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Dear families,

 We are delighted that you and your child are interested in joining 
us at Codicote Pre-School.

This pack aims to provide you with all the useful information you 
might need to help guide you through your child’s time with us. 
Also included in the pack is some important paperwork for you to 
complete and get back to us.

Our passion is for providing and a gentle, nurturing start for 
both you and your child as you begin your exciting journey into 
the world of learning. If at any point filling out of forms, or over 
the course of your child’s visits with us, you have any questions 
please do not hesitate to speak to any of the staff. We are a real 
community run setting and work as a small but very friendly and 
united team who love to help wherever we can. 

We really do look forward to working together with you.

Kind regards

Amy Wilson 
Codicote Pre-School Leader
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Children are happy, 
confident and show  
they feel secure  
in the Pre-School

Ofsted ‘Good’ rating 2019

CODiCOTE Pre-School
ST. GILES Parish Centre, Bury Lane, Codicote SG4 8XX  +44 (0)7542 285 412

Codicote Pre-School - Registered Charity 293715 54 Codicote Pre-School - Registered Charity 293715

CODiCOTE Pre-School
ST. GILES Parish Centre, Bury Lane, Codicote SG4 8XX  +44 (0)7542 285 412



A BIT  
ABOUT US
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OUR AIMS
As a member of the Pre-School Learning Alliance, Codicote Pre-School recognises 
parents and guardians 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 we can help each other. 

OUR HOPE IS THAT BETWEEN US WE CAN

 -  Exchange knowledge about children’s needs, activities,  
  interests and progress 
 -  Share special interests/talents/time for the benefit of the  
  children and the setting 
 - Build friendships with other parents

During your child’s time with us, they will be cared for by all our staff, however, 
every child has a specific staff member who is their key-worker. 

This means that each member of staff has a group of children for whom she is 
particularly responsible. Your child’s key person will be the person who works 
with you to make sure that the setting provides what is right for your child’s 
particular needs and interests. They will also be your main point of contact when 
it comes to day to day questions. Your child’s key-worker will be on hand in the 
mornings to help settle them in. They will also be the one recording observations 
and taking photos of your child, uploading them onto our online learning journal 
system and meeting you at Parent Consultations. 

THE PRE SCHOOL STAFF PROMISE TO

 -  Give time and attention to each child 
 -  Talk with the children about their interests and activities 
 -  Allow the children to explore and be adventurous in safety 
 - Provide high quality care and education for our children 
 -  Sustain a service of well-being to the local community 
 - Promote equality and value diversity
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OUR APPROACH
WE FOLLOW THE EARLY YEARS FOUNDATION STANDARD 

We strive to provide a safe and caring opportunity for your child to enjoy play 
whilst gently introducing an understanding of learning. With our routine and their 
growing familiarity with our learning resources, we aim to help get them ready 
for their future journey through school. Through our yearly professional membership 
with the EYA we also have access to high quality training and resources.

TOPICS WE COVER

Children start to learn about the world around them from the moment they are 
born. The care and education we offer at Codicote Pre-School helps children to 
continue this awareness by providing plenty of interesting activities that are right 
for their age and stage of development. 

Included in our curriculum are the subjects of: Literacy, Language, Maths, Arts 
and Physical Education.

PRAISE AND RECOGNITION

In order to encourage effort and reward good behaviour, children are praised 
often both verbally and in front of their friends. 

A thinking spot is employed for those that require time out when things get too 
much. This is only used as a last resort but we feel it is important to have a safe 
way of enabling children to calm down. 

FIRST DAYS 

Before your child starts with us, you and your child will be invited in for a visit. 
This gives an opportunity for the staff to explain how the Pre-School is run and 
for you to ask any questions you may have. The staff will sit with you whilst your 
child plays. This gives us time to learn a bit of background about your little one 
and gives the child time to become familiar with our setting and prepare to come 
to our setting on their own. 

SIGNING IN BOOK

You must always sign your child in and out of the setting and ensure we have 
up to date contact details in case we need to contact you. If you arrange for 
somebody else to collect your child, staff MUST be told who it is and if we do not 
know them we may ask them to give your password before we will release your 
child. 

OUR SESSION 

Codicote Pre-School run morning sessions from 9:25-12:25pm Monday to Friday. 
Each session costs £15.50. We have an enthusiastic team who bring different a 
variety of skills to the setting. 

Each week we have a topic which focuses our learning and activities. Staff take 
turns to run various activities for the children to join in with. 

Each morning the setting is set up various ‘free play’ toys that the children can 
access at any time and provides a distraction when they are dropped off. 

Parents are encourage to help children find their name tag on the board and find 
a spot to hang up their bag and coat etc. Once everyone has arrived we then 
gather on the carpet for the register and to choose who will be our monitor! 

MONITOR

Every day we have a child who is chosen to be ‘Monitor’. This is a big honour in 
the eyes of the children and provides huge excitement. They are given a stamp on 
their hand to show they are monitor and will be in charge of ringing the bell for 
carpet/snack time and pick the end of the day song etc. 

FREE PLAY

After the register, we enjoy free play and the opportunity to join in the 
adult-led, small and large group activities. The activities we put together are 
designed to build up the children’s ability to select and work through a task 
to its completion. They also introduce them to new experiences, gain skills and 
encourage working in a team. 
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SNACKS

Codicote Pre-School makes snack time a social event and encourages the children 
to develop their independence by pouring their own drinks from a small jug and 
choosing from the different options available. We offer milk, water and fruit 
every day. 

OUTDOOR TIME

We encourage outdoor activities. We believe playing in the garden contributes to 
the children’s health, their physical development and their knowledge of the world 
around them. 

LUNCH CLUB

When we have the demand (usually Spring and summer term) we offer lunch club 
on Tuesday, Thursday and Fridays for one hour each day; 12:25-1:25pm and costs 
an additional £5 per lunch club. You will need to provide a packed lunch for your 
child.  

Once the other children have left, lunch boxes are given out and children sit 
together to eat, whilst supervised. If they finish early they can play until pick up. 

