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Welcome 
 

Welcome to Potterspury Pre-School. 
 
Our sessions are run from a purpose built pre-school building, completed in January 2011, within the 
grounds of John Hellins Primary School, with an outdoor play area and gazebo. 
 

                      
 
Potterspury pre-school is a registered charity (number 287096) and a member of the Pre-school 
Learning Alliance (PLA). We are regularly inspected by OFSTED (number 219968) to ensure that high 
standards of care and education are maintained. 
 

Our Aims 
 

 To provide high quality care and education for children from 2 years and 9 months of age 
until they start school. 

 
 To make learning fun. 

 
 To provide a safe and stimulating environment where children feel included, secured and 

valued. 
 

 To ensure equality of opportunity for all children and families. 
 

 To work together in partnership with parents to help all the children learn and develop. 
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Sessions 
 
The pre-school is open for 38 weeks per year during school term time, following the John Hellins 
school term dates. 
 
We are open 5 days per week, offering morning and afternoon sessions, lunch club and, where there 
is sufficient demand, early drop off and late pick up options. 
 
Our current admission age is 2 years 9 months or older. 
 
All our sessions cater for children from 3 years old. 
 
Children from 2 years 9 months up to 3 years of age are welcome to attend from our lunch session 
onwards. 
 
Our session times are as follows: 
 
Early start session: 08:15 - 08:45 
Morning session: 08:45 – 11:45 
Lunch session: 11:45 – 12:15 
Afternoon session: 12:15 – 15:15 
Late finish session: 15:15 – 15:45 (not Friday) 
 
The early start and late finish sessions will only run if there is sufficient demand for them. 
 
Those children attending a lunch session should be provided with a packed lunch box and drink, all 
clearly labelled with the child’s name and containing a suitable ice/chiller pack to keep the contents 
cool until lunchtime. To protect those children with allergies, the pre-school operates a nut and 
peanut ban – please ensure that your child’s lunch does not contain nuts or peanuts, or any 
products containing them. 
 

Fees 
 
Our fees are currently £12.50 per 3 hour session (AM or PM) and £2.00 for each of the 30 minute 
sessions (lunch, early start and late finish). 
 
Fees will be invoiced monthly in advance, and payment should be made without delay. If you have 
difficulties in making payment on time, please speak to the Manager or Administrator who will deal 
with the matter in confidence. Lateness in payment may result in your child losing their pre-school 
place. We cannot refund any fees if your child is away for any reason, e.g. holidays or sickness. 
 
Fees are set by the Committee in line with pre-school running costs. We do not make a profit and 
aim to keep our fees as low as possible. 
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Early Education Funding 
 
Children become eligible for Early Education Funding from the “Calendar Block” starting after their 
third birthday. In our setting this can currently be taken as up to 15 hours per week, for 38 weeks 
per year.  
Many children are now eligible for the extended 30 hours entitlement – we can accept children for 
between 15 and 30 hours per week under this entitlement on provision of their valid eligibility code 
and the applying parent’s national insurance number. Parents must obtain their code during the 
calendar block before the required start of funding, and are responsible for re-checking eligibility 
every 3 months. 
We are also registered to accept children eligible for two year old funding under the Free (Funded) 
Childcare and Education for Two Year Olds scheme. To check whether you are eligible for funding 
under this scheme, please check your local authority website. For Northamptonshire this is at: 
http://www.northamptonshire.gov.uk/en/councilservices/children/early-learning-
childcare/pages/free-childcare-for-2-year-olds.aspx.  
Children eligible for the 2 year old funding will receive a code which we will need in order to claim 
this funding for your child. 
In order for any of the above funding to be claimed for your child, you will be asked to complete a 
form which you must sign to confirm the number of sessions you are claiming. Funding is paid 
directly to the pre-school, and we are responsible for making the claim. 
Any sessions taken over and above a child’s funding entitlement will be charged at the non-funded 
rate (see above). 
Calendar blocks are as follows: 
1st September – 31st December, 1st January – 31st March, 1st April – 31st August. 
 
Potterspury Pre-School is registered to provide education to Early Years children, and receives Early 
Education Funding from Northamptonshire County Council. We are required to provide a high 
quality educational programme based on the Early Years Foundation Stage of the National 
Curriculum. To ensure that high standards are maintained, we are regularly inspected by Ofsted (the 
official body for inspecting schools). At our most recent inspection in December 2015 we were rated 
as a “Good” setting. 
 

