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Welcome to St. Helen’s Playgroup. We have been providing high quality care for 
pre-school children in Ipswich for more than 30 years, catering for children aged 
between two and five years. 
 
This pack has been designed to share important information with you about our 
playgroup and aims to provide you with an introduction to our routines, our 
approach to supporting your child’s learning & development and how we aim to 
work together with you to best meet your child’s individual needs. It also 
summarises key points from many of our policies and procedures to give an 
overview of how the setting works.  
 
If you would like to read the more detailed information in our policies and 
procedures please feel free to look at the copies available in the Playgroup, or 
speak with Carol, our manager, who will be happy to answer your questions.  
 
We look forward to welcoming you and your child to St. Helen’s Playgroup.  
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St. Helen’s Playgroup aims to 
§ Provide high quality care and education for children below statutory school age; 
§ Work in partnership with parents to help children to learn and develop; 
§ Add to the life and well-being of the local community; and 
§ Offer children and their families a setting that promotes equality and inclusion  

and which values diversity. 
 
Parents and Carers  
 
We work closely with the parents and carers of children attending our playgroup. 
You are valued by us and we will endeavor to keep you involved, consulted and 
well-informed at all levels. As a Committee-run playgroup, we depend on the 
goodwill and involvement of parents to keep going.  
 
Learning  
 
At St. Helen’s Playgroup we ensure that the children enjoy a safe and stimulating 
environment and that they are all given generous care and attention. We make 
sure that every child has the chance to join in with other children and adults to 
play, work and learn together. Each child is helped to take forward his/her learning 
and development, building on what he/she already knows and can do. 
 
We follow the Statutory framework for the Early Years Foundation Stage (EYFS), 
which sets the curriculum for early years settings. This helps us to support children 
to achieve milestones in their development, which are appropriate to their age and 
individual abilities.  
 
Learning Journey  
 
We assess how our children are learning and developing by observing them. We 
use the information that we gain from these observations, as well as from 
photographs of the children, to document their progress and where this may be 
leading them. These are compiled into a “Learning Journey” folder. We’d be 
delighted if you’d like to look through your child’s folder, they are available any 
time that you would like to take a look. We believe that parents know their 
children best and we invite you to contribute to assessments by sharing with us 
information about what your child likes to do at home and how you, as parents, 
support their development. 
 
We make periodic assessment summaries of children’s achievement based on our 
on-going development records. We undertake these assessment summaries at 
regular intervals, and when the child moves on to another setting or to school. 
 
Outdoor Play  
 
We believe in the importance of outdoor play and most children love being 
outdoors. We have an outdoor play area where children can enjoy a range of play 
and learning opportunities. We ask expect children to have suitable clothing to 
enable them to enjoy the outdoors (wellies, coats, hats and gloves in the winter 
and sun hats and sun cream in the summer).  
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Our Premises 
 
We operate from the hall at St. Helen’s Church. We have use of a large indoor 
space where the children can play and learn and exclusive use of toilet facilities 
including nappy changing facilities during sessions. We are very lucky to have 
access to a secure outdoor area, which we can use anytime during the session. 
 
Parents are allowed to leave pushchairs in the entrance to the main church, which 
is locked between 9.30am and 12.00pm. Pushchairs and other possessions are 
however left at your own risk, neither Playgroup or the church can accept 
responsibility for them.

 
The Team  
 
We pride ourselves on the quality of the care we offer. All our key staff members 
are well qualified and experienced. We adhere to the qualifications requirements 
and staffing ratios set out in the EYFS at all times. All staff are trained in first aid 
and complete basic child safeguarding training as part of their induction.  
 
The staff who work at Playgroup include: 
 

         
          
 
 
 
 
 
 
 
 
 

 Carol Pickering         Sue Way  
Manager and Special Educational             Lead Practitioner 
 Needs Co-ordinator 
                    
 
          
  
 
 
 
  
 
 
 Louise Goldsmith      Doreen Scott   
        Safeguarding Lead     Deputy Safeguarding Lead 
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All staff appointments are made following a rigorous recruitment procedure, which 
includes enhanced criminal records check and references from previous employers. 
If you wish to see copies of our staff’s qualifications and training certificates please 
ask the Supervisor who will be happy to oblige. 
 