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

2 YEAR PROGRESS CHECK

If your child is two when they start with us, you will have a meeting with your 
child’s Key worker once your child is settled. You will receive a written summary 
of how your child is progressing called a Two Year check. This will highlight where 
your child is progressing well and if there are any areas where they might need 
some extra help.

OUR DAILY ROUTINE 
 
  9:25am  ARRIVE 

 1. Phones off and sign in at the door with the emergency contract details.  
 2. Help your child find their name badge and claim a coat peg. 
 3. Say goodbye and leave as soon as you can. 
 4. If you have any questions good time to catch key-worker or leader.
  9:30am  FREE PLAY WHILST CHILDREN ARRIVE 

 Children can enjoy playing with the toys whilst everyone arrives.
  9:45am  CIRCLE TIME 

 We gather on the mat for our welcome song, a chat about what  
 our topic is that day, any important news the children have to share as  
 well as pick a monitor who will be in-charge of a few key jobs that day.
10:00am  CHILD INITIATED LEARNING 

 The children can choose what to play with from the resources set out. 
 Adult-led activity time and free flow into the garden is encouraged.
11:00am  TIDY UP TIME

11:15am  SNACK TIME 

 Children wash their hands ready for snack.  
 Children are encouraged to pour their own drinks and help at snack-time.
11:30am  CHILD INITIATED LEARNING 

 More access to the learning resources and activities particularly outside.
12:10pm CIRCLE TIME 

 We gather together to settle down, sing our farewell song and talk about  
 what we have done during the session. Then we get ready to head home. 
12:25pm HOME TIME 

 The door is opened and you can collect your children. Key-workers are  
 available to chat briefly - it can be fairly busy so if you can wait until  
 the end that is helpful ensuring all children exit safely.
12:25pm  LUNCH CLUB 

 Those staying on a Tues, Thurs or Fri will settle down to eat their 
 packed lunch and then have free play afterwards until pick up.
 1:25pm  HOME TIME
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START  Thurs 3rd Sept 
INSET DAY  Fri 23rd Oct (Pre-School Closed)

HALF TERM  Mon 26th - 30th Oct 
Children in Need  TBC
OCCASIONAL DAY  27th Nov (Pre-School Closed)

PARENTS CONSULTS  TBC (morning/afternoon/evening)

Xmas Party  Fri 18th Dec (parents are welcome to come and join us)

END   Fri 18th Dec

START  Tue 5th Jan
HALF TERM   Mon 15th Feb - 19th Feb
World Book Day  Thurs 4th March
Mothers Day  Fri 12th March (kids crafty creations available to order)
PARENTS CONSULTS  TBC (morning/afternoon/evening)

Easter Egg Hunt  TBC (after session in church yard, 25mins, all welcome)

END   Fri 26th March

START   Mon 12th Apr
BANK HOLIDAY   Xxx (Pre-School Closed)

HALF TERM   Mon 31st May - 4th June
INSET DAY   Fri 11th June (Pre-School Closed)

PARENTS CONSULTS  TBC (morning/afternoon/evening)

Graduation  TBC (held at the beginning of session, all welcome)

Village Day  TBC (community day, all welcome)

END   Wed 21st July
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DATES FOR YOUR DIARY 

OUR  
AMAZING  
TEAM
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JAYE  

MCLAUGHLIN

Pre-School 
Practitioner

OUR LOVELY TEAM

JAMAINE  

PEARCE

QTS Certified 
Key-worker

ANNABEL BREADIN 

Deputy Leader 
Level 3, Key-worker and  
LADO Representative

AMY WILSON 

Pre-School Leader 

Level 3 Key-worker and  
Planning Co-Ordinator

HEIDI 

NIXON

Level 4  
Key-worker
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HELEN  

ALLUM

Business  
Manager

BANK STAFF

As well as our core staff and Committee volunteers, we are very fortunate to 
be supported by a wonderful local team of bank staff who step in when staff 
cover is required.

Jodie Nicholls - Nanny 
Karine Woodwards - Previously worked in the city 
Donna Beazleigh - Primary school teacher

NICKI  

MAIN

Admin  
Assistant

OUR SUPPORT TEAM
As a charity, we are run by an elected management Committee of volunteers 
- both past and present As a committee, we meet once every half term to 
discuss any issues brought to us parents or our Leader. We also support 
fundraising events throughout the year both in planning and execution.

It is the objective of the committee to maintain a smooth external running of 
the setting allowing the staff to focus their time and energy on the children.

OUR FORMAL RESPONSIBILITIES ARE

 -  Overseeing the management of the Pre-School Finances 
 -  Employing and over-seeing the staff 
 - making sure that the Pre-School has, and works to,  
  policies which help it to produce a high quality service 
 -  Making sure that the Pre-School works in partnership  
  with the children’s parents

AGM

The annual general meeting is open to all parents of children who attend Pre-
School. It is their forum for looking back over the previous year’s activities and 
shaping the coming year’s activities.

CHARITY STATUS

Codicote Pre-School is run as a non-profit making charity. A vital part of 
the role of the committee of parents is to organise fund raising events to 
help extend our offering - either with helping hands or raising funds. Please 
consider joining the committee to support us. With your help, skills, ideas and 
enthusiasm we can do so much! Many past members have made good friends, 
had great fun and gained valuable experience from joining us.

OUR COMMITTEE 
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OUR VOLUNTEERS

Edel Ryding - Chair

Jane Hirst - Treasurer

Lisa Brown - Ofsted liaison

Charlotte Van Der Weller - Secretary

Helen Gentle - Volunteer

Rachael Wood - Volunteer

Alice Barker - Volunteer

Emma Rice-OXley - Volunteer

You?

We have a very healthy team of committee members currently but we are 
always on the look out for more. As part of our constitution it is also important 
we have a good ratio between past and present parents.

You don’t have to committee to every meeting, or to being a full member. We 
love one off/adhoc parent volunteers and will only call on you on as often as 
you are willing and able to help. We do need more committee members though 
so if you can, we would love you to consider joining our team.