Early Years Foundation Stage 
 
Early Years Foundation Stage is the period of education for all children 
from birth until the age of five, which will take them to the end of their 
reception year at school. It provides children with secure foundations for 
continuous learning, building on the learning that children will have 
gained at home. The EYFS covers 3 “Prime areas” and 4 “Specific areas” of 
learning: 

 
The Prime areas of learning 
 
Communication and language 
Listening and attention: children listen attentively in a range of situations. They listen to stories, 
accurately anticipating key events and respond to what they hear with relevant comments, 
questions or actions. They give their attention to what others say and respond appropriately, while 
engaged in another activity. 
 

http://www.northamptonshire.gov.uk/en/councilservices/children/early-learning-childcare/pages/free-childcare-for-2-year-olds.aspx
http://www.northamptonshire.gov.uk/en/councilservices/children/early-learning-childcare/pages/free-childcare-for-2-year-olds.aspx
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Understanding: children follow instructions involving several ideas or actions. They answer ‘how’ 
and ‘why’ questions about their experiences and in response to stories or events. 
 
Speaking: children express themselves effectively, showing awareness of listeners’ needs. They use 
past, present and future forms accurately when talking about events that have happened or are to 
happen in the future. They develop their own narratives and explanations by connecting ideas or 
events. 
 
 
Physical development 
Moving and handling: children show good control and co-ordination in large and small movements. 
They move confidently in a range of ways, safely negotiating space. They handle equipment and 
tools effectively, including pencils for writing. 
 
Health and self-care: children know the importance for good health of 
physical exercise, and a healthy diet, and talk about ways to keep 
healthy and safe. They manage their own basic hygiene and personal 
needs successfully, including dressing and going to the toilet 
independently once they are able.  
 

Personal, social and emotional development 

Self-confidence and self-awareness: children are confident to try new 
activities, and say why they like some activities more than others. They 
are confident to speak in a familiar group, will talk about their ideas, and will choose the resources 
they need for their chosen activities. They say when they do or don’t need help. 
 
Managing feelings and behaviour: children talk about how they and others show feelings, talk about 
their own and others’ behaviour, and its consequences, and know that some behaviour is 
unacceptable. They work as part of a group or class, and understand and follow the rules. They 
adjust their behaviour to different situations, and take changes of routine in their stride. 
 
Making relationships: children play co-operatively, taking turns with others. They take account of 
one another’s ideas about how to organise their activity. They show sensitivity to others’ needs and 
feelings, and form positive relationships with adults and other children. 
 

The Specific areas of learning 

Literacy 

Reading: children read and understand simple sentences. They use phonic knowledge to decode 
regular words and read them aloud accurately. They also read some common irregular words. They 
demonstrate understanding when talking with others about what they have read. 
 
Writing: children use their phonic knowledge to write words in 
ways which match their spoken sounds. They also write some 
irregular common words. They write simple sentences which can 
be read by themselves and others. Some words are spelt 
correctly and others are phonetically plausible. 
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Mathematics 

Numbers: children count reliably with numbers from 1 to 20, place them in order and say which 
number is one more or one less than a given number. Using quantities and objects, they add and 
subtract two single-digit numbers and count on or back to find the answer. They solve problems, 
including doubling, halving and sharing. 
 
Shape, space and measures: children use everyday language to talk about size, weight, capacity, 
position, distance, time and money to compare quantities and objects and to solve problems. They 
recognise, create and describe patterns. They explore characteristics of everyday objects and shapes 
and use mathematical language to describe them. 
 

Understanding the world 

People and communities: children talk about past and present events in their own lives and in the 
lives of family members. They know that other children don’t always enjoy the same things, and are 
sensitive to this. They know about similarities and differences between themselves and others, and 
among families, communities and traditions. 
 
The world: children know about similarities and differences in relation to places, objects, materials 
and living things. They talk about the features of their own immediate environment and how 
environments might vary from one another. They make observations of animals and plants and 
explain why some things occur, and talk about changes. 
 
Technology: children recognise that a range of technology is used in places such as homes and 
schools. They select and use technology for particular purposes. 
 

Expressive arts and design 

Exploring and using media and materials: children sing songs, make music and dance, and 
experiment with ways of changing them. They safely use and explore a variety of materials, tools 

and techniques, experimenting with colour, design, texture, form and 
function. 
 
Being imaginative: children use what they have learnt about media 
and materials in original ways, thinking about uses and purposes. 
They represent their own ideas, thoughts and feelings through design 
and technology, art, music, dance, role-play and stories. 
 