 
 
Staff to Child Ratios  
 
We ensure that we meet the staff to child ratios set out in the Early Years 
Foundation Stage (EYFS) at all times.  

 
At St. Helen’s Playgroup we recognise how important parents and carers are and 
aim to work in partnership with you to support your child’s learning and 
development. We do this in a number of ways:  
 
Regular Conversations  
 
We hope that you will make some time on a regular basis to talk with your child’s 
key person when you are dropping off or collecting your child. We will use the 
information that you share with us to ensure that we are supporting your child’s 
needs and interests while they are at playgroup. 
 
Newsletters  
 
We will send out a newsletter once each half term to keep you up to date on 
things happening at Playgroup. If you have anything you’d like to contribute to the 
newsletter please talk to your child’s key person.  
 
Notice boards  
 
We have a notice board at Playgroup, which we use to communicate important 
information to parents and carers. Please make time to read this regularly.  
 
Learning Journeys  
 
We hope that you will enjoy looking through your child’s Learning Journey folder. 
We have parent comment sheets available for you to note any things your child 
has been doing at home, things they have been particularly interested in etc. We 
hope you will contribute to your child’s folder regularly. If you do not feel confident 
enough to write anything, please tell your child’s key person and they will be 
happy to write it down and put it into your child’s folder for you. Please feel free to 
borrow your child’s folder over night to read it, just let your child’s key person 
know you would like to take it home.  
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Email and Facebook 
 
If you would prefer to be contacted by email, please let us know and we will make 
the necessary arrangements with you. The Playgroup’s Facebook page is updated 
on a regular basis. Please ‘like’ the page to get regular notifications of any updates 
regarding Playgroup. The link to our Facebook page can be found on our website. 
 
 
Parent’s rota 
 
Our Playgroup has a parent rota and we encourage parents sign to help at a 
session. Helping at the session enables parents to see what the day-to-day life of 
our Playgroup is like and to join in helping the children to get the most out of the 
activities. We also warmly invite parents to share stories, rhymes and songs in 
their home language with all our children. 
 
Joining the rota is not the only means of taking part in the life of the Playgroup. 
Parents can offer to take part in a session by sharing their own interests and skills 
with the children. For example: Parents can visit the Playgroup to play musical 
instruments for the children, show the children their interesting collections or talk 
to them about the jobs that they do.  
 
Parents can also help us in getting the dressing up clothes and children’s aprons 
washed whenever required.  
 
 

Learning opportunities for adults 

As well as gaining childcare qualifications, our staff take part in further training to 
help them to keep up-to date with best practice in early years care and education. 
Playgroup is also a member of the Pre-school Learning Alliance (PLA). Parents are 
allowed to borrow PLA publications from the Playgroup to enhance their own 
understanding of child development. 
 
Further information on how you can get involved is available on 
https://www.pre-school.org.uk/parents/support-advice/423/parental-involvement 
 

 
 

 

 
Key Person  
 
Our Playgroup uses a key person approach. This means that each member of staff 
has a small group of children for whom they are particularly responsible. Your 
child's key person will be the person who works with you to make sure that the 
childcare that we provide is right for your child's particular needs and interests. 
When your child first starts at the Playgroup, the key person will help your child to 
settle and throughout your child's time at the Playgroup, the key person will 
support your child to ensure that they get the most out of our activities. 
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Parents and Carers  
 
Our commitment to working closely with parents and carers means that we are 
able to benefit from your knowledge of your child and use this to support them 
while they are at Playgroup. Your child’s key person will welcome your input on 
how your child is progressing at home and any important events which may be 
taking place in your child’s life. Things like the birth of a sibling, moving house, a 
new pet, starting toilet training, a bereavement etc. all have a profound effect on 
children. This information will help us when we are deciding on what activities and 
experiences to make available to the children.  
 