Any questions please contact: Edel Ryding - codicotepscommittee@gmail.com 

JOIN THE TEAM
COMMITTEE AND VOLUNTEER INTEREST FORM

Parents Name:..........................................................................................................Date:...............................

Would you be interested in helping during sessions:  Yes/No 

Please state any particular days you could help: Mon / Tue / Wed / Thurs / Fri

Would you be interested in helping just for fundraising/one off events: Yes / No

Would you be interested in joining our committee: Yes / No

Do you have any interests, skills, equipment or knowledge that might be of 
interest to share with us (i.e.. trades-made, educational provider, work in a craft 
supply shop)? Please give details:

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................
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All children at Codicote Pre-School will have a personal on-line Learning Journal 
which builds up a record of your child’s experiences during their time with us. 
This is made up of a collection of photos, observations and comments, focusing 
on the seven areas of learning of the Early Years Foundation stage curriculum. 
It allows us all to look back and celebrate the fabulous progress your child has 
made but also show evidence of learning and skill development.

TAPESTRY

We use Tapestry, an online system which is a GDPR compliant company, using 
secure servers in the UK to store data. Further security details are available on 
request. 

As parents and carers, you will have secure access (via a website or mobile app) 
which you log in to using your email address and a password. In addition to 
viewing our contributions, you are welcome to feedback to us directly so we can 
build on the experiences that resonate with you.

If you do not have access to your e-mails, your child is still able to have an 
online Learning Journal which you can access through the use of the Pre-School 
equipment by appointment. It is also possible to provide print outs of the Learning 
Journals.

In order for you to access your child’s Learning Journal, please give us permission 
to set up your account by completing the corresponding form in this pack. Please 
note that each parent will have their own account and login details are not to be 
shared. If you have any questions about the on-line Learning Journals, please do 
not hesitate to ask.

 

LEARNING JOURNALS
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OUR BUILDING
We are very lucky to rent the lovely St. Giles Parish Centre in a quiet and 
picturesque setting and have the support of the wider Codicote Community in 
a lot of what we do. As we rent the building, we sometimes have to do things 
a little differently as we cannot fully adapt the space for our sole purpose. 
However, we work closely with the Parish Church Committee to do as much as we 
can and appreciate your understanding in those areas that we need to adjust.

EMERGENCY PROCEDURE

In case of a fire, all adults and children must exit via the nearest available 
fire door and gather in the car park located at the front of the building 
(being aware of any vehicles). Fire drills will be practiced with the children so 
they are familiar with the procedure. 

PARKING

There is plenty of car parking at the Pre-School, however it does get busy. 
Please take care when manoeuvring around and be aware of small children 
being below your vision line. 

Also, please could we ask you to refrain from sitting in your cars with the 
engine on as we are located next to the Prayer Chapel and neither the 
church, children or local wildlife enjoy the fumes.

PICK UP TIME

The Parish Centre is used by lots of other groups and events and so it is 
important that we leave the setting in good time so they can be in promptly. 
This requires you to be on time to pick up your child. If you are running late, 
please ring and let us know so we can make arrangements.

KEYWORKERS
Having a member of staff who is resonsible for your child ensures that there 
is an extra special set of eyes looking out for you little one. All the staff help 
monitor, play and edcuate the children but this staff member, your keyworker is 
always the first port of call for the child or parent when something happens , 
there are any questions or initiative is being considered regarding your child. This 
staff member will know best what and how your child is doing and where they 
are developmentally. Each keyworker brings different things to the setting and all 
children benefit from the variety. Here is a bit about each of our staff members.

AMY WILSON

Coming from a large commercial setting, Amy has lots of ideas and plenty of 
experience as to how to engage the children. Her ability to make resources and 
activities out of nothing is quite something and the children love her warm and 
personable attitude. She is often the first in and last out and is always giving 
110%. We are so lucky to have Amy on our team and we all feel the benefit of 
postivie and uplifting daily attitude.

ANNABEL BREADIN

Annabel comes into her own when it is story and song time. Her zest for being 
loud and engaging always captivates the children and she can often be found 
singing and guiding the children through wonderful action lead stories and 
musical rhyme times. Annabel has a special ability to provide a strong and 
reasuring presents of authority to those children that require a little more 
dicipline but always in a manor that is respected and never frightening. Together 
Annabel and Amy provide a really dynamic leadership team that has filled the 
setting with fabulous new ideas and energy. Annabel is a fabulous deputy and 
although sometimes shy with parents, is filled to the brim with knowledge if ever 
you need advise, and absolutely comes into her own when engaging with children.
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HEIDI NIXON

Heidi has been with us for a long time and so knows the setting and many of 
our families very well. She provides a quiet but very reasuring presents to the 
children and is often found with a child on her lap reading to them and helping 
them engage in the fine motor skills activities. Heidi has grown up children of her 
own and so can also provide the insight and wisdom of somone who has done this 
before. She is very knowledgable about potty training strategies etc.

JAMAINE PEARCE

Having run her own childcare business for a number of years very successfully 
Jamaine brings a strength of character and business accumine regarding 
childcare that is so valuable. Her knowledge of how to adapt large scale ideas 
into managable activities for our setting without loosing the fun is a real skill. 
Jamaine is great at talking to the children and gently encouraging independence 
and communication skills with her lovely chatter. Often found deeply engrosed 
with an activity involving many children Jamaine is not phased by any behaviour 
or antics and soon has them concentraing and engaged.

JAYE MCLAUGHLIN

Jaye provides a youthful support to all our keyworkers and children. Currently 
taking a break from her PHD in psycology, Jayes insight regarding good and 
alternative strategies for behaviour and learning methods to encourage the best 
from the children is invaluable. She is a treasured member of the team.

Your child’s Key-worker will be:...............................................................................................................

THINGS TO CONSIDER
CONTINUED INTEREST LIST

Once your child turns two they are able to join the setting (space allowing). 
Before they turn two, and if there is no availability, they will be automatically 
added to our Continued Interest List. This will be checked when availability in the 
setting opens up, and you will be contacted to discuss. 