Progress check at age two 
 

When your child is aged between two and three years old, we will review their progress, and provide 
you with a short written summary of their development in the prime areas. This is to identify the 
child’s strengths, and any areas where the child’s progress is less than expected. We will highlight 
the areas in which a child is progressing well, areas in which some additional support might be 
needed, and focus particularly on any areas where there is a concern that a child may have a 
developmental delay (which may indicate a special educational need or disability). 
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Our Staff 
 

Name Job Title Qualifications 

Kate Morris Manager  Safeguarding 

 Level 3 Early Years 
Educator  

 Paediatric first aid  

 Designated Safeguard lead  

 Safer recruitment trained 

 Data Protection/GDPR 

Caroline Carter Deputy Manager  NVQ Level Three 

 Safeguarding Children 

 Paediatric First Aid 

 Manual Handling 

Teresa Burford Pre-school Assistant  Safeguarding 

 Level 3 Diploma – Early 
Years Educator 

 Paediatric First Aid 

 Special Education Needs 
Coordinator (SENCO) 

Katie Lynds Pre-school Assistant  Level 3 Children’s Care 
Learning & Development 
(EDI/Ofqual) 

 BA in Childhood and Youth 

Amy Morrison Pre-school Assistant  Safeguarding 

 Paediatric First Aid 

Jade Reynolds One to one medical support  Background in care & 
nursing support 

Anne Henson Pre-school Administrator  Safeguarding 

 Data Protection/GDPR 

 
The day to day running of the pre-school is managed by the staff, led by the manager who liaises 

directly with the committee. 

The ratio of staff to children is one to four for children aged under three, and one to eight for those 
aged three and over. We are registered with OFSTED to cater for a maximum of twenty six children 
per session, although in practise the maximum attending any session is lower than this to 
accommodate the above ratios. 
 
All staff are subject to OFSTED and Enhanced DBS checks. 

Staff Training 

 
Staff are recruited by the committee and pre-school manager and are trained in various areas such 
as special needs, child observation, curriculum planning and first aid. Training is provided by the Pre-
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school Learning Alliance, who also keeps us updated on any changes in child education and care 
requirements, and other relevant bodies, such as Northants County Council. 
 
The staff also attend other training courses or workshops that benefit the setting. If you are 
interested in what our staff members have done then please feel free to ask them. 
 

Registration 
 
We are able to take children from the age of two years and 9 months. We charge a £15 registration 
fee for children whose sessions will not be fully funded under one of the local authority’s early 
education funding schemes. In order to book a place for your child you will need to complete a short 
application form. We will confirm availability of the sessions you have requested, during the term 
before your requested start date. If any sessions you have requested are full, we will offer 
alternatives subject to availability. If we cannot meet your session requirements we can add your 
child to a waiting list and offer the requested session(s) as soon as a place becomes available.  
 
A short time before your child’s requested start date we will contact you to arrange two settling in 
visits (see below) and send you our full registration form and our terms and conditions. The 
registration form includes a section required by Ofsted for parental consent for photos to be taken 
of your child at play, supervised visits and walks, emergency medical treatment and the assignment 
of your child’s key person, as observations are written up and records kept. 
 
You will also be asked to provide us with some information about your child on our online learning 
journal, Tapestry, in order for us to get to know them better and more effectively help them settle 
into pre-school. More information will be provided about this prior to your child’s start date with us. 
 
All records kept on your child are available for you to read and discuss with your child’s key person 
or Pre-school manager upon request. Records are kept securely and are strictly confidential. The 
record file goes to your child’s primary school as a background record of your child’s progress and 
abilities. 

 

Key Person Scheme 
 
We operate a Key Person scheme at Pre-school. This is where each child is allocated a specific 
member of staff as their key person. 
 
The allocation of a key person allows them to learn the child’s individual requirements, which in turn 
enables them to develop any specific learning or development projects while the child is at Pre-
school and to liaise with the child’s family to encourage that development to continue at home. The 
parent/carer can also advise the key person of any experiences developing at home to enable them 
to be discussed and expanded whilst the child is at Pre-school. 
 
The key person scheme is also an excellent way to help overcome some of the day to day problems 
often experienced as a child grows and develops. The close contact encouraged between the family, 
child and key person enables matters to be discussed and observed and ways of overcoming 
problems developed, which can be used both at Pre-school and at home. This offers the child the 
stability and consistency of care they require at this important stage of their development. 
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Your child’s key person is responsible for recording their progression and achievements while they 
are at Pre-school. These records are recorded along with photographs, copies of paintings, drawings 
etc in your child’s Tapestry record. A copy of the Tapestry record will be yours to keep at the end of 
your child’s time with us. 

