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1. Partnership with Parents 
 

Statement of Intent 

 

The input, help and support from parents is invaluable.   Coaley Village Playgroup strives to work in 

partnership with parents to ensure that experiences in the group complement those at home. 
Parents help to broaden the opportunities that Playgroup has to offer and help expand your child’s 

experience of the world they live in. 

 

Aim 
 

¶ To support parent’s as their children’s first and most important educators. 

¶ To involve parents in the life of the playgroup and their children’s education. 

 

Daily Routine 

These times are a guideline.  Playgroups insurance covers children from 9am; children cannot be left 

with staff before this time. 

 

Registration is an important part of the session, parents should ensure their child is in Playgroup 

on time. 

 

08.30am Staff arrive to set out activities.  One Playleader and one Assistant at each session. 

09.00am Session starts, parents/carer to sign child’s arrival. 

09.05am Registration. 

09.15am Planned activities in key groups inside or outside. 

09.45am Getting ready for snack (handwashing etc). 

09.50am Snack time. 

10.00am Circle time in key groups. 

10.15am Free playtime, children’s choice and special visitors. 

11.35am P.E inside or outside (Yoga). 

11.55am Getting ready for sandwich time (handwashing ect). 

12.00 noon Sandwich time. 

12.20pm Story time, singing, showing box time. 

12.55pm End of session, children collected.  Parents/carer to sign their child’s collection. 

 

¶ Coaley Playgroup prides itself on being open and approachable.  We are open to any concerns and 

queries.  Staff and Committee members will always find a convenient time to discuss any issues 

you may have. 

 

¶ Parents are always welcome in Playgroup at any time during the sessions, providing adequate 

staff and supervision for safety standards are maintained. 

 

¶ Playgroup requires a non-refundable holding fee of £25, which will be held in a holding account 

until your child starts playgroup. The fee will then be deducted from the first Terms Fees. 

 

¶ Parents are required to help at Playgroup twice or possibly three times per half term.  If unable 

to do so they must contact the Playgroup Secretary at least 7 days prior to the date to arrange 

for someone else to take their place.  If it is required that Playgroup need to make alternative 
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arrangements, parents will have a £10-75 fee to pay.  This is what Coaley Village Playgroup pay 

to parents to cover other duties.  Failure to adhere to this procedure will result in a £20-00 

charge being made. 

¶ If parents choose to pay the £10-75 fee for Playgroup to arrange duty cover it must be paid to 

Playgroup before the session involved.  Playgroup will then make the payment to the parent in 

question; you must not pay it directly. 

 

¶ Coaley Village Playgroup will accept a child of 2 years 9 months to start playgroup even if not 

fully potty trained although each individual case will need to be discussed with parents. 

 

¶ New Starters – Parents and child are entitled to 1 free visit to playgroup one week prior to 

starting. Please see the Rota Secretary for more details. 

 

¶ The notice board outside the room informs parents of past, present and future events.  Parents 

also receive at least one newsletter each term. Information can also be found on our website. 
www.coaleyplaygroup.btik.com 

 

¶ Parents are encouraged to bring in a selection of fruit and vegetables each week into playgroup. 

For more details please speak to the Play Leader. 

 

¶ Coaley Village Playgroup has a ‘No Smacking’ policy. 

 

¶ Parent Consultations 

This normally happens during the Spring Term. It with give parents/carers the opportunity to look 

at your child’s ‘Learning Journey, discuss your child’s achievements or any areas for concern. 

However, your child’s key worker/Play Leader will be available at a convenient time to discuss any of 

the above. Please make an appointment for after the session. 

¶ End of Year Reports 

Reports for the pre-school children will be given to parents at the end of the academic year.  

 

Key Worker System. 

A keyworker system has been introduced to ensure continuity of care. Your child will be assigned a 

key person, who will be responsible to meet ‘the needs of each child in their care and respond 

sensitively to their feelings ideas and behaviour.’ (EYFS, dfes 2007) Your Key Person will be your 

first point of contact, concerning your child. During your fist visit to playgroup the Play Leader will 

show you around and discuss procedures and introduce you to your child’s Key Person. 

¶ Learning Journey 

Welcome to your child’s learning journey. Within this journey you will find observations of your 

child’s learning, which has been achieved through a play-based curriculum. Observations will include 

photographs, notes and children’s own work.  These will also be passed to and from home regularly 

so you will be able to see your child’s progress and add notes and comments from home.  These will 

then be used to highlight the Early Learning Goals within Early Years Foundation Stage.  The Early 

Years Foundation Stage is the regulatory and quality framework for the provision of learning, 

development and care for children between birth and the academic year in which they turn 5 (0 – 

5). 