UNIVERSAL FUNDED HOURS

We currently only offer 15 hours of 2 year/universal funded hours. We do not 
have enough sessions to offer the full 30 hours, but we would be happy to work 
with you to split your funding across providers if you require it.

PAYMENT

If you child is 2 years old and not government funded. You will need to pay 
£15.50 per session. We have various ways you can pay; online, childcare vouchers, 
gov. childcare scheme. If, for any reason, you do not have access or are unable 
to pay through these processes, please talk to us and our business manager will 
work with you to come up with a plan. 6 weeks notice needs to be given if you 
wish cancel your child’s place (other than when they would be due to leave).

PAYMENT DETAILS

Account name: Codicote Pre-School 
Sort code: 20-92-54 
Account number: 20163325

ADDITIONAL SESSIONS

Additional adhoc sessions are invoiced as required for immediate payment. 
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INVOICES

Fees are paid in advance and due on 15th of the month before term starting. They 
can be paid in full or divided up into installments due on the 15th of each month. 
Fees can be paid via bank transfer, childcare vouchers, student finance or the 
government tax free childcare scheme. 

Everyone is issued with an invoice confirming session allocation as well as any 
fees due around half a term before the new term begins. We are in the process 
of moving to all electronic invoices if you prefer a paper copy please let the 
leader know. 

LATE PAYMENT PENALTY

After 2 weeks of an installment being missed a 5% charge of outstanding 
installment is added to cover the extra administaton required. If installment and 
charge are not settled within a further 2 weeks, then the child will not be able 
to attend until all outstanding fees have been paid. 

GOVERNMENT CHILDCARE SCHEME

For every £8 you pay regarding invoices through this scheme, the government  
adds £2 (for those that are eligible). This is at no extra cost to yourselves  
but huge benefit to us so please do consider it.

NOW TELL  
US A BIT  
ABOUT YOU
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It would be really helpful to know a little more about your child. This helps  
us prepare for their induction and also aids their key-worker, in knowing more 
about them.

ALL ABOUT...........................................................

Name:....................................................................

Age:.......................................................................

What is your 
favourite snack?

......................................

.....................................

Have you ever been to A&E?.....................................................................................................................

Do you have a 
nickname?

......................................

.....................................

Do you have a 
favourite toy?

......................................

.....................................

Can you speak/
understand any 
other languages?

......................................

.....................................

Have you got a 
favourite nursery 
rhyme or song?

......................................

.....................................

Who are your 
special people?

......................................

.....................................

Do you have any 
pets (if not what 
would you have 
if you could)?

......................................

.....................................

What is your 
favourite thing 
to do at home?

......................................

.....................................

Does anything 
frighten you?

......................................

.....................................
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APPLICATION TO JOIN

I/we would like ...........................................................................to start at Codicote Pre-School. 
Date of birth:................../............................./.......................  
Current school/nursery/childcare:..........................................................................................................

Name and address Parent/carer/guardian making application: 
Name:................................................................................Relationship:.......................................................... 
Address:................................................................................................................................................................ 
Land-line:......................................................................Mobile:......................................................................... 
Email:......................................................................................................................................................................

Name:................................................................................Relationship:.......................................................... 
Address:................................................................................................................................................................ 
Land-line:......................................................................Mobile:......................................................................... 
Email:......................................................................................................................................................................

I/we would like them to start: As soon as possible/from..........................................................

How many sessions would you like to start with? (We have a minimum requirement 
of 2 sessions a week).....................................................................................................................................

(If we no longer need the place, we will inform the setting as soon as possible.) 

I/we agree to abide by the settings policies and procedures (copies on our website)

Signatures:..................................................................................................................Date:.................................

Your child will need to have a visit to the setting before their start date.  
This will be arranged between you and the office once paperwork is completed.
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BACKGROUND INFO
PEOPLE AROUND YOUR CHILD

Full name of your child:..............................................................................................................................

What name do you wish your child to be called at Pre-School (Sue, Susan, Susie...)

......................................................................................................................Gender:.............................................

Name of Parent/s with whom the child lives:

(Parent 1)...............................................................Occupation........................................................................

(Parent 2)...............................................................Occupation........................................................................

Which parent has parental responsibility?  Parent 1/Parent 2 

Primary email address for contact:.....................................................................................................

Telephone:......................................................................Mobile:......................................................................

Address:................................................................................................................................................................

.......................................................................................................................Postcode:.......................................

Name of any parent with whom the child does not live:...........................................................

Does they have parental responsibility? Yes/No   Occupation:...............................................

Address:......................................................................................................Postcode:.......................................

Does this parent have legal access to the child? Yes/No
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Name of any other contact:.........................................................................................................................

Relationship:.......................................................................Number:................................................................

I can confirm that contacted can be made to any of the people mentioned: Yes/No

EMERGENCY CONTACT DETAILS

Parent 1 - Work/daytime number:.........................................................................................................

Parent 2 - Work/daytime number:........................................................................................................

I confirm that I give consent for my information on this form to be held in line 
with Codicote Pre-School’s Date Protection and Privacy Policy: Yes/No

Please give details below of any other persons authorised to collect your child  
(NB. They must be over 16 years of age)

Person A:...............................................................................................................................................................

Person B:...............................................................................................................................................................

PREVIOUS EDUCATION

Is your child attending, or has previously attended, another setting? Yes/No 
If yes please give dates and details below:

Childcare provider:...........................................................................................................................................

How long/often attended:.............................................................................................................................

RELIGION

What is the main religion of your family?.........................................................................................

As a family we celebrate/would like my child to learn about:...............................................

...................................................................................................................................................................................

LANGUAGE

What language/languages are spoken at home?...........................................................................