Listening to the Children  
 
At St. Helen’s Playgroup we believe that children have a right to be listened to and 
their opinion is valued. We show this in our daily practice by seeking the children’s 
input into how they would like to spend their time. We do this directly through 
talking with the children and indirectly through observations.  
 
Talking with the Children  
 
We talk with children in an age appropriate way to find out more about the things 
that they like and dislike. We use this information in our planning and the changes 
we make to our setting. This helps us to ensure we are providing opportunities and 
activities, which are interesting and stimulating for the children in our care.  
 
Because not all children are able to express themselves fully with words we also 
use other techniques like asking children to photograph or draw their favourite and 
least favourite things at playgroup.  
 
Observations and Next Steps  
 
We observe all children while they are playing noting their interests and the things 
they are able to do. We use this information to determine appropriate next steps 
in their learning which we can support them to achieve.  
 
Planning  
 
The information gained from our observations and parent input is used as part of 
our planning process. This ensures that activities and the learning environment are 
appropriate for each child’s individual learning needs and interests.  
 
Children’s Learning and Development  
 
We follow the Early Years Foundation Stage (EYFS), which sets out the 
requirements for early years settings. The EYFS applies to children from birth to 
the end of their reception year when they move on to key stage one.  
The EYFS is based on four themes; these are the key messages, which run 
through the EYFS:  
 
A Unique Child – Every child is a competent learner from birth who can be 
resilient, capable and self-assured.  
 
Positive Relationships – Children learn to be strong and independent from a 
base of loving and secure relationships with parents and carers.  
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Enabling Environments – The environment plays a key role in supporting a 
child’s development.  
 
Learning and Development – Children learn and develop in different ways and 
at different rates. All areas of learning are equally important and interconnected.  
 
If you would like to know more about the EYFS please ask your child’s key person, 
take a look at the information displayed around the room, or look at 
https://www.pre-school.org.uk/whats-new/early-years-foundation-stage-2014  
 
 

 
We understand that starting Playgroup is an important milestone in your child’s life 
and a big step for you too! Each child will react differently; some settle very 
quickly while others take a little longer. Please don’t be concerned if your child 
takes a little while to settle, this is perfectly normal. It is important to remember 
that for some children coming to Playgroup may be the first time they have been 
apart from you regularly and they may need some time to adjust.  
 
Meeting your child’s key person on their first day helps children feel more 
comfortable and gives them a familiar face to go to. We will also spend some time 
discussing our settling in procedure with you so that we can support you and your 
child to settle into the routines of Playgroup.  
 
 

 
We aim to provide an environment where children will feel inspired to learn 
through their play. To achieve this we provide a wide variety of open-ended 
resources, exciting opportunities and experiences, which ensures all abilities and 
interests, are met. Please have a look at our resources and the opportunities 
available to the children when you come to visit us, we’ll be happy to answer any 
questions you may have.  
 
Our Routine  
 
Our routine is designed to be flexible to allow us to respond to the children’s 
interests and give children the time to get really involved in their play. We do this 
because we know the best learning comes when children are enjoying themselves 
and have the time, space and adult support to experiment, make mistakes and 
solve problems while they are playing. 
 
This is an example routine for one of our morning sessions: 
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9:15 am  Children arrive and put their name on the welcome board 
9:30 am Circle time with the whole group to say “good morning” to 

all the children  
9.35 to 11.30 am  Free flow play inside the Playgroup and in the garden, with 

adult support if needed  
10:30 am Snack time.  
11.30 am Tidy up for a whole group activity  
11.40 am Group activity such as singing, a story, or music session  
11:50 am Group physical activities 
12.15 pm  Time to go home 

 
The Suffolk County Council website provides important information to give you the 
best possible chance of securing a school place for your child at one of your 
preferred schools. Please refer the link below to apply for a place at your preferred 
school for your child. http://www.suffolk.gov.uk/education-and-careers/schools-
and-support-in-education/applying-for-a-school-place/ 
 
 

Creating a welcoming, caring and safe environment for all children using our 
services is of paramount importance to us at St. Helen’s Playgroup. An important 
part of this is the safeguarding of children.  
 
