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Welcome to Upwood Small to Tall and thank  
you for showing an interest in our setting. 

We know how important your child is and  
aim to deliver the highest quality of care and  
education to help them to achieve their best.

This prospectus aims to provide you with an introduction to 
Upwood Small to Tall, our routines, our approach to supporting 
your child’s learning and development and how we aim to 
work together with you to best meet your child’s individual 
needs. This should be read alongside our policies which are 
available on our website www.upwoodsmalltotall.co.uk or in 
the lobby of our building.

Our early years setting aims to:

  provide high quality care and education for  
children below statutory school age (2-5);

   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 parents a service that 
promotes equality and values diversity.

As a voluntary managed setting, we depend on the good 
will of parents and their involvement to keep going. We 
are a committee run setting that is registered as a charity, 
please do ask if you would like more information about 
how to become a committee member, you would be 
most welcome. 

Children’s development and learning

We aim to ensure that each child:

  is in a safe and stimulating environment;

  is given generous care and attention, because of 
our ratio of staff to children;

  has the chance to join in with other children 
and adults to build relationships, play and learn 
together;

  is helped to take forward her/his learning and 
development by being helped to build on what she/
he already knows and can do;

  has a personal key person who makes sure each 
child makes satisfying progress;

  is in a setting that sees parents as partners in 
helping each child to learn and develop; and

  is in a setting in which parents are encouraged to 
help to shape the service it offers.

What is the Early Years Foundation Stage?

It is a framework of care and education introduced for children in September 2008, revised in September 2014 and 
covers the years following a child’s birth to the end of their first year (Foundation Class) in school. You can find out more 
about the Early Years Foundation Stage (EYFS) at: 

http://www.foundationyears.org.uk
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How we provide for development and learning

Children start to learn about the world around them from the moment they are born. The care and education offered 
by our setting helps children to continue to do this by providing all of the children with interesting activities that are 
appropriate for their age and stage of development and that are guided by the child’s interests. We call this a ‘child-led’ 
approach.

What are the Early Learning Goals?

The Early Learning Goals establish expectations for most children to reach by the end of the Foundation Stage. They are 
organised into the following areas of learning 

Prime Areas

  Personal, social and emotional  
development.

  Physical development.

  Communication and language.

Specific Areas

  Literacy.

 Mathematics.

 Understanding the world.

 Expressive arts and design.

Will the goals put pressure on my child?

No. It won’t feel like learning, most children see it as 
playing and having fun. They will be learning all the basic 
skills that will get them off to a flying start when they reach 
Year 1 (the start of Key Stage One and the second year of 
school).

What can I do to help my child?

You are probably doing it already! Play games, talk 
together, read stories, sing nursery rhymes, enjoy nature 
and the outdoors and support your child’s personal 
independence with things like using the toilet and washing 
their hands - all these activities are particularly helpful.

Our general plan for the week is displayed on the wall in 
the lobby. This is a working document and we welcome 
parents adding children’s current interests to it so that we 
can ensure they are included in our planning process. Our 
programme supports children to develop the knowledge, 
skills and understanding they need for later learning.

If parents want to give their 
children a gift, the best thing 
they can do is to teach their 
children to love challenges, be 
intrigued by mistakes, enjoy 
effort and keep on learning.

Carol Dweck



Learning through play

Being active and playing supports young children’s 
learning and development through doing and talking. 
This is how children learn to think about and understand 
the world around them. We use the EYFS statutory 
guidance on education programmes to plan and provide 
opportunities which will help children to make progress 
in all areas of learning. This programme is made up of 
a mixture of activities that children plan and organise 
for themselves and activities planned and led by 
practitioners. 

Characteristics of effective learning

We understand that all children engage with other 
people and their environment through the characteristics 
of effective learning that are described in the Early Years 
Foundation Stage as:

 playing and exploring - engagement;

 active learning - motivation; and

 creating and thinking critically - thinking.