If English is not the main language spoken at home, will this be your child’s first 
experience of being in an English-speaking environment? Yes/No

PERMISSION

Do you consent to your child accompanying staff on short walks in the Pre-School 
grounds? Yes/No

Do you consent to photos of your child being displayed in the setting and used 
for publicity poster to advertise open days etc? (A separate form applies to our 
website and facebook page) Yes/No  

Do you consent to staff writing observations of your child and gathering 
information/photos to support their needs whilst at Pre-School? These will be put 
on Tapestry and shared with you at regular intervals. Yes/No

Do you consent for staff to share your contact details with Tenterfield Children’s 
Centre? Yes/No

I understand that I cannot use a mobile phone or any other recording device 
whilst on the Pre-School premises. Yes/No
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SPECIAL EDUCATIONAL NEEDS AND DISABILITIES

We try and take account of any additional needs which a child may have. It is 
important to us that all children feel cherished in our care and treated equally. 
Below are a few questions that can help us define how we might better aid or 
adjust our planning to accommodate your child if necessary. 

Was your child born prematurely? Yes/No 

If so, please state how many weeks early:..........................................................................................

Does your child have any special needs or disabilities? Yes/No

If yes, please give details and details of support required at Pre-School:

....................................................................................................................................................................................

...................................................................................................................................................................................

Do you consider your child to be/have a disability? If yes, please provide details.

..................................................................................................................................................................................

...................................................................................................................................................................................

Are any of the following in place for your child or are in the process of getting?

SEN Support? Yes/No/Pending       Educational Plan?  Yes/No/Pending

Are you in receipt of/in the process of Exceptional Needs Funding (EFN)? Yes/No

Do you have a Health Visitor? Yes/No

Name:.......................................................................................Based at:...........................................................

Contact details:..................................................................................................................................................

Does your family have a Social Worker for any reason? Yes/No

If yes, please give reasons and details:................................................................................................ 
(Find out more about our ‘local offer’ at www.directory.hertfordshire.gov.uk)

Name of professionals involved with your child (speech and language therapist, 
Advisory teacher, paediatrician, physiotherapist etc.)

Professional 1:....................................................................Agency:..............................................................

Role:...............................................................................Contact Details:......................................................

.................................................................................................................................................................................

Professional 1:....................................................................Agency:..............................................................

Role:...............................................................................Contact Details:......................................................

.................................................................................................................................................................................

EQUALITIES MONITORING FORM

White - British 
 - Irish 
 - Traveller of Irish Heritage 
 - Gypsy/Roma 
 - Any other white background (please state)........................................................................
Mixed - White and Black Caribbean 
 - White and Black African 
 - White and Asian 
 - Any other mixed background (please state)....................................................................... 
Asian or Asian British 
 - Indian 
 - Pakistani 
 - Bangladeshi 
 - Any other Asian background (please state)........................................................................ 
Black or Black British 
 - Caribbean 
 - African 
 - Any other Black background (please state)........................................................................ 
Chinese 
Any other ethnic background (please state).......................................................................................
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MEDICATION

Does your child have any other medical issues that we need to know about?

...................................................................................................................................................................................

...................................................................................................................................................................................

Does your child currently have medication/s?

..................................................................................................................................................................................

..................................................................................................................................................................................

If yes, do they require these to be stored on site? Yes/No

If yes, please provide details of dosage etc./when to administer:

..................................................................................................................................................................................

..................................................................................................................................................................................

Do you consent for your child to be taken to hospital in an emergency? Yes/No

Can staff administer simple first aid to your child if needed? Yes/No

Can staff apply a plaster if required? Yes/No

What is your child’s NHS number:..........................................................................................................

I sign below to confirm I am happy for Codicote Pre-School to administer 
medications as detailed above if/when required and provide any information/
training required to be able to do this safely:

Full Name:............................................................................................................................................................

Signature:..................................................................................................................Date:................................

SNACK

We follow a healthy eating policy offering fruit and veg options as our snacks. If 
you have any suggestions, especially if you have any awareness of dietary issues, 
please state below. Milk is offered to the children at snack time. For those who 
are dairy intolerant, there is also water. Children can be sat at a separate table if 
needed. Please notify us if this is. We ask that no nuts are brought in! 

Some of the snacks we offer:

Apple slices  Red Peppers Strawberries Raisins  Pear 
Pineapple  Grapes  Popcorn  Melon   Cucumber 
Watermelon  Clementine  Banana  Humus  

Suggested snack:..............................................................................................................................................

..................................................................................................................................................................................

Brand/where it can be purchased:...........................................................................................................

..................................................................................................................................................................................

Does your child have any dairy intolerant/food/drink you need to avoid:.......................

..................................................................................................................................................................................

ALLERGIES

To help us keep all children safe, it is imperative we know about any allergies/
dietary sensitivities/requirements. It is also useful to know of any situations that 
may cause problems, such as contact with animals/certain materials such as latex.

Please state any know allergies:...............................................................................................................

.Please state any material/item that needs to be avoided:.....................................................

..................................................................................................................................................................................
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TYPICAL BEHAVIOURS

To ensure that the experience we offer your child are developmentally 
appropraite and challenging enough, it is helpful if you can tell us about your 
child’s development so far.

COMMUNITCAIONT AND LANGUAGE DEVELOPMENT 

LISTERNING

Tell us about your child’s listerning skills:...........................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

UNDERSTANDING

Tell us about your child understanding of langauge:....................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Speaking

Tell us about how your child communicates:......................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

PHYSICAL DEVELOPMENT 

MOVING AND HANDLING

Tell us about your child’s physical skills. How do they move and use their co-
ordination to handle toys and equipment:

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

HEALTH AND SELF CARE

Tell us about how you encourage your child to eat well and stay fit? How 
independent are they in keeping themselves healthy?

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

How does your child manage their own self care (dressing, washing, toileting)?

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

PERSONAL, EMOTIONAL AND SOCIAL DEVELOPMENT 

SELF CONFIDENCE AND SELF AWARENESS

Tell us about how your child copes with familiar and new places and people:

...................................................................................................................................................................................

...................................................................................................................................................................................
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MANAGING FEELINGS AND BEHAVIOUR

Tell us about how your child expresses their feelings. How do they respond to 
your expectations of good behaviour?

