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PROSPECTUS  
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A pre-school playgroup enabling children to 

have fun with friends and where they learn  
through play 

 
 
 

 

Whittlesford Pre-School Playgroup 
Whittlesford Memorial Hall, Mill Lane, 

Whittlesford CB22 4NE 
Telephone number: (01223) 839395  

www.whitsers.org.uk 



Value Statement 

 

At Whitsers we aim to provide a setting in which children have fun while being happy 

and secure, and in which there is an atmosphere of mutual trust; where children know that 

they are valued and respected and that learning is exciting and an intrinsic part of their 

play and of all that they enjoy. 
 
 
Through play, it is our intention to instill a lifelong love of learning and to foster in each 

child the vital social skills needed to contribute to the wider community. 

 

Our Philosophy  
We believe: 

 

• that early childhood is the foundation on which children build the rest of their 

lives: it is not just a preparation for the next stage – it is vitally important in 

itself;  

 

• that all children should be respected and valued, so that they will value 

themselves and know how to respect and value others;  

 

• that young children learn most effectively through play and that they need 

opportunities to explore both the indoor and the outdoor environment at 

Whitsers;  

 

• that a child should be viewed as part of a family and within the context of the 

wider community. Therefore, we encourage parents and friends from the locality 

to become actively involved in the life of the playgroup;  

 

• that our curriculum should be appropriate for all children;  

 

• that children should become independent learners, confident problem solvers 

and develop a lasting love of learning;  

 

• in providing the highest quality learning experiences possible within a safe, 

secure and stimulating environment.  

 

WHITSERS OFFERS YOUR CHILD 

 

• Fun and friendship with children and other adults  

• A specially tailored curriculum for children aged 2.5 years to school age, based   

 on the stepping stones to the early learning goals  

• 
Individual care and attention made possible by a high ratio of adults to children  

The support of a personal keyworker  

•   

 

WHITSERS OFFERS YOU 

 

• Opportunities for you and your family to be directly involved in the activities of the 
playgroup and in your own child's progress   

• Peace of mind knowing that your child is in excellent hands while at Whitsers  

 
 
 
 
 
 

 

2 



The Early Years Foundation Stage 

 

Every child deserves the best possible start in life and the support that enables them to fulfil 

their potential. Children develop quickly in the early years and a child‟s experiences 

between birth and age five have a major impact on their future life chances. A secure, safe 

and happy childhood is important in its own right. Good parenting and high quality early 

learning together provide the foundation children need to make the most of their abilities 

and talents as they grow up. “Statutory Framework for the  
Early Years Foundation Stage (1)”(1)” 
 

 

The revised Early Years Foundation Stage enables practitioners to support children toward 

their successful futures and ensures they are valued and supported individually, this 

enables us to ensure doors are open to new experiences and opportunities are available to 

help them progress. 
 
 
On starting Whitsers a child is allocated a key worker. Their role is to ensure the child 

settles in and become familiar with the setting and has a sense of security. The key worker 

compiles a child‟s learning journal. This is done by observation and assessment and close 

partnership with parents. As we observe and record what children are doing we use these 

observations to assess how children are developing. We can use this information to plan 

how to extend each child‟s interests, skills and experience and where to give support to 

further develop their learning. The key worker helps ensure that EVERY child‟s learning 

and care is tailored to meet their individual needs. 

 

 

At Whitsers we follow the statutory Early Years Foundation Stage which will be used to 

underpin your child‟s development from birth-five years. 

 

The EYFS is based on four themes and principles, these are: 

 

A unique child + Positive relationships + Enabling environments = Learning and 

development 

 

The three prime areas of the EYFS are 

 

Personal, Social and Emotional Development 
Physical Development  
Communication and Language 

 

There are four specific areas: 

 

Literacy 
Mathematics 
Understanding of the World 

Expressive Arts and Design 
 

 

The EYFS requires Whitsers to review children‟s progress in the prime areas before 

their third birthday and before they transfer to school. 

 

These assessments are shared with parents, colleagues and other settings. 

 

We enjoy developing relationships with parents/carers and would like to encourage you to 

bring your perspectives and expertise to Whitsers to help build your child‟s self esteem and 

dispositions to learning. 
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Children are born ready, able and eager to learn. They actively reach out to interact with 

other people, and in the world around them. Development is not an automatic process, 

however. It depends on each unique child having opportunities to interact in positive 

relationships and enabling environments. “The British Association for Early Childhood 

Education”Education” 
 
 

 

ACTIVITIES 

 

Children may choose to do craft activities, painting, drawing, pretend play, dressing-up, 
clay/play dough, building, sand/water, puzzles and games or looking at books. We sing, 
play instruments, tell stories and learn rhymes.  
Weather permitting, outside play is an important part of each session - we have bikes and 

trikes, an outdoor kitchen and a den, a climbing frame, a slide, a sandpit and water play. 

We also have equipment suitable for physical activities indoors on wet days, and a stock 

of wellingtons for days when the rain stops just in time for us to go out! 

 

 

Activities are planned carefully and each half term has a theme. The programme for coming 

weeks is explained in a newsletter which appears regularly during term-time, enabling 

parents to talk with their child about what is going on at playgroup and to allow children to 

bring from home relevant items of interest. Details are also posted weekly on the parents‟ 

noticeboard in the lobby area of the Memorial Hall. 
 
 
SESSIONS 

 

Whitsers‟ sessions are from 9am–12pm on Monday, Tuesday, Thursday and Friday. A 

special pre-school session is held for older children on Wednesday mornings from 9am-

12pm. Following this session children can also stay for Lunch Club until 1pm. Whitsers 

term dates usually follow those of William Westley Primary School in Whittlesford, 

including half-term breaks. Term dates are notified to parents in our regular newsletters. 
 