Introductory visits 
 
You and your child will be invited to two free sessions to begin the settling in process and for you 
and your child to get to know the staff and the environment. On the first visit you will need to bring 
your child’s birth certificate and a proof of your address (e.g. a recent utility bill) which we will need 
to take a copy of for our records, along with your registration form and terms and conditions, 
completed as far as you can. It is also helpful to us if the initial “About Me” information on Tapestry 
has been completed prior to your first visit. During these visits any matters of individual interest or 
concern can be discussed. It is preferable during these sessions if younger siblings are not present, 
although if this is unavoidable please discuss arrangements with the pre-school manager. 
 
When your child first starts at pre-school it is a new experience and requires you to settle them in to 
the new routine reassuringly. Please be patient – this is the first big step to independence that your 
child will make, and it may take several sessions before your child is happily settled.  Your key person 
will discuss with you how you wish to handle the leaving of your child during the settling in period.  
 

Toilet training and nappy changing 
 
We are happy to support you in the process of toilet training your child whilst they are in pre-school 
– please discuss with your child’s key person any specific details or requirements. 
 
It would be helpful to our staff and your child if they could attend pre-school in clothes that are easy 
to pull down or undo, as often the children get engrossed in playing and leave going to the toilet 
until the last minute. Children are supervised in the toilet until they can use it independently, and 
can always call for help if needed.  
 
Please ensure you provide pre-school with sufficient supply of nappies or pull-ups, if your child is 
using them, and an adequate supply of wipes at the start of each session that your child attends. 

About the sessions 
 
We operate a “free-flow play” system where each child can choose which play activities to take part 
in. This includes all weather access to and from our outside play area. 
 
At snack time your child is encouraged to have a healthy snack and either milk or water. If your child 
has any allergies or special dietary requirements then please stipulate this on the registration form. 
It would also be helpful if you contact us regarding any specific requirements that we will need to 
prepare for in advance of your first visit, to talk them over with our manager. 
 
At the beginning and towards the end of each session, there is usually a group time where the 
children gather together for activities which include stories, songs, phonics and show & tell. 
We are also able create a quiet area within the setting, where any children who need to are able to 
take a nap. 
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Access to drinking water 
In order for children to have access to drinking water freely throughout each session we ask that 
your child brings in a drinking bottle of fresh water each day, clearly labelled with their name. These 
are placed at a point easily accessible to each child and will be replenished during the day as 
necessary. The bottle should be taken home with your child each day. 

Transition to School 
 
As your child gets nearer to primary school age, the sessions they attend and activities they are 
involved in will become more structured in order to help prepare them for the move on to school. 
This can also involve visits over to John Hellins Primary School reception class and sometimes school 
staff coming over to visit Pre-school for part of a session. 
 
Please note that attendance at Potterspury Pre-school in no way ensures your child a place at John 
Hellins Primary school. School places have to be applied for via the Northamptonshire County 
Council website (see www.northamptonshire.gov.uk for more information).  
 
 

Clothing 
 
We provide aprons for messy play, but accidents do still happen. It would be helpful if your child 
could bring a full change of clothes in their bag each day. We can provide a change of clothes if 

necessary, but if your child does come home in our clothes 
it would be appreciated if you could launder and return 
them as soon as possible as we do have a limited supply. 
 
In order for us to make full use of free flow play, it would 
also be helpful if your child could bring in clothing suitable 
for the weather conditions (e.g. wet weather suits & 
wellies, hats & gloves, sunhats etc, as appropriate). It 
would also be helpful if their clothing could be marked 
with their name. 
 
 

 

Sun hats and sunscreen 
 
During the summer term, your child should bring a suitable sun-hat to pre-school for outdoor play in 
order to protect them from the sun. If the forecast is for bright or sunny weather they should also 
arrive with sun-screen already applied just prior to the start of the session. Our staff can re-apply 
sun-screen as required – consent for them to do this will be asked for on the registration form. You 
will need to supply sunscreen for your child, clearly labelled with their name. This should be handed 
to a member of staff. 
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Security and collection of children 
 
The registration form includes a section for you to list all the persons authorised to take your child 
home. As an extra security measure we operate a password system – you will need to provide a one 
word password which will have to be supplied by anyone not known to us collecting your child. 
 
If someone not detailed on your registration form will be collecting your child, we will require you to 
complete details in our child collection book giving this permission.  
 
Please try to be punctual when collecting your child, as children can quickly become upset if they 
have to wait. We cannot accept any responsibility for children before or after the duration of the 
session. If for any reason you are unable to pick your child up on time (car breaking down etc.) 
please let the staff know as soon as possible (01908 542871) so that they can explain to your child 
what is happening. 
 

Birthdays 
 
If you wish to bring an extra special treat (nut and peanut free) for your child to share on their 

birthday, the staff will be happy to share them out. 