 

The Foundation Stage is organised into six areas of learning: 

(Taken from www.direct.gov.uk) 

http://www.coaleyplaygroup.btik.com/
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Personal, social and emotional development 
Your child will learn to be self-confident, take an interest in things, and know what their own needs 

are, tell the difference between right and wrong, and be able to dress and undress. 

 

Communication, language and literacy 
Your child will learn to talk confidently and clearly, enjoying stories, songs and poems, hearing and 

saying sounds, and linking them to the alphabet. They will read and write some familiar words and 

learn to use a pencil. 

 

Problem Solving, reasoning and numeracy 
Your child will develop an understanding of maths through stories, songs, games and imaginative 

play. They will become comfortable with numbers and with ideas as ‘heavier than’ and ‘bigger’. They 

will be aware of shapes and space. 

 

Knowledge and understanding of the world 
Your child will explore and find out about the world around them, asking questions about it. They will 

build with different materials, know about everyday technology and learn what it is used for. They 

will find out about past events in their lives and their families’ lives. They will find out about 

different cultures and beliefs. 

 

Physical development 
Your child will learn to move confidently, controlling their body and handling equipment. 

 

Creative development 
Your child will explore colours and shapes, trying out dance, making things, telling stories and 

making music. 

 

The goals do not put pressure on your child as most of the time they feel they are just playing and 

having fun. Sometime they choose what they want to do. At other times they take part in activities 

that help them learn to concentrate or develop a particular skill. The Early learning goals are kept in 

a locked cabinet, as this information is private and confidential. Please feel free to ask a member of 

staff if your wish to look at them.  

* Please note, that your child has till the end of reception year to achieve these goals and will 

not necessary be achieved in a linear fashion. Any queries please ask the play leader. 

 

Parent Workshops 

If you feel you would like to gain more knowledge and understanding about Early Years, please 

consult your local P.A.T.A branch for local courses available for parents. 

 

¶ Parent Questionnaires 

Questionnaires are sent out in the Spring Term. This is your opportunity to have your say about how 

well you feel your child is developing and learning plus any areas for development which could 

improve our playgroup e.g. extending hours/sessions. 

 

¶ Childrenõs Library 
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During each session your child will get a chance to choose a picture book to take home. Playgroup 

will provide your child with a book bag. You will be surprised of how much your child can already 

read! They can recognise print in the environment, restaurant signs, supermarket sign, sweet 

wrappers etc! They can handle books carefully, may have a favourite book and turn the pages one at 

a time. If a book has been damaged whilst in your possession, please could you replace it, if this 

book is unavailable, replace it with a book of the same price. Please contact a member of staff 

before purchasing a new book to ensure that we do not double up.  

 

Coaley Village Playgroup recognises the importance of selecting good quality picture books at story 

time. These bullet points will link to some of the stepping stones for Reading within the Foundation 

Stage. We use the local library to introduce new books. 

 

What to look for in a good picture book. 

Illustrations 

¶ Can your child discuss what is happening in the pictures? This is developing their knowledge of 

how stories are structured. Encourage your child to turn the page and discuss what might 

happen next. (prediction skills) 

 
Repeated Refrains 

Helps your child to join in with stories and poems. The words may be memorised at this stage, but 

eventually they will make the connection between the word on the page and the one in their memory. 

It helps if you point to the words when you are reading to them, later on encourage your child to 

point to the words with you. They are now recognising that print carries meaning, is read from left 

to right and is beginning to understand the concept of a word. 
Rhyme Activities 

Children who can hear and generate rhyme find it easier to hear and discriminate sounds. 

¶ Rhyme exposure (lots of opportunities to hear rhymes) 

¶ Rhyme detection (same or different) 

¶ Rhyme generation (children coming up with their own rhymes). 
 
Alliteration 

Supports initial letter sound recognition. Try making silly sentences e.g. Annie Ant 
and Andy Ape ask for apples. 

 

To aid comprehension skills, ask your child to sequence events in the story e.g. what happened at 

the beginning, middle or end of the story? Who was the story about?  

 

 How is playgroup developing your childõs phonological awareness? 
 

We use our circle time to develop your child’s phonological awareness and good listening skills. The 

children will learn this through songs, music games and story time. All of our books are carefully 

selected to promote all of the skills. 
 