We aim to provide for the characteristics of effective 
learning by observing how a child is learning and being 
clear about what we can do and provide in order to 
support each child to remain an effective and motivated 
learner.

We understand the importance of physical development 
in young children so we buy in the specialist support of 
Oak Activities. Oak Activities specialise in the coaching 
of children for a variety of sports, they encourage skills 
such as throwing, catching, balancing and after one 
taster session there were no doubts in our minds that 
the activities on offer would be beneficial to our children’s 
care and education at Upwood Small to Tall. We all 
know the importance of activies that support the Prime 
Areas within ‘Development Matters in the Early Years 
Foundation Stage’ (2014), Oak Activities go beyond these 
areas, supporting all areas of development and the 
Characteristics of Effective Learning through challenge 
and fun. These session are delivered at no additional cost 
to you.

Dialogic book talk

Dialogic book talk is a way of using books to encourage lots of talking which will extend children’s understanding, 
language and communication. How we read a book to children is more important than the quantity of books we 
read and these book packs will give you lots of tips to support you with this.

Activity ideas and dialogic book packs that encourage communication are available for loan in the basket  
in the lobby. Please feel free to have a look, we just ask that you sign out what you take
and just tick on return.

Our Pedagogy (approach to learning, development and assessment)
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Valuing the process rather than end results

When collecting your child you may be expecting 
something to come home that is similar to what you did 
yourself at school; a cotton wool snowman with perfectly 
placed buttons or a flower maybe, made up of shapes 
pre-cut by your teacher. I’m writing this so that you will 
not be disappointed with what your child brings home 
but delighted because it has been made totally by them 
for you. It may even be that your child brings no art work 
home at all and this is because we value processes 
rather than end results.

Thanks to technological advances there have been 
many developments in the field of neuroscience (how the 
brain works) and we now know more than ever about 
how children learn. Creativity is crucial to their learning, 
it’s the place where they can problem-solve, set self-
chosen challenges and make mistakes to learn from. 
They think deeply whilst lost in their creative world and 
build connections in their brains that they will come to rely 
on as they face a wider and more complicated world of 
learning. It is recognised in early years that 

‘art making’ as a form of creativity is an intellectual 
activity; when children are working creatively, they are 
thinking and developing a different part of their brain. A 
person who can think using all areas of their brain will 
understand and learn more effectively, including areas 
such as maths and reading.

So, what does this look like in pre-school? Well, it means 
that when children are being artistically creative, we do 
not take over and do it for them, we do not give them pre-
cut shapes or do any of their creating for them because 
we value their own ideas and methods as a learning 
process where they will learn the most from having 
choice, control and fun! If we tell children what to make, 
cut out the shapes and direct their creativity away from 
their interests to our own then all we are teaching them 
is that we can do it better than them. It is also a point to 
mention that creativity presents itself in many ways and 
not just through the use of definitive art materials. We 
value creativity in the form of problem solving or making 
marks with sticks in mud for example. 

Assessment

We assess how young children are learning and 
developing by observing them frequently. We use 
information that we gain from observations, as well as 
from photographs or videos of the children, to document 
their progress and where this may be leading them. We 
believe that parents know their children best and we 
will ask you to contribute to their assessment by sharing 
information about what your child likes to do at home 
and what they find interesting outside of our setting.

We make termly assessment summaries of children’s 
achievement based on our on-going development 
records. These form part of children’s learning 
journeys. 

We undertake these assessment summaries at regular 
intervals, as well as times of transition, such as when a 
child moves to a different setting or when they go on to 
school.

When children are being artistically creative, we do 
not take over and do it for them, we do not give 
them pre-cut shapes or do any of their creating 
for them because we value their own ideas and 
methods as a learning process where they will learn 
the most from having choice, control and fun!



The progress check at age two-three

The Early Years Foundation Stage requires that we 
supply parents and carers with a short written summary 
of their child’s development in the three prime areas 
of learning and development - personal, social and 
emotional development; physical development; and 
communication and language - when a child is aged 
between 24 - 36 months. Your child’s key person is 
responsible for completing the check using information 
from on-going observational assessments carried out as 
part of our everyday practice, taking account of the views 
and contributions of parents and other professionals.  