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

MANAGING RELATIONSHIPS

Tell us about how your child interacts with other children and adults in familiar 
and new places:

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Are there any particular areas you would like us to support your child with 
developmentally?

...................................................................................................................................................................................

...................................................................................................................................................................................

Parent/carer Signature:..................................................................................................................................

Child’s name:...........................................................................................................Date:.................................
..

FORMS THAT  
NEED FILLING  
OUT AND 
RETURNING
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SESSION ALLOCATION 
We are open Monday to Friday 9:25-12:25pm. 

Up until the term after your child turns 3 (or is eligible for government funding) 
our standard session rate is £15.50. We try, where possible, to give requested 
sessions, however, this isn’t always possible. We will advise you at the beginning 
of each term as to which days are yours. Any problems, speak with the office and 
we can discuss.

ADHOC DAYS

One-off sessions are available (space permitting). Speak with office to discuss.

MINIMUM SESSION POLICY

We operate a 2 session a week minimum policy. We strongly recommend this as it 
allows the children to have a better chance at settling in. 

LUNCH CLUB

We offer lunch clubs on Tuesdays, Thursdays and Fridays from 12:25-1:25pm. It 
is £5 per session and children need to bring their own pack lunch. When your 
child is in receipt of their 3 and 4 year old funding, their 15hrs funding will 
automatically include 4 morning sessions and 3 lunch clubs. 

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

SESSION REQUEST FORM

Child’s name:.......................................................................................................Date:....................................

How many sessions do you require? (We have a min of 2sessions per week)................

Any particular days you would like:.......................................................................................................

Reason for requested days:........................................................................................................................
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TAPESTRY PERMISSION
I give permission for Codicote Pre-School to create an online Tapestry Learning

Journal for.................................................................................Date of birth:............|.............|............

The email address I would like to link with the account to so I have access to my 
child’s Learning Journal is;

Your email:...........................................................................................................................................................

Additional name:................................................................................Relationship:....................................

Additional email:...............................................................................................................................................

If you do not have access to email, please let us know and you will be able to 
view your child’s Learning Journal using Pre-School equipment by appointment.

I agree to uphold the Pre-Schools request not to share or upload any photographs 
showing other children   YES / NO

I agree to keep my login details secure   YES / NO

I agree to my child’s key person working on their Learning Journal at home and in 
line with the setting policies   YES / NO

Full Name:........................................................................................................................................................................................

Signature:..................................................................................................................................Date:..........................................
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CLOTHING
We ask that you provide a named bag (not drawstring) with spare clothing/
underwear (nappies and wipes if appropriate). We do have spares but children 
much prefer their own! 

We love to go outside as much as possible so it is important that your child has 
appropriate clothing for the weather; sun hats, scarf, gloves and warm coat etc.

Your children will get messy (this is an important part of growing up) so please 
don’t put them in their best outfits! We do have puddle suits but accidents happen! 

Branded Pre-School tops are available to buy for £5 each. They’re not compulsory. 
All profits made from the purchase of these go straight back into the Pre-School. 

NAME LABELS

You can help us raise money and easily label your child’s clothes by ordering from 
www.mynametags.com and using the school ID 96931. 20% of your total will be 
matched and sent to the Pre-School at no extra cost to yourselves!

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

BRANDED TOP ORDER FORM

Child’s name:........................................................................................................Date:...............................

Quantity:.....................................................Size 2-3 

Quantity:.....................................................Size 4-5

Paid by: Cash/Bank transfer (reference transaction: (child’s surname)/top)

Our bank details: Acc: XXXXX Sort: XXXXXX  Date of transaction:.................................
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GDPR CONSENT
With the introduction of the General Data Protection Regulations (GDPR 2018), 
Codicote Pre-School needs your consent if we are to continue some of our 
communications with you. We use emails to inform of adverse weather closures, 
sickness, special events. Please consider the options below and tell us how you 
would like to the Pre-School to act.

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

GDPR CONSENT

I would like to be informed of future events and other news from Codicote  
Pre-School, and consent to the Manager/Administrator holding and processing  
my personal data for this purposes. 

I would like to be contacted by:

Name:.....................................................................................................................................................................

Address:.................................................................................................................................................................

Tel (Mobile):.........................................................................................................................................................

Tel (Home):...........................................................................................................................................................

Email Address:....................................................................................................................................................

Signed:..........................................................................................................Date:..............................................

You can find out more about how we use your data from our ‘Privacy Notice’ 
which is available from our website. You can change or withdraw your consent  
at any time by contacting the office - info@codicotepreschool.co.uk

PLEASE NOTE: If you do not complete and return this form, you may miss out on 
future news items from Codicote Pre-School. 
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PAYMENT CONTRACT 
Child’s legal surname:....................................................Child’s first name:...........................................

Address and postcode:.....................................................................................................................................

.................................................................................Date of birth:.....................................................................

Term of attendance: Autumn / Spring / Summer

Terms and conditions of payment contract:

-  To register your child for Codicote Pre-School you need to fill  
 in an Application to Join Form. 
-  Session fees are £XX.XX for each morning session and £XX.XX  
 for each lunch club. 
-  Fees must be paid by the date specified on the bill. 
-  Fees must still be paid if a child is off sick, takes holiday or the  
 setting has to close in case of an emergency. 
-  Half a term’s notice must be given in writing for any reduction  
 in the number of sessions. 
-  Codicote Pre-School must be in receipt of fees owed for your child  
 to attend sessions. 
-  The fees are annually reviewed by the committee of parents. 
-  Childcare vouchers are accepted for payment of fees.

AGREEMENT

This agreement dated:.....................................................is between Codicote Pre-School and 

.............................................................................................(parent/guardian of child named above).

I agree to the above terms and conditions.

Signed (parent/carer): ..................................................................................................................................

Print name:..........................................................................................................................................................
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GIFT AID
Gift aid is reclaimed by the charity from the tax you pay for the current  
tax year. Your address is needed to identify you as a current UK taxpayer. You 
can boost your donation by 25p of Gift Aid for every £1 you donate.