 

Steps in developing early phonological awareness 

¶ Listening skills are key! Teaching children to develop good listening skills are a vital step in the 

future success of learning phonics. 
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Developing children’s listening skills allows them to discriminate fine differences in sounds. E.g. 

Environmental sounds (water pouring, paper ripping, and different musical instruments). Play a 

game of ‘Simon says’ 

¶ Circle time encourages good listening skills. They are encouraged to listen to each other, sit 

quietly and still, look at the speaker. These rules are encouraged every day. 

 

¶ Rhyming 

 Lots of opportunities to hear and generate rhymes. 

¶ Identifying words 

Children will be encouraged to identify individual words from the continuous stream of speech 

that they hear. E.g. Nursery rhymes repeated refrains. 

¶ Syllables 

It is important to ensure that children can begin the process of breaking down words, first into 

syllables then into individual phonemes (letter sounds) 

 

Activities 

¶ We aim to provide an exciting, enjoyable play-based environment both indoors and outdoors, 

which allows children to think, experience, explore, question and search for answers. 

¶ All of the activities will be adapted to meet your child’s individual needs and different learning 

styles and interests. 

¶ Activities will be selected taking into account of age, ability and stages of development. 

¶ The activities will be challenging but achievable. 

¶ To develop confidence, children are encouraged to safely select activities and resources 

independently. 

¶ Children will have the opportunity to play outside everyday all year round. 

¶ People from the wider community are invited to visit the playgroup. E.g. Road Safety Officer, 

Fire Brigade, Police Force etc 

 

Childrenõs Questionnaire  

 

We really value what your child thinks of playgroup and this questionnaire will help us understand 

your child’s likes, dislikes and how they are managing their feelings at playgroup. All of this 

information will be used to provide a personalised curriculum. This questionnaire will be taken during 

the second term after starting playgroup, thus allowing your child to settle in. 

 

 

Enjoying and achieving Making a positive contribution 

Enjoying: 

¶ What is your favourite toy here? 

 

 

 

 

 

¶ What do you like doing best? Why? 

Planning: 

¶ What have you been doing today? 

 

 

 

 

 

¶ What would you like to do 

tomorrow/next week? 
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Learning and developing independence: 

¶ What can you do by yourself here? 

 

 

 

 

¶ What would you like to try and do 

by yourself? 

 

 

 

 

Behaviour: 

¶ Do you know the rules? 

 

 

 

 

¶ What happens if someone breaks 

the rules? 

 

 

 

 

Positive relationships: 

¶ Who do you like to play with? 

 

 

 

 

 

¶ Who don’t you know very well? 

 

 

 

 

Managing feelings: 

¶ What makes you happy when you are 

here? 

 

 

 

 

¶ What makes you sad? 
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Communication Passports. 

You as parents/carers know your child best. It is important for playgroup to know your child’s 

starting point in learning. This information will be used to plan activities for your child’s individual 

needs. The initial communication passport will be in the starter pack, then sent home every term. 

 

Communication Passport 
 

Date: 

 

My name is: 

 

 

I am happy, I like: 

Favourite toy 

Music 

Activity/games 

Objects/cuddly toy 

 

I find it easier to understand if: 

¶ You come to the front of me and get down 

to my level 

¶ Say hello, say who you are in a gentle voice 

I get upset, become un c-operative and grizzly 

if: 

¶ There is too much noise 

¶ I am in an overcrowded room 

¶ I am confused 

¶ I am bored 

When I am upset it is best to: 

¶ Change activity 

¶ Cuddle me (if I don’t want cuddles I will 

push you away) 

¶ Read a story 

 

My favourite food and drinks are: 

If suitable these may be used in the future! 

 

 

My special people and animals are: 

¶ Family, friends etc 

¶ pets 

 

 

 

Things I don’t like: 

¶ Loud bangs/sudden noises 

¶ Balloons 

¶ Children shouting 

¶ Dogs, cats etc 

¶ Certain foods/drinks – state your child’s 

feeling towards food (interested/not 

interested) 

Times I might get upset are: 

I miss being with parent/sibling etc. 