Parents and Carers must:  

• Tell staff on arrival of any injuries their child has had at home and complete 
an accidental injury form.  

• Inform staff in advance if an adult other than those already authorised to do 
so is going to collect their child. Please note that we are only able to release 
children into the care of people aged 18 or over if they are the child’s parent 
or legal guardian.  

• Inform staff if they have any concerns regarding their child’s welfare.  
 
If you would like more information on our Safeguarding Policy please speak with 
Carol who will be happy to answer your questions.  
 
 

	  

 
Funding  
 
We believe that all children are entitled to a high quality pre-school experience. 
We therefore offer the 15 hours per week of funded early years education from 
Suffolk County Council.   
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Children are eligible to receive these funded sessions from the beginning of the 
term after their third birthday. Some children may also be eligible for two year old 
funding. Please let us know if you think your child may be eligible. 
 

Child’s birthday When you can claim 

1 January to 31 March the beginning of term on or after 1 April 

1 April to 31 August the beginning of term on or after 1 September 

1 September to 31 December the beginning of term on or after 1 January 

 
Please refer https://www.gov.uk/free-early-education for more information. 
 
 
 
Childcare Vouchers  
 
We regret to say that we currently do not currently accept the childcare vouchers. 
 
 
Fees  
 
Preschool sessions are priced at £10 per session for children under three years.  
 
 
Illness and Holidays  
 
Because we operate on a fixed ratio of staff to children we need to employ an 
appropriate number of adults to cover the number of children registered for each 
session. We are therefore unable to offer discounts or refunds if a child is on 
holiday or absent from a session. 
 
Invoices  
 
You will be invoiced at the start of every term.  
 
If you choose to pay by cash, please hand the correct money to a member of staff 
in an envelope clearly marked with your child’ name. Cheques should be made 
payable to St. Helen’s Playgroup. Should you choose to pay by cheque and the 
cheque is refused we will add any fees we incur from our bank to the outstanding 
amount.  
 
Any direct bank transfers need to have your child’s name in the payment 
reference. The details for the BACS transfer are as below: 
Bank Name: Lloyds Bank 
Account Name: St. Helen’s Playgroup 
Sort Code: 30-94-55 
Account Number: 00775836 
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Reducing Sessions or Leaving Playgroup  
 
If your child will be leaving us for any reason or if you wish to reduce the number 
of sessions they attend, you will need to give us a minimum of one calendar 
month’s notice in writing. This should be given to Carol, our manager. For those 
accessing early years education funding, sessions cannot be changed during the 
term for funded hours; all changes for funded hours will take effect from the 
beginning of the following term.  
 
We plan the staffing for the term considering the number of children attending the 
playgroup and their age. To help us cover our costs for the staff, children leaving 
in between the term are requested to pay their fees for 50% of their remaining 
days of the term. Parents are requested to read our Admissions Policy for further 
details regarding the payment of fees. 
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To make sure you are well prepared for your first day (and every other day) at St. 
Helen’s Playgroup, here is a list of important things to remember.  
 
Clothing suitable to the weather  
 
It is important that you bring your child with appropriate clothes to play outdoors 
throughout the year. This will include a coat, hat, gloves and wellies in the winter, 
and sunhat and sun cream in the summer. Please ensure your child has a jumper 
or coat with them even if it is warm and sunny when you leave home.  
 
Spare Clothes  
 
Please ensure your child has at least one clearly labeled set of spare clothes and 
pants in their bag each day. Please pack extra changes of clothes if your child is 
toilet training. 
 
 
IMPORTANT NOTE ABOUT CLOTHES  
 
Our activities can be messy, we provide aprons; however it is very likely that your 
children will get their clothes wet or dirty while they are playing. With this in mind, 
please make sure you don’t dress your child in their best clothes.  
 
