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Pre-School Day 
 
8.45am  Children attending morning session dropped off by parents at Pre-School gate.  
9.20am All morning latecomers retrieved by Pre-School staff from main reception.  
11.45am  Children attending morning session only collected by parents from Pre-School gate. 
11.45am  Lunchtime.  
12.00pm  Children attending afternoon session dropped off by parents at Pre-School gate.   

All afternoon latecomers retrieved from main reception by Pre-School staff.  
12.30pm  Children attending lunch club collected from main reception.  
3.00pm  Children attending afternoon session collected from Pre-School gate. 
 
 
Please ensure that children are dropped off and collected on time. If, in exceptional circumstances, 
you know that you will be late to collect, please call the school office. Collection more than 10 minutes 
after a session has ended may be charged at £5.00 per additional 15 minutes. 
 
If you wish your child to stay for lunch there is an option to pay for an additional session, 11.45am to 
12.30pm. Children may bring a healthy packed lunch from home. There is also an option to purchase 
a hot lunch from our external catering company. 
 
 
 

Home – Pre-School Agreement 
 
This agreement recognises the importance of the constructive relationship between Home and Pre-
School. In working together, we are sharing our values and seeking to fulfil your children’s potential. 
 
Wood End Pre-School will always try to: 

 Promote high standards of behaviour. 

 Encourage children to do their best and participate. 

 Provide a balanced curriculum to meet the needs of your child. 

 Keep you informed of your child’s progress. 

 Provide information on Pre-School activities. 
 
Signed:                                         Headteacher 
 
Our family will endeavour to: 

 Support the Pre-School in its promotion of high standards of behaviour. 

 Inform the Pre-School of any concerns and problems that may affect my child at Pre-School. 

 Attend termly review meetings to discuss my child’s progress. 

 Ensure our child arrives on time and is collected promptly at the end of the session. 
 
Signed:    Parent/Carer 
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Communication 
 
ParentMail: Our preferred method of communicating important information to you is by ParentMail. 
This is an app which we use to send out emails and texts. It can also be used for consent forms and 
payments. Emailing you via ParentMail allows us to send you information quickly and directly. This 
will ensure letters don’t get lost. If you are unable to use email, hard copies of letters will be sent 
home. We may also send you information and reminders by text message.  
 
Facebook and MarvellousMe: Wood End has a Facebook page, which we update with news and 
information. Please make sure you ‘Like’ the page in order to receive these updates. 
We also use an app called MarvellousMe to notify you of your child’s activities and praise their 
achievements. You will be provided with an individual join code once your child starts. 
 
Keeping Us Updated: If you move house, change phone number or your circumstances change, 
please inform the Pre-School quickly, so that our records can be updated. We must have your current 
email address and phone number in case we need to contact you in an emergency. 
 
Meetings: You may occasionally have a need to speak to your child’s key worker, in addition to the 
termly review meetings. For very quick conversations, it is usually possible to catch your child’s key 
worker when you collect your child from Pre-School at the end of their session. On other occasions, 
please book a meeting with the key worker through the office. Speaking to the key worker should 
always be the first option. If the key worker is unable to resolve your query, then you can arrange to 
meet the Pre-School Leader. The next step would be to meet with the Deputy Headteacher and finally 
the Headteacher. (For Covid safety, at the moment all meetings will be on the phone or online.) 
 
 
 

Absence, Sickness, Personal Information and Medication 
 
Absence: If your child is unable to attend Pre-School for any reason, please inform the office by calling 
01908 316424 on each day they are off. You can also report absences using the ParentMail app. 
 
Illness: If a child has vomited or had diarrhoea, they should not return to Pre-School for 48 hours 
after their last episode of vomit / diarrhoea.  
To control the spread of Covid, we now have to be extra careful about monitoring and recording 
symptoms. Therefore, please give us detailed information when you are calling us to report an illness 
absence. If you just say, ‘my child is sick/poorly/unwell’ then we will need to call you for a follow-up 
conversation. If your child displays Covid symptoms, we always recommend getting a test to be sure. 
If you do not get a test, we may ask that your child and your whole household isolates for the 
recommended number of days. 
 