Records of achievement

We keep a record of achievement for each child in the 
form of a learning journey book, it contains observations, 
photographs and sometimes pieces of mark-making 

that your child has made. Your child’s record of 
achievement helps us to celebrate together her/his 
achievements and to work together to provide what your 
child needs for her/his well-being and to make progress. 

Your child’s key person will work in partnership with you 
to keep this record. To do this you and she/he will collect 
information about your child’s needs, activities, interests 
and achievements. This information will enable the key 
person to identify your child’s stage of progress. Together, 
we will then decide on how to help your child to move on 
to the next stage. 

When your child leaves us, their learning journey is yours 
to keep.

Working together for your children

We maintain the ratio of adults to children in the setting that is set by the Safeguarding and Welfare Requirements. This 
helps us to:

 give time and attention to each child;

  talk with the children about their interests 
and activities;

  help children to experience and benefit from 
the activities we provide; and

  allow the children to explore and be 
adventurous in safety.

The staff who work at our setting are:

Angie Dean Manager and Early Years Teacher BA (Hons) 

  Early Years Teacher, MA

Sue Holman Deputy Manager/Finance Clerk Foundation Degree Early Years

Cindy Martin Childcare Practitioner Level 3 Early Years

Claire Arnold Childcare Practitioner Level 3 Early Years

Linda Tinkler Childcare Practitioner Level 2 Playwork

Kerrieann Davis Childcare Practitioner Level 2 Early Years

Maisie Dean Childcare Practitioner Level 3 Early Years

Sue Smith Childcare Practitioner Level 3 Early Years

Laura Cummings Childcare Practitioner Level 2 Early Years

Wendy Moyses Administrative Clerk.

Kelly Selby Cleaner 

All practitioners at 
Upwood Small to 
Tall have completed 
a paediatric first aid 
course.
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Pre-school children can attend breakfast club (8am-9am) and after school club (3.30pm-6pm) when they are 3 years 
old, pre-school places in these clubs are limited to 8 per session. School children up to the age of 11 use the breakfast 
and after school club along with the pre-schoolers.

We are open for 38 weeks each year.

The times we 
are open are

8am-6pm Monday to Thursday 

8am-1pm and 3.30-6pm on Fridays

We are open for 5 days each week

We are closed
during  
school holidays.

We provide care and education 
in our pre-school for young 
children between the ages of: 2 and 5 years



The parents’ rota

Although this is not compulsory, you are more than 
welcome to stay for an amount of time that suits you, 
from 10 minutes to an hour or so. Our setting has a dated 
rota which parents can sign if they would like to help at 
a particular session or sessions of the setting. Helping 
at the session enables parents to see what the day-to-
day life of our setting is like and to join in helping the 
children to get the best out of their activities. Parents have 
visited the setting to play the violin for the children, read a 
favourite story and to show the children how to look after 
their pets. Please speak to your child’s key person if you 
would like to book a time.

Key person and your child

Our setting uses a key person approach. This means that 
each member of staff has a 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. We have found that some 
children find settling in at pre-school much easier if they 
have a home visit in addition to a setting visit. Children 
can meet their key person who will be accompanied by 

another staff member in their own home where they feel 
happy and relaxed. Visits usually last about 10 minutes, 
please hand in the slip at the back of this pack if you 
would like to organise a visit.

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 thinking about early years care and education. We 
also keep up-to-date with best practice, as a member 
of the Pre-school Learning Alliance, through Under 5 
magazine and other publications such as the Early Years 
Educator Magazine which is available in the lobby for 
parents to read. From time to time we hold learning events 
for parents. These usually take the form of a practical 
workshop and look at how adults can help children to 
learn and develop in their early years.