We currently do not regularly use Gift Aid, but on occasion we do for charity 
events. Please fill in this form below for when appropriate:

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

GIFT AID  - CODICOTE PRE-SCHOOL  -  CHARITY NUMBER 293715

Please treat as Gift Aid donations all qualifying gifts of money made:

◊ Today  ◊ In the past 4 years  ◊ In the future

I am a UK taxpayer and understand that if I pay less income tax and/or capital 
gains tax than the amount of Gift Aid claimed on all my donations in that tax 
year, it is my responsibility to pay any difference.

Title:....................... First Name:..................................Surname:..............................................................

Address:................................................................................................................................................................

.....................................................................................................................Postcode:..........................................

Signature:...............................................................................................Date:...................................................

PLEASE NOTIFY US IF YOU

1. Want to cancel this declaration  
2. Change your name or home address  
3. No longer pay sufficient tax on your income and/or capital gains.
If you pay income tax at the higher/additional rate and want to receive the additional tax relief due to you must 
include all your Gift Aid donations on your self-assessment tax return or ask HMRC Please ask Revenue and Customs 
to adjust your tax code accordingly.

PHOTO PERMISSION
Codicote Pre-School would like to add some photography of the children enjoying 
typical activities that are available to them at the setting. Please could you read 
and complete this form and return to us for reference. 

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

WEBSITE  FACEBOOK AND PHOTO PERMISSION FORM

I..............................................................................................................................................give/do not give 

Codicote Pre-School permission to use my child’s (name).........................................................
photo on the Pre-School website www.codicotepreschool.co.uk and the Pre-School 
Facebook page. (No children’s names or personal information will be posted).

Signature:..............................................................................................................Date:...................................
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HOW TO GET IN TOUCH
We have various ways to get in touch with us. Our official opening hours are from 
9:25am-12:25pm (1:25pm for lunch club days) during which time the Pre-School 
phone is on. If no one answers, or you are calling out of hours and it is not 
urgent, please leave a message on the answer machine and someone will get back 
to you as soon as possible. Alternatively we have various email contacts that are 
checked frequently. 

CONTACT DETAILS

Name of setting: Codicote Pre-School

Registered Charity No.: 293715

Address: St Giles Parish Centre, Bury Lane, Codicote Hitchin Herts. SG4 8XX

Telephone: 07542 285 412

Leader - Amy - leader@codicotepreschool.co.uk

Office - Nicki - Info@codicotepreschool.co.uk

Business Manager - Helen - Admin@codicotepreschool.co.uk

Committee Leader - Edel - Codicotepscommittee@gmail.com

REPRESENTATIVES

LADO Representative - Annabel Breadin

OFSted rep - Lisa Brown (Committee member and parent)

Designated Safeguarding Officer - Amy Wilson (Leader)

Nearest Children’s Centre - Tenterfields Children Centre

Hertfordshire Family Centres (formally children’s centres) - Affiliated with Oughton
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EXTRA INFO
ADVERSE WEATHER

We do not take the decision to close Pre-School lightly but there may be 
occasions such as adverse weather conditions where we do need to close. If, due 
to snow/adverse weather Codicote C of E Primary School closes, we will also 
close. We will do our best to contact you through email or Facebook with as much 
warning as possible therefore, please ensure your contact details are kept up to 
date.  

ANIMALS

We encourage visits from animal handlers into the setting to help introduce the 
children to various different creatures such as snakes, tortoise and sheep to name 
just a few that we have had in the past! These visits are always advertised well 
in advance and if you do not wish your child to participate for any reason please 
do let us know. 

ATTENDANCE

Attendance is really important for establishing a good routine. If, for any reason, 
your child cannot attend please you ring the Pre-School phone and leave a 
message on the answer machine so we can adjust our register accordingly.

BOOK BAGS

Book bags are available to purchase at £3.00 each with all profits put back into 
the Pre-School kitty for toys and craft materials. 

We invite children with book bags to choose a different book each day to take 
home and enjoy with you. Book bags are also helpful in order for us to send 
paperwork and notices home.
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BUGGY BUDDIES

Story sacks and Buggy Buddies are books and toys that can be lent out to you to 
read/play with your children. If you wish to borrow any of these, please just ask 
your key worker, they are great way of extending the fun from Pre-School.

The story sacks are: Mrs Honey’s Hat, The Very Hungry Caterpillar, The Bad 
Tempered Ladybird and Owl Babies. These all come with the story and various 
props. The Buggy Buddies are: Baxter the Bee, Breeze the Butterfly, Luna the 
Ladybird, Pipo the Ant, Poncho the Caterpillar Lamp; Webster the Spider. These all 
come with a soft toy and activity cards. 

CHILD PROTECTION

It is our policy to monitor and observe all children for signs of abuse. We shall 
contact Social Services if we have any concerns. Amy Wilson, our Leader, is our 
Designated Senior Person (DSP) for the school. 

COMMENTS

Your views are very important to us and we would appreciate any suggestions or 
feedback of anything you would like us to be doing or just purely a comment to 
tell us what you think we are doing well. 

Comments can be made via email to the office - info@codicotepreschool.co.uk or 
can be anonymous and left in the comments box near the children’s coat pegs.

COMMUNICATION

At any point, if you have a question about your child, please approach your key-
worker or alternatively the Leader to discuss. If neither of these routes prove 
to resolve your question, the Committee Chair is your next point of contact - 
codicotepscommittee@gmail.com and can help advise or step in where appropriate. 

COMPLAINTS PROCEDURE

There are formal procedures in place which are there for you to use should you 
feel dissatisfied with the outcome of any problem. There is a document on our 
website - www.codicotepreschool.co.uk - which describes how a complaint can be 
dealt with. 

DISPOSAL OF NAPPIES

Nappies have to be treated and handled differently by businesses than they are 
in the home. The Environmental Protection Act 1990 makes it an offence for used 
nappies to end up in general waste on commercial premises. We therefore kindly 
ask that Parents take their child’s nappies home (which we will label and leave at 
the front door) to saves us a great deal of money that we would otherwise have 
to pay for a nappy bin, collection and disposal by a licensed contractor. Thank you 
for working with us on this one.