Term Dates and Holidays: To assist parents, we publish on the website and send home a list of term 
dates and INSET days each year.  We would recommend avoiding holidays during term times. 
 
Medicines: We will only be able to administer prescribed medicines in Pre-School, providing written 
request is sent in with full instructions. Usually, this will only be when medication is required at least 
four times a day. Medication forms are available from the Pre-School. In some circumstances we can 
also administer over-the-counter medicines – please discuss this with your child’s key worker. 
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Safety and Safeguarding 

 
The safety of your child on the premises is very important to our Governors and staff. The Pre-School 
regularly completes a number of Health and Safety, Security and Fire Safety checks. The importance 
of staying safe on the Internet is outlined in our E-Safety policy. 
 
The Pre-School takes the safeguarding of children extremely seriously.  Safeguarding is everybody's 
business. Safeguarding means protecting every child from emotional, physical or sexual abuse and 
neglect. Please take the time to read our Child Protection Policy on the website. If you have concerns 
about any child, please do not ignore these anxieties. Instead, talk to a member of staff at the school, 
Pre-School or call the MK Multi-Agency Safeguarding Hub (MASH) on 01908 253169. 
 
 
 

Behaviour and Restorative Practice 
 

All the staff at Wood End have a strong commitment to encouraging appropriate behaviour. We 
believe this is best achieved in partnership with parents and carers. There is a behaviour guide that is 
given to all new parents and the school has a Behaviour Policy. These are both available on our 
website. Children are encouraged to follow rules and develop a sense of community and mutual 
respect. We use Restorative Practice principles in which children are encouraged to understand how 
other people feel when incidents happen and everyone gets an opportunity to talk and be listened 
to. All staff are trained and all incidents are dealt with using the restorative practice principles. Please 
see our Parent Guide on the website for further information. 
 
Our behaviour policy and work with Restorative Practice has the following aims: 
 

 To provide everyone with a sense of belonging to a community (e.g. school, class, group etc).  

 To teach lifelong social skills, such as taking responsibility for own actions, listening and 
respecting differences.  

 Improve behaviour and provide a calm environment so that each child can engage with 
learning.  

  

Behave this way  

Every day   

Help and care  
Ask and share 
Pull together   
Polite - whatever  

Yes!   
BE HAPPY 
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Pre-School Uniform 

 
Our optional uniform looks smart, is practical and solves the problem of what to wear for Pre-School! 
 
For school-age children, our dress code consists of: 

 burgundy/maroon sweatshirt/jumper/cardigan 

 white polo-shirt or Wood End branded T-shirt 

 grey skirt/pinafore/trousers/shorts 

 burgundy and white summer dress 

 black school shoes or trainers 

 wellies (for outdoor play and Forest School) 

PE Kit consists of: 

 plain white t-shirt 

 burgundy/maroon shorts 

 plimsolls 

 
Uniform can be purchased from any major supermarket or branded uniform may be purchased from 
Maisies in Wolverton at their shop: 60-64 Church Street, Wolverton, MK12 5JW or online: 
www.maisies-superstore.co.uk/wood-end-first-school.  
 
For Pre-School children, there is a bottle green t-shirt with the Wood End logo available to purchase 
from Maisies. Green T-shirts are for Pre-School children only. (Children on EYPP will get one free T-
shirt – see p10.) 
 
You may not wish your child to wear uniform whilst they attend Pre-School and this of course is 
perfectly fine. We would recommend you send them to Pre-School in comfortable clothes that you 
do not mind if they get messy or wet. We would also recommend sending in some old clothes for 
Forest School activities.  
 

Lost Property 
 
Please clearly label every item of your child’s clothing with their name so it can be returned 
immediately if it is mislaid. 
 

Earrings and Jewellery 
 
Jewellery, with the exception of wristwatches and small stud earrings, should not be worn in Pre-
School. Children should not be wearing make-up, including nail varnish. All items of jewellery must 
be removed before PE as a safety precaution. If earrings cannot be taken out, then we ask parents to 
send in micropore tape to cover them or sign the waiver form available from the school reception.  
 