The setting’s timetable and routines

Our setting believes that care and education are equally important in the experience that we offer children.  
The routines and activities that make up the day in our setting are provided in ways that:

 help each child to feel that she/he is a valued member of the setting;

 ensure the safety of each child;

 offer challenges for children’s independent learning;

 help children to gain from the social experience of being part of a group; and

 provide children with opportunities to learn and help them to value learning.
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When arriving...

As a forward thinking setting we are constantly seeking 
to improve our practice. As experienced practitioners 
we know that, at times, it is important to be on the same 
level as a child in order to engage properly with them. 
But, sometimes this is not appropriate or possible and 
we wanted you to know that there are other ways to 
be at a child’s level and other techniques that are more 
appropriate for young children. 

Some members of staff sit on the floor and some 
require a chair because their knees aren’t what they 
used to be! We do, however, also know that there are 
other ways to interact with children. Sally Thomas, early 
years consultant, teaches that children need a protective 
(imaginary) umbrella above their heads whilst parent and 
practitioner are talking and this cannot be created whilst 
at the child’s level. The ‘umbrella’ is created above them 
by the interaction of the parent/carer and the practitioner. 
This instils a feeling of security as the child links their 
parent/carer and the practitioner together making this a 
safe place for the child when the parent/carer leaves. It is 
an especially useful technique during times of transition, 
for example when the child is entering the setting and the 
parent is leaving. So, please don’t worry if the practitioner 
does not get down to your child’s level as you enter, the 
child level interactions will continue throughout the day in 
the session when it is appropriate.

We organise the day so that children can take part in a 
variety of child-chosen and adult-led activities. These take 
account of children’s changing energy levels throughout 
the day. We cater for children’s individual needs for rest 
and quiet activities during the day. Outdoor activities 
contribute to children’s health, their physical development 
and their knowledge of the world around them. 

Snacks and meals

Water is available to children throughout the day. We 
make snacks and meals a social time at which children 
and adults eat together. Children are encouraged to 
bring in a healthy item each day (E.g. Fruit, vegetable, 
cheese) which will be cut up and shared amongst them 
for snack time. Snack time usually starts at 10am with 
children attending as and when they wish. Lunchtime 
is at 12pm and children can bring a packed lunch from 
home or make use of the hot meal service (additional 
charge applies). Hot meals are freshly cooked each day 
in the school kitchen and delivered to us in insulated 
containers from which we serve the children. Menus are 
balanced so that they provide the children with healthy 
and nutritious food over a three-week cycle (please 
see noticeboard in the lobby for current menu). Please 
tell us about your child’s dietary needs and we will plan 
accordingly.

Clothing

We provide protective clothing for the children when they 
play with messy activities, but clothes may get messy if 
children do not want to wear the clothing provided. We 
ask that you do not send children in their best clothes but 
rather items that you do not mind getting dirty. We do have 
a supply of wellington boots and sun hats for outdoor 
play but you are welcome to bring your own from home 
if you prefer. We encourage children to gain the skills that 
help them to be independent and look after themselves. 
These include taking themselves to the toilet and taking 
off, and putting on, outdoor clothes. Clothing that is easy 
for them to manage will help them to do this. We ask 
that you send in a change of clothes in a named bag to 
leave at the setting in case of accidents or wet/muddy 
play. We keep a record of when and why your child has 
been changed or if your child has needed intimate care 
such as having their bottom wiped, you may ask to see 
this record at any time. Many items that children wear, 
hats, coats and rucksacks for example, are the same so 
please ensure your child’s items have their name in them. 

Policies

Copies of our policies are available in print form in our lobby, they are also available on our website  
www.upwoodsmalltotall.co.uk 

Our policies help us to make sure that the service provided by our setting is a high quality one and that being a 
member of the setting is an enjoyable and beneficial experience for each child and her/his parents. 

The day at 
Upwood  

Small to Tall



Safeguarding children

Upwood Small to Tall has a duty under the law to 
help safeguard children against suspected or actual 
‘significant harm’. Our employment practices ensure 
children against the likelihood of abuse in our setting 
and we have a procedure for managing complaints or 
allegations against a member of staff.