I get upset if people are very loud 

Meeting new people 

 

 

My personal needs are: 

¶ I can go to the toilet by myself 

¶ I have trouble with buttons/zips etc 

Parent/carers suggestions: 
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Playgroup Structure 

 

Playleader: Krisztina Wiltshire 

  

Assistants: Ali Tuck  

Becky Gwynn 

  

 

 

Committee Members: Nicki Barnett (Chairperson) 

 Elaine Freeman (Treasurer) 

Emma Binns (Secretary) 

Mandy Burrows ( Collections) 

 

Other Committee Members: Audrey Chivers, Tracey Parker, Lisa Miles, Nina Prout, Debby 

Coggins, Heather Thompson, Sue Goring, Fiona Imrie, 

Christine Whittaker, Natasha Copping, Kerry Richards. 

 

The Committee is responsible for the management of the Playgroup and staff.  The 

Committee ensures that Playgroup adheres to correct guidelines concerning all  

matters. 

 

The Committee raises funds for extras at Playgroup that income from grants and  

fees do not cover i.e. Computer equipment. 

 

Please consider joining the Committee – without a Committee there would be no Playgroup.  Being 

part of the Committee allows parents to say how they would like the Playgroup to be run. 

 

Committee meetings are held as follows, a minimum of one meeting per term and Annual General 

Meeting at the beginning of each new year.  Dates and times of meetings are arranged to suit the 

majority of members. 

 

Where Ofsted notifies the registered person in advance of the period in which an inspection will be 

carried out, the registered person passes on that information to parents in advance of the 

inspection.  The registered person ensures that copies of the inspection report are provided to all 

parents. 

 

 

If a child is not able to attend their session please let Playgroup staff know either by calling them 

using the contact numbers on the parent rota or by calling another parent and asking them to pass 

on the information. 

 

Coaley Village Playgroup requires details of long absences in writing. 
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Procedure for Parent Failing to Collect Child 

 

× In the event of a child remaining uncollected at Playgroup the child will remain with two 

members of staff on Playgroup premises until 1.00pm 

× During this time parents and all other emergency contacts will be called using the telephone 

numbers provided. 

× In the extreme circumstances of a child remaining uncollected after one hour. A member of 

staff will contact LADO for advice. Tel: 01452 42 6994 01452 58 3638 

× The Police will also be contacted to ascertain whether the parent’s or carer has been 

involved in an accident. 

 

 

 

Fees 

 

The cost of one session is £10.75; the Committee reviews this amount annually. 

 

Each child is eligible for one introductory session with a parent/guardian in attendance, free of 

charge.  If prior to formal admittance at the age of two years and nine months a parent wishes to 

attend further sessions with their child the standard fee is payable.  Prior arrangement should be 

made with the Play Leader. 

 

Parents will receive an invoice for each half term.  This is payable within the first two weeks of the 

new half term unless paying weekly. 

 

Should a family have two or more children attending Playgroup during the same period of time, 

there is no reduction in fees due.  Although, should families wish to discuss with the Playleader any 

exceptional circumstances, each case will be reviewed individually.   

 

Fees are payable in the case of absences as running costs are still incurred.  In the event of a 

prolonged absence your Child’s name can be removed from the register and placed at the top of the 

waiting list.  Please discuss this with the Play Leaders. 

 

 

Grants are available to all 4 year olds from the term after their 4th Birthday and to all 3 year olds 

from the second term after their 3rd Birthday.  Playgroup will inform you when your child is eligible 

and collect the necessary information from you at the time. 

 

 

Playgroup Access Fund  

 

As in previous years PATA are pleased to continue running a scheme to enable pre-school children 

who are not yet eligible for Nursery Education Funding to have the opportunity to attend a 

playgroup where it would otherwise not be financially possible. 

 

Parents and Playgroups will be expected to contribute to the fees payable. 
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Forms to request funding are held by the Branch Fieldworkers, the Committee would be pleased to 

make contact and arrange a visit to Playgroup to meet with the parent and Treasurer.   

 

For the majority of applications funding is granted at the level requested, very few are declined.  

To avoid the possibility of a debt building up Coaley Village Playgroup are advised to collect the 

expected fee from all applicants and make adjustments when the grant is received. 

 

If you wish to know more a full copy of the current criteria is held by the Treasurer. 

 

Purchase of Equipment and Resources 

 

Play is essential to the development of all children, as it is one of the main and most effective ways 

in which they learn about their world and how they relate to it. 

 

The Playgroup staff informs the Committee of equipment needed.  The best equipment available 

that meets Playgroup needs and financial situation is purchased. 

 

All toys, equipment and resources are safe, sturdy, and clean and conform to relevant standards. 

 

The staff are responsible for notifying the Committee of any damage to equipment and staff 

conduct repairs that are needed, if this is not possible the Committee ensure repairs are carried 

out. 