PTA: Friends of Wood End Infant and Pre-School 
 
Friends of Wood End Infant and Pre-School is the Parent / Teacher Association (PTA) for our school 
and Pre-School. They are a dedicated group of people who plan and run a series of events and 
activities throughout the year, from discos to summer fairs, selling second-hand uniform, to cake 
sales. This is a newly formed group and money they raise goes towards equipment, resources and 
trips for the school and Pre-School.  
 
If you would like to become involved with the Friends, please speak to the school office who will put 
you in touch with the committee. Any donation of time, from 20 minutes a week in the summer to 
sell ice lollies, or an hour a term at a disco would be gratefully received! 
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Lunch 
 
Children attending lunch club or an all-day session may bring either a packed lunch, or order a hot 
main or vegetarian meal from the school caterers for a small fee. You can order lunches easily using 
ParentMail. Alternatively, please ask for a menu and order form from the school office, or download 
them from our website. You must submit your order by 9.00am on Tuesday morning of the week 
before the lunch is required. You can order meals occasionally or for the whole week, it does not have 
to be all the time. 
 
The current cost of hot meals is £2.40. (Children on EYPP will be entitled to free hot meals – see p10.) 
 
As the afternoon session starts at midday, a time will be set aside for lunch for those requiring it. 
Children may bring in a lunchbox with a nutritional lunch or order a hot meal and time will be 
allocated, approximately 30 minutes, for everyone in Lunch Club to sit and eat together. This time 
will still be part of the normal curriculum and treated as a learning opportunity.  
 
If your child is attending for a full day, you must send a packed lunch or order a hot dinner. Drinks of 
milk and water will be provided by the Pre-School.  
 
 

Snack 
 
During the session each child is provided with a drink of milk or water. Any snacks provided will be 
nutritious, ‘tooth kind’ and pay due attention to children’s particular dietary requirements. 
 
 

The First Days 
 
All children feel differently and this is a very big step for a small child. Some children settle without 
tears whilst others take a little longer. We want this to be a happy time for you and your child, so 
normally we would say that you are welcome to stay as long as is necessary to settle them (and 
yourself!) Unfortunately, for Covid safety at the moment we cannot allow parents to come in and 
stay, but hopefully that will change again in the future. Your child will soon gain confidence and get 
to know their key person, the other staff and children and will be happy to be left. We will offer you 
a home visit (or online meeting) before your child starts at Pre-School, this will be with their key 
person where possible and the Pre-School Leader. 
 
 

Key Person 
 
Our Key Person system gives each member of staff particular responsibility for just a few children. 
Each child in the group has one special adult to relate to, which can make settling into the group very 
much easier. In addition, the Key Person is in a position to tailor the group’s curriculum to the unique 
needs of each individual child. The Key Person maintains links with the child’s parents/carers through 
shared record keeping to ensure that all children are supported in reaching their full potential. 
Parent/Key Person meetings are held termly to look at the child’s records. 
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Toilets 

 
Children in nappies can attend Pre-School and can be changed. Please ensure you have provided 
nappies and wipes and a change of clothing for any accidents that may happen. We do encourage 
children to go to the toilet independently when they are ready. Only members of staff are allowed to 
take children to the toilets (not visiting parents unless it is your own child). 
 
 

Activities 
 
The activities offered regularly include home corner, large and small construction, sand, water, 
puzzles and games, dressing up, painting, play dough and other malleable activities, books and 
stories, access to ICT (iPads) and a designated outdoor area exclusively for Early Years. All play items 
are cleaned regularly and some soft or fabric play items are currently unavailable. 
 
We sometimes provide sports or expressive arts sessions in the hall, to be led by an external Physical 
Education service provider – we will announce to parents/carers if these are coming up. 
 
Every week, certain sessions will be Forest School for Pre-School children attending that day. This is 
a chance for children to learn outdoors in our Woodland Trail area. Please ask the Pre-School Leader 
for more details.  
 