Our way of working with children and their parents 
ensures that we are aware of any problems that may 
emerge and can offer support, including referral to 
appropriate agencies when necessary, to help families 
in difficulty. 

Special needs

To make sure that our provision meets the needs of 
each individual child, we take account of any special 
needs a child may have. We work to the requirements 
of the Special Educational Needs and Disability Code of 
Practice: 0 to 25 years (2015).

The management of Upwood Small to Tall

Although we work closely with Upwood Primary School, 
we are independent from them. Our setting is a charity 
and as such is managed by a volunteer management 
committee. The elections take place at our Annual 
General Meeting (AGM). The committee make 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 setting. It is our shared 
forum for looking back over the previous year’s activities 
and shaping the coming year’s plan.
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Fees

We accept both universal (15hrs) and extended (15hrs) 
early years funding, we also accept childcare vouchers 
and we are subscribed for taxfree childcare scheme.

Regular users are required to book their places in advance 
to guarantee them, as opposed to an adhoc user who 
may be able to book at short notice provided there is a 
space available. Our hourly rate for regular attendance is 
£4.10 per hour for three and four year old children, adhoc 
bookings and our rate for two year olds is £4.50.

Booking forms are issued along with this booklet, you 
will be able to book your space termly or for the whole 
year. Invoices will be raised termly in advance based on 
the booking forms received; this means that you will be 
invoiced for the times that you have booked rather than 
actual attendance times. Absence due to sickness or 
cancellations remain chargeable. We require four weeks 
notice if you leave the setting for fees to be refunded 
outside this four week notice period. Any additional hours 
attended after the booked hours will be invoiced monthly 
at our adhoc rate of £4.20 per hour. Invoices raised for 
adhoc usage will be due for payment within one week.

We are noticing an increased number of parents arriving 
early and late for sessions, it is important that you arrive 
during your booked hours. Our staff ratios are calculated 
on the number of children we have booked into the 
sessions. Early and late collections especially during 
session crossovers at breakfast club and lunch sessions 
can cause staffing issues and have repercussions on the

setting. We will not be able to accept your child before 
their booked time and any alterations to your collection 
time need to be agreed in advance with a member of 
staff. Failure to collect your child after your booked hours 
will result in half hourly charges based on the adhoc 
rate. There will also be an additional charge of £10 for 
any child collected 10 minutes or more outside of their 
booked hours.

Our family discount will also continue to apply as follows: 
25% discount will be awarded to all siblings of the 
highest user. Discounts are applicable on fees only and 
do not apply to charges for school dinners. Discounts will 
apply to fee payers only and are not available for funding 
payments. 

Payment for invoices will be required one month in 
advance; your invoice will include the total for the whole 
term and a total for monthly instalment payments which 
will commence in August. You can either choose to pay in 
full on receipt of your invoice or spread the cost and pay 
by weekly or monthly instalments. If your payments are 
paid on time for the period you will be rewarded a 7.5% 
discount on your fees which will be applied to your invoice 
for the following term. Please note that your account must 
be paid in full at the end of this school year and the first 
payment for next year should be received in August to 
receive this discount. 

If you have any questions or require any further information regarding fees and payments please 
do not hesitate to contact us further. Please forward any questions and concerns to Sue Holman, 
our Finance Officer at Upwood Small to Tall who be contacted by email at  
office@upwoodsmalltotall.co.uk



We hope that you and your child enjoy 
being members of Upwood Small to 
Tall and that you find taking part in our 
activities interesting and stimulating. 
Our staff are always ready and willing 
to talk with you about your ideas, 
views or questions.

Upwood Small to Tall 
Upwood Primary Academy 
Upwood, Huntingdon 
Cambs, PE26 2QA

T: 01487 802086
E: manager@upwoodsmalltotall.co.uk 
www.upwoodsmalltotall.co.uk