Nappies  
 
If your child wears nappies please ensure there are enough spares and wipes in 
their bag each day. Please ensure your child has on a clean nappy when they 
arrive at preschool.  
 
Labeling  
 
Please check that everything your child is bringing to Playgroup each day is labeled 
with their name including hats, bags, clothes, shoes, etc.  
 
Ear-Rings 
 
For safety reasons, if your child wears ear-rings, please ensure that they are a 
stud style which cannot easily be caught on clothing or pulled by another child. We 
cannot accept responsibility for loss or damage to ear-rings. 
 
Art Work  
 
Please check to see if your child has any artwork to take home at the end of a 
session.  
 
Precious Things  
 
Please avoid bringing precious things to St. Helen’s, it is very upsetting for children 
if special items are lost or damaged  
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Arriving and Collecting  
 
Please arrive on time for the beginning of the session and wait near our door, the 
doors will be opened at 9.15am. When you return at the end of the session please 
be sure to arrive on time and again wait by our door. A member of staff will open 
the door at 12.15pm for parents and carers to collect their children.  
 
 

At St. Helens Playgroup we promote healthy eating and healthy lifestyles.  
 
Snack  
 
We will offer your child something to eat from the fruit and vegetable group for 
snack – e.g. apples, pears, cherry tomatoes, carrot or cucumber sticks, oranges, 
bananas, grapes, melon, kiwi, plums, nectarine, canned fruit pieces, raisins, dried 
apricots or dried apples.  
 
Allergies  
 
If your child has any allergies please ensure you let us know before they start with 
us (there is a section on the registration form for allergies).  
 
Drinks  
 
Water is available to the children throughout the sessions and they are encouraged 
to help themselves to frequent drinks. Milk is available at snack time. We do not 
allow other drinks, so please do not send them.  
 
 
 
 

This section contains other information, which you may need to know before 
starting Playgroup.  
 
Your Contact Details  
 
It's vital that we have up-to-date contact details for you in case of an emergency. 
Please tell us of any change of address, telephone number, email or place of work.  
 
Special Needs  
 
If a member of staff has any concerns about your child’s development they will 
discuss these with you and will not talk to anyone else without your consent. If 
you have any concerns about your child’s development or behaviour, please speak 
to your child’s Key Person or to Carol Pickering who is also our Special Educational 
Needs Coordinator (SENDCo). 
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Sickness  
 
We follow the guidance from the Health Protection Agency for the control of 
infectious diseases. The poster is displayed in the setting for your reference if you 
are interested. The most common illness, which we need to draw your attention to 
is sickness or diarrhea. If your child has been unwell please make sure that they 
are clear of symptoms for at least 48 hours before returning to Playgroup. For 
other illnesses please speak with the Supervisor who will discuss when your child 
can return to Playgroup. Staff will use their discretion and will ask you to collect 
your child if they are unwell or could have an infectious condition. If your child is 
unwell and unable to cope with a normal day at the Playgroup, please keep them 
at home.  
 
If a child is considered to be well enough to attend Playgroup then it is expected that 
they will be able to fully participate in the session. 
 
 
Medicines  
 
Staff members at St. Helen’s Playgroup are only able to administer prescription 
medicines such as inhalers and Epipens. Parents and carers must complete a 
medication permission form before this medication can be administered. Full 
details are contained in our Health and Safety policy. If your child has a long-term 
illness or need for medication (e.g. asthma inhalers) a care plan will be needed 
which will require your input to ensure that your child is appropriately cared for.  
 
Accidents  
 
Accidents are recorded in an accident book, you will be asked to sign a copy of this 
to confirm that you are aware of the injury. If your child has an injury on arrival 
(e.g. a grazed knee) please let us know and you will be asked to complete an 
existing injury form. As part of our registration forms we will seek permission to 
access emergency medical treatment for your child if necessary.  
 