 

Collecting Your Child 
 
Parents and carers are responsible for collecting their child promptly at the end of the session.  
If you are late collecting your child, there will be a fee to pay (as our sessions are carefully planned 
with a staff-to-child ratio).  The fee will be £5 per hour of lateness (starting at 10 minutes late). 
 
Pre-School staff are required to ensure that each child is collected by someone known to the Pre-
School or authorised by the parent/carer. We will hold a pick-up list with details of who is authorised 
to collect your child. You may also provide us with a password so that if in an emergency someone 
different will be collecting your child this can be used.  
 
Please collect your child from morning and afternoon sessions using the Pre-School gate on the 
playground. If collecting your child from lunch club, please come to the main reception.  
 
 

Policies 
 
The majority of our policies are available on our website. You can request to see any policy by asking 
your child’s keyworker or at the school office.  
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Curriculum 
 
Within the group, all children are supported in developing their potential at their own pace. Our Key 
Person system enables us to ensure a planned curriculum tailored to the needs of each individual 
child. By means of developmentally appropriate play activities and a high level of individual adult 
input we follow the Revised Early Years Foundation Stage Curriculum preparing children to progress 
with confidence to the next stage of their education. We follow the 3 prime areas of learning and as 
your child grows we add the 4 specific areas of learning. 
More information on the EYFS can be found in the “Parents’ Guide to the Early Years Foundation 
Stage Framework.”  
 

 Prime Areas 
 
Personal, Social and Emotional Development 
Within a nurturing environment, children are individually supported in developing self-confidence 
and self-awareness, encouraged to make positive relationships with adults and peers and encouraged 
to manage feelings and behaviour. 
 
Communication and Language 
In both small and large groups, children are encouraged to extend their vocabulary and fluency by 
talking and listening. Children are encouraged to listen, pay attention and concentrate for increasingly 
longer periods of time. We plan activities to increase understanding and speaking skills. 
 
Physical Development 
A range of equipment and opportunities indoors and outdoors, allows children to develop 
confidence and enjoyment in the use and development of their own physical skills. A high level of 
adult supervision enables children to safely create and meet challenges, developing increasing skill 
and control in moving, handling, climbing and balancing. At the same time, children are supported in 
the development of their fine motor skills required to use tools, including pens and pencils, and to 
handle small objects with increasing control and precision. Children begin to take charge of their own 
self-care, learning to do up their coats put on shoes and pour their own drinks. 
 
 

 Specific Areas 
 
Literacy 
Children are helped to understand that written and drawn symbols carry meaning and be aware of 
the purpose of writing. A well-stocked book corner and library gives every child the opportunity and 
encouragement to become familiar with books, able to handle them and aware of their uses, both 
for reference and as a source of stories and pictures.  
 
Mathematics 
By means of adult-supported practical experience, children become familiar with the sorting, 
matching, ordering, sequencing and counting activities, which form the basis for early mathematics. 
As they use their developing mathematical understanding to solve practical problems, children are 
assisted to learn and use the vocabulary of mathematics, identifying objects by shape, position, size, 
volume and number. Songs, games and picture books help children become aware of number 
sequences and, when they are ready, to use simple mathematical operations such as adding. 
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Understanding of the World 
A safe and stimulating environment both inside and out allows children to explore and experiment 
with a range of natural and manufactured materials and explore the world around them. They learn 
to observe the features of objects and substances, recognising differences, patterns and similarities, 
and to share and record their findings. Children are assisted in exploring and understanding their 
environment, both within the group and also in the wider community. A range of safe and well-
maintained equipment enables children to extend their technological understanding, using simple 
tools and techniques as appropriate to achieve their intentions and to solve problems. 
 
Expressive Arts and Design 
Children are encouraged to use a wide range of resources in order to express their own ideas and 
feelings and to explore the use of a variety of media and materials to construct in two and three 
dimensions. Art equipment, including glue, paint, crayons and pencils as well as natural and discarded 
resources, provides for open-ended exploration of colour, shape and texture and the development 
of skills in painting, drawing and collage. Children join in with and respond to music and stories, and 
there are many opportunities for imaginative role-play, both individually and as part of a group. 
 