 

Suitable equipment is provided for use by all children whatever their age and ability.  Equipment and 

resources are also chosen to reflect our multi-cultural society. 
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COALEY VILLAGE PLAYGROUP 
Rota Amendment Request 

 

Name:   ……………………………………………………………….. 
 

Date(s) Unavailable: …………………………………………………………….. 

 

   …………………………………………………………….. 

 

   …………………………………………………………….. 

 

Date (s) Available: ……………………………………………………………. 

 

   ……………………………………………………………. 

 

   ……………………………………………………………. 

 

Do you wish for Playgroup to provide cover at a  charge of £7.50 per session. 

 

 Yes……………  

 

 No…………… 

 

 

Signed: …………………………………………………………………… 

 

Dated:  …………………………………………………………………... 
 

------------------------------------------------------------------------------------------------------- 

 
Name:   ……………………………………………………………….. 

 

Date(s) Unavailable: …………………………………………………………….. 

 

   …………………………………………………………….. 

 
   …………………………………………………………….. 

 

Date (s) Available: ……………………………………………………………. 

 

   ……………………………………………………………. 

 

   ……………………………………………………………. 

 

Do you wish for Playgroup to provide cover at a charge of £7.50 per session? 

  

Yes …………  

 
No …………… 

 

 

Signed: …………………………………………………………………… 

 

Dated:  ééééééééééééééééééééééééé... 
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PARENT HELPERS 
 
ü 8.55AM    PARENT HELPER TO ARRIVE. PARENTS TO TAKE FULL RESPONSIBILITY OF 

YOUR OWN CHILD BEFORE 9.00AM. PLEASE DO NOT LEAVE YOUR CHILD 
UNATTENDED. A MEMBER OF STAFF CANNOT TAKE RESPONSIBILITY OF YOUR CHILD 
BEFORE 9.00AM. 

 
ü PARENT HELPER TO MAKE SURE THEY KNOW WHERE SNACK TIME THINGS ARE KEPT.  

THEY WILL BE GIVEN DIRECTION ON THIS AND FULL TRAINING BY THEY PLAYLEADER 
OF THE HEALTH & SAFETY REGULATIONS AND FIRE SAFETY TRAINING IF IT IS THEIR 
FIRST DAY. 

 
ü 9.00AM   WHEN OTHER PARENTS ARRIVE, PARENT HELPER TO BE SAT IN BOOK 

CORNER WITH THE CHILDREN ARRIVING. 
 
ü 9.15   FREE PLAY, PARENTS HELP WITH ACTIVITIES INSIDE AND OUT, INTERACT WITH 

CHILDREN. 
 
ü 9.40AM   PARENT HELPER TO GO INTO KITCHEN TO PREPARE FOR SNACK TIME  

 
ü 9.50AM   (APPROXIMATELY) EVERYTHING TO BE READY FOR SNACK TIME.  PARENT 

HELPER TO MAKE STAFF/PARENT HELPERS DRINKS. 
 
ü 10.00AM   CIRCLE TIME IN KEY GROUPS. PARENT HELPER TO CLEAR UP AND WASH 

AND PUT AWAY ALL SNACK TIME THINGS.  HOWEVER CHECK WITH PLAYLEADER 
FIRST DUE TO ADULT/CHILD RATIOS. 

 
ü 10.15AM   FREE PLAYTIME, CHILDRENôS CHOICE AND SPECIAL VISITORS. PARENTS 

HELP WITH ACTIVITIES INSIDE AND OUT, INTERACT WITH CHILDREN. 
 
ü 11.55AM   GETTING READY FOR SANDWICH TIME.  PARENT HELPER TO SET TABLE 

READY. 
 
ü 12.00PM   SANDWICH TIME. 

 
ü 12.20PM   STORY TIME, SINGING, SHOWING BOX TIME.  PARENT TO TIDY AWAY 

LUNCHBOXES AND TABLECLOTH. 
 
ü 12.55PM END OF SESSION, CHILDREN COLLECTED.  THANK YOU FOR YOUR HELP. 

 
 
 
PLEASE NOTE THE FOLLOWING: 
 
 

At times staff may need to correct inconsiderate behaviour of your child. however, if you feel it is 

not appropriate please discuss with the playgroup leader at the end of the session. 

 

Coaley Village Playgroup has policies in place to ensure that behaviour management is fair, 

consistent and take into account the age and stage of development of all of the children. 
 

 