Complaints  
 
We hope that you and your child will have a wonderful experience at St. Helen’s 
Playgroup and that any problems which may arise can be resolved by discussion 
with your child’s key person or our manager. We have a complaints procedure, 
which we will be happy to provide you with a copy of.  If you remain unsatisfied 
once this complaints procedure has been completed you might choose to contact 
Ofsted to make a complaint. Ofsted can be contacted at:  
 
Ofsted 
Piccadilly Gate  
Store Street 
Manchester M1 2WD  
 
General: 0300 1231231  
Complaints: 0300 123 4666  
Website: www.ofsted.gov.uk/contact-us 
Our registration number is 251649 
 
 



	   16	  

Sweatshirts, T-shirts and Bags 
 
You can buy our Sweatshirts/T-shirts and Bags from our Playgroup. The costs are: 
Sweatshirt - £7.50 
T-shirts - £4.30 
Bags - £2.50 
 
Please ensure that all these are named. 
 
Policies and Procedures 
 
Our staff can explain our policies and procedures to you. Copies of these are 
available at the Playgroup and also on our website. 
Our policies help us to make sure that the service provided by our Playgroup is a 
high quality one and that being a member of the Playgroup is an enjoyable and 
beneficial experience for each child and her/his parents.  
Our staff and parents work together to adopt the policies and they all have the 
opportunity to take part in the annual review of the policies. This review helps us 
to make sure that the policies are enabling our Playgroup to provide a quality 
service for its members and the local community. 
 
The management of our Playgroup 
 
Our Playgroup is a charity and as such is managed by a volunteer management 
committee - whose members are elected by the parents of the children who attend 
our Playgroup. The elections take place at our Annual General Meeting. The 
committee makes up the registered person with Ofsted and are responsible for: 
§ managing our finances; 
§ employing and managing our staff; 
§ making sure that we have, and work to, policies that help us to provide a high 

quality service; and 
§ making sure that we work in partnership with parents. 
 
The Annual General Meeting is open to the parents of all of the children who 
attend our Playgroup and we encourage all parents to attend. It is our shared 
forum for looking back over the previous year's activities and shaping the coming 
year's plan. 
 
Photography 
 
The pictures taken by the staff are only used for the children’s records. Parents 
who would like to use their cameras/mobile phones for taking pictures are 
requested to contact the staff.

 
Our Contact details are as provided on the cover page of this book. 
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We, St. Helen’s Playgroup, are the Data Controllers for the purposes of the Data Protection 
Act. We collect information from you and may receive information about you from your 
previous school and the Learning Records Service. We hold this personal data and use it 
to:  
 
• Support your teaching and learning; 
• Monitor and report on your progress; 
• Provide appropriate pastoral care, and 
• Assess how well your school is doing. 
 
This information includes your contact details, national curriculum assessment results, 
attendance information 1 and personal characteristics such as your ethnic group, special 
educational needs and any relevant medical information. If you are enrolling for post 14 
qualifications we will be provided with your unique learner number by the Learning Records 
Service and may also obtain from them details of any learning or qualifications you have 
undertaken.  
 
We will not give information about you to anyone outside the school without your 
consent unless the law and our rules allow us to. 
 
We are required by law to pass some of your information to the Local Authority and the 
Department for Education (DfE)   
If you want to see a copy of the information we hold and share about you then please 
contact the Supervisor. 
If you require more information about how the Local Authority (LA) and/or DfE store and 
use your information, then please go to the following websites: 
 
http://www.suffolk.gov.uk/CouncilAndDemocracy/SiteHelp/PrivacyandDataProtection.htm 
http://www.teachernet.gov.uk/management/ims/datamanagement/privacynotices/pupilsda
ta/ 
http://www.teachernet.gov.uk/management/ims/datamanagement/privacynotices/pupilsda
ta/thirdpartyorgs/ 
 
If you are unable to access these websites, please contact the LA or DfE as follows: 
 

Suffolk County Council 
Endeavour House  
8 Russell Road 
Ipswich IP1 2BX 
Email:   information.management@suffolk.gov.uk 
Telephone: 01473 264618 
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