 
 

Special Education Needs 
 
The number of adults present in the Pre-School enables us to provide individual attention for each 
child. Each child is able to progress at their own rate in all areas of development, and this is true for 
children with and without disabilities or special education needs.  
If you would like to discuss the Pre-School’s ability to meet your child’s special educational needs or 
disabilities then please speak to Mrs Beaumont the school SENCO (Special Education Needs 
Coordinator). Full details of the local offer and our SEND policy can be found on our website.  
 
 
 

Rules for Responsible Internet Use 
 
These rules are agreed by every child in the class and displayed in the classrooms. 
 

 We ask permission before using the Internet. 

 We only use websites that an adult has chosen. 

 We tell an adult if we see anything we are uncomfortable with. 

 We immediately close any webpage we are not sure about. 

 We send e-mails or messages that are polite and friendly. 

 We never give out personal information or passwords. 

 We never arrange to meet anyone we don’t know. 

 We do not open e-mails sent by anyone we don’t know. 

 We do not use Internet chat rooms. 

 We do not use YouTube or other video websites in school. 
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Fees 
 

 Please see the supplementary sheet for our current Pre-School fees.  
 
Please refer to the Parent Contract for details on when payment of fees is due. If you anticipate any 
problems, please speak to the Headteacher or Deputy Headteacher and we will do our best to help. 
All matters will be treated in the strictest confidence.  
 
All 3- and 4-year-old children are entitled to Government funding from the start of the term 
following their 3rd birthday. Full funding is for 15 hours per week, for 38 weeks per year. This can be 
taken as five 3 hour sessions, vacancies permitting. For rising 4s, two sessions can be taken on the 
same day at the discretion of the Headteacher and if spaces permit.  
 
Some 3- or 4-year-old children will be eligible for 30 hours free early education. 
  
Visit https://www.gov.uk/help-with-childcare-costs for more information about childcare costs 
and https://childcare-support.tax.service.gov.uk to apply for childcare support. 
 
Time for Twos – If you are eligible for this Government funding then you will be entitled to 15 hours 
funding per week. This can be taken as five 3 hour morning sessions, vacancies permitting.  
 

 
Early Years Pupil Premium 

 
Early Years Pupil Premium is additional funding which can be allocated to the Pre-School to provide 
targeted additional support for children whose parents are in receipt of one of the benefits listed 
below. To check your eligibility, applications need to be made via the Citizen Portal of the MK Council 
website: https://emsonline.milton-keynes.gov.uk/CitizenPortal_LIVE. The school also has the 
facility to check eligibility and if you provide us with your National Insurance Number we can do this 
on your behalf.  
 
To be eligible for the Early Years Pupil Premium, you must be in receipt of one of these benefits: 

 Income Support 

 Income related Employment and Support Allowance 

 Income based Job Seekers Allowance (NOT Contribution Base JSA) 

 Child Tax Credit Only with NO Working Tax Credit and with a combined family income of less than 
£16,190 

 Working Tax Credit run-on (paid for 4 weeks after you stop qualifying for Working Tax Credit) 

 Universal Credit  

 Guaranteed element of State Pension Tax Credit 

 Support under Part 6 of the Immigration and Asylum Act 1999 

 
You will be given an immediate answer and if your child is eligible for the Early Years Pupil Premium, 
you will receive a reference number. This number and a printout of the acknowledgement need to 
be given to the school to set up the Early Years Pupil Premium for your child.  
 

 If your child is eligible for Early Years Pupil Premium, you will be entitled to  
FREE HOT MEALS and a FREE green Wood End logo T-shirt. Please speak to the office!  

https://www.gov.uk/help-with-childcare-costs
https://childcare-support.tax.service.gov.uk/
https://emsonline.milton-keynes.gov.uk/CitizenPortal_LIVE