 

Medical Points 
 
If your child has an accident at pre-school, it will be dealt with by the staff and details will be entered 

onto an accident form as required by the Children Act. You will be asked to sign the record to 

confirm that you have been advised of the accident, one copy of which will be yours and one copy 

retained in Pre-school for our records. We will always seek appropriate medical assistance if your 

child needs it.  

Should your child become unwell during the course of a session, we will contact you as soon as 

possible to enable you to come and collect your child; however there may be an occasion when we 

are unable to reach you. If you object to your child receiving medical treatment in your absence you 

must provide pre-school with a letter to that effect. This letter will be kept on record. Children will 

always be taken to hospital in an emergency, but pre-school will take any letter of objection to 

hospital and ensure that the medical staff caring for your child are aware of your wishes. 

Medication 

Ofsted requires that the pre-school has a policy on administering prescribed medication. The pre-
school must have written permission from parents, the name of the medicine, the dosage to be 
administered and the time to be given. Our staff can only administer prescribed medication. This 
information will be entered in a medication log and staff will sign and date the log to say they have 
administered the medicine. 

Sickness / Diarrhoea 

Please allow at least 48 hours after the last occurrence of sickness or diarrhoea before bringing your 

child to pre-school. 
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Infectious diseases (e.g. chicken pox) 

For infectious childhood illnesses, please do not send your child to pre-school until the child is no 

longer infectious and is well enough to cope with a complete session. We have a separate document 

detailing common illnesses and conditions, and the exclusion period (if any) that applies. A copy will 

be sent to you as part of the registration process, but if in any doubt, please ask. 

 

Parents/carers help 
 
Sometimes we require your help in saving household boxes e.g. yoghurt pots; kitchen roll middles 

etc. for various craft activities. We usually put a notice on the door or send a letter or email out.  We 

are always grateful for paper, card or anything you think we may be able to use. If in doubt, please 

ask a member of staff. 

Maybe you have special interest or skill that you would like to share with us at pre-school for the 

benefit of the children.  We appreciate that as parents/carers, you are your child’s first educator and 

will have formed a close bond and therefore be sensitive to their needs.  By encouraging adult 

involvement, the pre-school is enriched by the knowledge and expertise you provide to support the 

curriculum and this in turn has a positive effect on the educational development of your children. 

Committee 
 
Potterspury Pre-School is a registered charity and therefore we require a voluntary committee of 

trustees in order to operate. We appreciate that many parents/carers have busy lives but without 

your help and support the pre-school cannot continue. The Committee consists of a Chairperson, 

Secretary and Treasurer plus a maximum of twelve other “Ordinary” Members. The committee is 

elected at an AGM, which is held during the summer term every year. The more help that is 

available, the easier it is for everyone concerned. Fund raising and committee work can be fun.  

Being part of the committee enables you to help in the important decision making which affects 

your child. If you would like to get involved, please speak to a member of staff or anyone on the 

current committee.  

Fund Raising 
 
Government funding and the fees charged only cover the costs of staff wages, general running costs, 

snacks and basic equipment. All other expenditure i.e. toys, special projects, visiting educators, etc., 

have to be paid for by fund raising activities, or parent contribution. Throughout the year, the 

committee organises fund raising events in order to maintain our high standards. You are 

encouraged help at and/or support these events e.g. jumble sales, coffee mornings, bingo, 

sponsored events, fetes etc. If you can offer a small amount of time to help with organising, or 

assisting on the day of, an event, please speak to any member of our staff or committee. 

Policies 
 
Potterspury Pre-School has adopted Pre-school Learning Alliance policies in the best interests of 

your child. It is important that you are familiar with them. We comply by the policies at all times to 
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ensure that the service provided by us is of high quality and a beneficial and enjoyable experience 

for everyone. Our policy documents are kept securely at pre-school and will be available for you to 

see when you come for your introductory visit, but if you wish to see them at any other time, please 

ask.  

 

Fire drill 
 
A fire drill is carried out on a regular basis and records of them are kept. 

Complaints procedure 
 
Potterspury Pre-School has laid down a complaints procedure, full details of which can be found in 
our policies. In brief, if you have a complaint about anything to do with pre-school you should in the 
first instance speak to the Manager and/or the Committee Chairperson. If the complaint is not 
resolved to your satisfaction you should contact Ofsted: 
 
Ofsted National Business Unit 
Royal Exchange Building 
St Anne’s Square 
Manchester M2 7LA 
Helpline: 0300 123 4666 
Website: www.ofsted.gov.uk/parents 
 

http://www.ofsted.gov.uk/parents

