a uniform, which consists of sweatshirts and t-shirts.  These are not 
compulsory, but we strongly recommend purchasing them to encourage a sense of belonging for 
your child and to save “normal” clothing from getting spoilt by paint or glue stains.  These will be 
available to purchase before a child joins us. The sweatshirts are £10.00 and the t-shirts are £6.00.  
A drawstring bag is also available, with the pre-school logo, at a cost of £4.00 each. 
 
Please remember to send your child with a coat each day as we encourage outdoor play and 
sunhats in the summer.  We would ask that you put sun cream onto your child before the pre-
school session during the hot weather. 
 
The pre-school provides protective clothing for the children when they play with messy activities. 
 
A clean hand towel is provided for each child, these are used to dry their hands after washing 
them in the hall and after washing them when using the toilet. 
 
The Pre-school encourages children to gain the skills which help them to be independent and look 
after themselves. These include the toilet area and taking off - and putting on - outdoor clothes. 
Please provide clothing which is easy for them to manage, sometimes dungarees or lace up 
shoes/boots are too difficult for the children to manage on their own.  We do have a changing 
mat for changing of nappies and a supply of spare clothing for the odd accident.  If your child is 
just out of nappies please can you send them with more than one spare set of clothes.  If your 
child is in nappies/pull ups please can you provide them with wipes, bags and spare nappies/pull 
ups.  Long hair should be tied back before arriving at Pre-School.  We are a no jewellery school, as 
this interferes with safe play. 

 

Sickness/Infectious conditions 
 
We operate a 48-hour exclusion policy for any sick or infectious children.  Please do not bring 
them to Pre-School for the 48 hours after their last bout of illness as infections spread very rapidly 
among small children.  This is in accordance with the Health Protection Agency guidelines. 
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Head lice – We would ask that everyone checks their children’s hair regularly and treats if 
appropriate.  If we discover head lice at pre-school, we would suggest to parents that they might 
like to come and collect their child, treat immediately, once treated correctly your child can return 
to pre-school.  If your child has hair long enough to tie up, please can you ensure this is done. We 
inform all parents when a case of headlice has been found. 
 
 
Collecting your child 
 
Please ensure the Collection Photographs form is completed with photographs and written 
information of all persons that may collect your child.  We understand that sometimes you will 
not be able to drop off/collect your child from Pre-School.  If this is a permanent arrangement, i.e. 
with a childminder, we would ask you to confirm this in writing to us, stating which days your child 
will be dropped off/picked up and who is doing this.  We would ask that we meet the childminder 
if they are not already known to us.  If the collection arrangements are just changing  
 
for the odd day, we would ask that you inform the Manager or Deputy Manager.  If it is possible, 
we would like to meet any one who may be picking them up before they collect your child.   
 
Late collection 
 
Late collection of your child may incur an additional fee of £30 per half hour or part thereof.  Such 
charges will be decided at the discretion of the Pre-school Manager and/or the Management 
Committee. 
 
The Horseshoe Community Pre-school hopes that you and your child enjoy being members of the 
pre-school and that you both find taking part in our activities interesting and stimulating. The staff 
are always ready and willing to talk with you about your ideas, views or questions.  The end of the 
session is better for the staff as they will have more time to sit down with you. 
 
If you have any further questions please feel free to pop in and see us or call us on 07814 791528. 
 
Kerry O’Neill 
Manager 
 
Please sign and return on your child’s first day to confirm you have read and agree to the terms 
set out in the Prospectus. 
 
 
 
Child’s Name……………………………………………………….…………… 
 
Parent/Carer Name……………………………………….…………………. 
 
I confirm that I have read The Horseshoe Community Pre-School Prospectus and agree to the 
terms set out in the Prospectus. 
 
 
Parent/Carer Signature…………………..………………..………….…  Date ……………..……………………..  
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7.3 Writing and Reading Policy 
 
EYFS Key Themes and Commitments 
 
A Unique Child 1.2 Inclusive Practice 
Positive Relationships 2.2 Parents as Partners 
Enabling Environments 3.2 Supporting Every Child 
 3.3 The Learning Environment 
Learning and Development 4.1 Play and Exploration 
 4.2 Active Learning 
 4.4 Areas of Learning and Development 
 
At The Horseshoe Community Pre-School our policy is to encourage each child to become a confident 

writer. All children should believe that they can write. Our aim is to develop the children’s ability to learn 

independently.  We plan to achieve this by:- 

 

 Providing each child with time and opportunities to explore their own ideas and experiment with letter 

forms. 

 Offering adult support, praise and encouragement when children are developing their emergent 

writing skills. A copy of the stages of emergent writing is available via the link or upon request from the 

pre-school manager. 

https://www.surreycc.gov.uk/__data/assets/pdf_file/0003/95007/Development-of-mark-making.pdf 

 By modelling the writing process for the children, i.e. on the top right hand of their pictures, writing 

lists, cards and words for the children to become aware that writing is for a purpose. 

 Improving each child’s fine motor skills by offering drawing, colouring, scissor skills, threading, dough, 

construction, sand, water and painting. 

 Promoting print in our environment through posters, photo captions, lists, daily contact with books 

and labelling resources. 

 On arrival each morning, all the children are encouraged to find their name on the mat.  The children 

are encouraged to use these cards to help them name their work. 

 The children will be offered a wide range of stories including traditional tales, from both ours and other 

cultures. We have some dual language books.  The children are encouraged to look at a wide range of 

non-fiction books to support their learning in our different topics. 

 We use story sacks, visual aids and have a wide range of puppets and figures to bring each story to life 

and motivate the children to listen. 

 Your child will be encouraged to write their own name in the top left-hand corner of any picture 

(where possible) in order to teach them that reading and writing in English is from left to right and top 

to bottom. 
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We encourage writing in the role play area and have a separate writing area offering the children 

opportunities to:- 

 Write greetings cards, lists, postcards, address envelopes, fill in diaries, calendars, notebooks, drawing 

pictures, creating picture stories, filling in forms e.g. shopping lists, recipes, telephone messages and 

use a variety of mark making equipment e.g. wax crayons, felt tips, charcoal, chalks etc. 

 We follow the same sound program as Banstead Infant School which is Jolly Phonics. 

 