FUNDRAISING

Pre-School is a registered charity so it is essential we fund-raise so we can 
buy equipment and resources. We have previously raised money for the sun 
canopy, garden renovation and much more. We will be organising lots of family 
friendly events throughout the year as well as opportunities to purchase gifts 
the children have made for you on special occasions at a small fee which will all 
help towards our fundraising goals. We hope you will help support us with these 
endeavours.

ILLNESS AND ABSENCE

If your child is going to be absent from Pre-School for any reason please leave a 
message on our office phone; 07542 285412.

To avoid the spread of infection, if your child suffers from sickness and/or 
diarrhoea, please keep them at home for 48 hours after the last bout of illness.
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NAPPY POLICY

If you child is still in nappies (often the case when they start) please provide 
nappies and wipes in their changing bag when dropped off each morning. We 
do have emergency ones but it is best to use the ones they are used to. If you 
have any spare nappies, once your child is potty trained, we would appreciate 
donations.

The staff are very happy to change nappies. All staff are DBS checked and 
certified to work with children. However, if you would prefer we didn’t, please let 
us know and we will make arrangements accordingly.

If you are about to start potty training please let your key-worker know and 
make sure they understand your approach. Please also make sure enough spare 
clothes are provided in-case of accidents. If your child frequently has accidents in 
the setting, we reserve the right to review the approach discussed. We are happy 
to support you through this milestone but we also need to consider the welfare 
of everyone else in the setting.

OFSTED

If you would like to read our latest Ofsted report there is a copy pinned up onto 
the notice board inside the setting. There is also an electronic copy for your 
reference on our website.

PARENT COMMUNICATION

Please make sure we have your up to date contact details at all times so we can 
get letters and emails to you efficiently. We post updates on facebook as well as 
send out newsletters and emails regularly. In addition, please keep a look out for 
notices on the whiteboard at the entrance of Pre-School each day.  

PARENT CONSULTATIONS

Each term you will have the opportunity to come in and meet with your child’s 
key worker and discuss their progress, developmental milestones and any issues 
either you or we have. We run these over the course of a week with two 
slots before session, two slots after session and evening slots where required. 
We give plenty of notice so hopefully you can attend. If you cannot, telephone 
consultations can be arranged. 

PHONES

In line with our safeguarding policy, parents/carers are not allowed to enter the 
Pre-School whilst talking on their mobile phones. Please finish your call before 
entering Pre-School.

POLICIES

Copies of the Pre-School’s policies are available on our website or in the setting. 
Please ask a member of staff if you wish to see them. 

RELIGION 

We have, on occasion, visited the church (next door) as it is a wonderful building 
and can help bring to life events in the diary. We do cover other religious faiths 
and events in the curriculum and teach children about their significance. If you 
have any insight into other faiths we would love to hear from you. Likewise, if you 
do not wish your child to be involved in faith-based learning please let us know 
and we will find alternative activities for them so they don’t miss out.

SNACK DONATIONS

We welcome contributions towards the cost of snack. We suggest a voluntary 
donation of £1 per week. We stress that this is a voluntary donation! This can be 
placed in the tin next to the signing in sheet each morning or you can add the 
donation onto your invoice electronically.
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TOILET POLICY

In order to make sure children are supervised at all times, if and when children 
need to use the toilet they must ask a member of staff. They can then be 
escorted to the toilet. 

TOPICS

Each week we have a focus topic. This will be displayed on the white board to 
help prompt conversations with your little ones.

TOYS

Although it is lovely that children want to bring toys to show at school, we ask 
that you please limit this to a special occasion e.g. birthdays, as toys from home 
can cause disputes and get damaged. 

During a settling in period, please speak to your child’s key-worker if a specific 
comforter is to be used. We can then work with you to phase this out when 
appropriate and make sure to keep an extra eye on it during session time.

VISITOR

When the topic allows, we like to encourage visits from professionals outside of 
the children’s experience - farmers, fire-fighters, police or postmen. This helps 
open up discussions with the children and provide a really engaging activity. All 
visitors are supervised and the event is advertised well in advance so we can 
prepare the children. Sometimes the visitors bring their vehicles into the car park 
for the children to inspect which is often a highlight. All such activities will be 
monitored and supervised accordingly. 

WRAP AROUND CARE

If you need more hours of care for your child than we can offer, we have some 
wonderful nanny’s and childminders that we can put you in touch with. 
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TERMINOLOGY 
EYFS - EARLY YEARS FOUNDATION STAGE

This is the document we use to enable us to support the children’s learning and 
development. More details can be found at www.education.gov.uk/eyfs-handbook

CHARACTERISTICS OF EFFECTIVE LEARNING

We talk about these characteristics and they are divided into 3 areas:

 - Playing and exploring (P&E).  
  This covers ‘being willing to have a go’ and ‘finding out and exploring’. 
 - Active learning (AL).  
  This covers ‘being involved and concentrating’,  
  ‘keeping trying’ and ‘enjoying achieving’. 
 - Creating and Thinking Critically (C&TC).  
  This covers ‘making links and thinking critically’  
  and ‘choosing ways to do things’.

PRIME AREAS OF LEARNING AND DEVELOPMENT

There are 3 prime areas of learning and development:

 - Personal, social and emotional - PSED 
 - Physical Development - PD 
 - Communication and Langauge - C&L

SPECIFIC AREAS OF LEARNING AND DEVELOPMENT

There are 4 specific areas of learning and development.

 - Literacy - Lit 
 - Mathematics - Maths 
 - Understanding the World - UTW 
 - Expressive Arts and Design - EA&D
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WE REALLY HOPE  
YOU AND YOUR  
CHILD ENJOYS  
BEING A MEMBER  
OF CODICOTE  
PRE-SCHOOL. 

WE ARE EXCITED TO  
GET TO KNOW YOU!
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