 

WHO‟S WHO AT WHITSERSWHO‟ 

 

We are proud of the high ratio of adults to children in our group. This ensures individual 

attention to the needs and development of each child. Each session is run by a Playleader 

with at least two assistants and/or parent helpers. Our staff are qualified or experienced in 

nursery education and playgroup practice, or are working towards a suitable qualification. 

More details of the qualifications and experience of members of staff are available for 

parents to see, should they wish, in the file kept at playgroup. 

 

 

The regular staff at Whitsers are:  

Playleader: Kate Thorburn BTEC in Social Care level 3 

  Diploma in Pre-school Practice level 3 

  First Aider, Designated Person Child Protection, 

  ENCO until April 2013 

Deputy: Jenny Bangham CACHE level 3, First Aider 

  SENCO 

 

Playgroup Assistants: Ros Watson 

 

Sara Hayes 

Donna Holloway 

 

CACHE level 3, First Aider, 
Designated Person Child Protection 
First Aider  
DPP Training level 3 
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Bev Arnold    CACHE level 3, ENCO from April 2013 

Michelle King 

 

Our keyworker system gives each member of staff particular responsibility for just a few 

children. Each child has one special adult to relate to, their keyworker, who maintains links 

with the child's family and works with parents through shared record-keeping to ensure that 

all children are supported in reaching their full potential and that observations of the 

children in Whitsers are used as a basis for drawing up a curriculum specific to each child. 
 
 
 
 

 

PARENT PARTICIPATION 

 

Parents are the first and most important educators of their young children. Whitsers 

aims to support parents and welcomes them to: 

 

• help in Whitsers with the children 
• bring to Whitsers any special skills or talents such as music, craft work and 

storytelling 
assist with fundraising 

•
 take part in the management of Whitsers through the Committee  
• 

 

Research shows that children learn better when their parents are involved. Whitsers 

operates a parent helper rota. This helps to maintain the high ratio of adults to children at 

Whitsers and helps to guarantee individual care and attention for each child. It also gives 

parents the opportunity to take an active part at Whitsers to see what happens there, and to 

talk about it afterwards with their child. Children thoroughly enjoy seeing their own 

parents/carers in this role. Parents are encouraged to take part in the rota  
if circumstances allow. 
 

 

MANAGEMENT AND ADMINISTRATION 

 

Whitsers is run by an elected committee of volunteer parents („the Committee‟), which 

ensures that major decision making is in the hands of the parents of children who attend. 

We aim to promote equality of opportunity for all children and families. The Committee is 

responsible for reviewing both policy and practice, for the employment and appraisal of 

members of staff and for all financial issues including fundraising. The Committee works 

hard organising a range of fundraising and social events to support the work of the 

playgroup and the proceeds from these events make an important contribution to playgroup 

funds. Details of the Committee can be found on the noticeboard in the lobby of the 

Memorial Hall. Photographs of the Committee and staff are on display inside playgroup. 
 
 

 

Our Annual General Meeting, at which the Committee for the following year is elected, is 

held in October and parents will be informed of the date in good time so they are able to 

attend. We are very grateful for the support of parents – both those who serve on  
the Committee and all those who support the events so generously. You can contribute to 

playgroup by becoming a member of the Committee, please give this consideration and 

feel free to speak to any Committee member for information. 
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REGISTRATION 

 

When you apply to register your child at Whitsers, we will give you a copy of our 

Prospectus together with a registration form. This form details all the personal information 

necessary to ensure your child‟s safety and security while at Whitsers. You will be required 

to sign a section on the Registration form confirming that you have read and understood the 

Prospectus. 
 

 

ADMISSIONS PROCEDURE 

 

Once the completed registration form has been received, your child‟s name will be put on 

the waiting list. Admissions are usually agreed at least a half-term in advance of your 

child‟s start date. When a place becomes available for your child we will contact you. We 

ask that parents indicate their acceptance of the place within two weeks. Once you have 

accepted a place for your child, an admin fee of £20 will be charged (which includes a 

book bag).  At least a half a term‟s notice must be given to either withdraw or reduce the 

number of sessions, otherwise fees will be due for that place. If, during your  
child‟s time at Whitsers you wish to change the number or days of sessions, then please 

contact the Committee member in charge of admissions or see the Playleader. Please 

note that if your child is in receipt of the Early Years Funding, then any changes can 

only be made at the start of a term. 
 
 

 

ADMISSIONS POLICY 

Whitsers is open to every family in the community. In order to encourage children and 

families from all sections of the community we ensure that Whitsers is advertised by 

various means throughout the village and community. A waiting list is kept in order of date 

of birth, but in certain circumstances children may be admitted out of sequence at the 

discretion of the Committee. We use the following criteria for accepting children from the 

waiting list, subject to the availability of places (which is dependent upon legal restrictions 

regarding adult-child ratios and available space): 
 

 

Should there be more than one child on the waiting list to start in a term, and insufficient 
places available, then the Committee will take into consideration:  
•Where the child lives – children living in Whittlesford will have priority; 
•Age – older children have priority; 
•Time spent on waiting list;  
•Whether siblings attend (or have attended) Whitsers; 

 

 

SESSION REQUIREMENTS 
• Children aged 2.5 to 3 years - 2 weekly sessions (NOT Wednesday)  
• Children aged 3 and over, but NOT in their final pre-school year – 2 – 4 weekly 

sessions (NOT Wednesday)   
• Children in their final pre-school year 2 – 5 sessions (space permitting 5 

sessions is recommended, particularly Wednesday as this session is for final 

year pre-schoolers only with the option of lunch club )   
• Children for whom there is no spare place in their earliest qualifying term will be 

added to the top of the next term‟s waiting list;  

 
 

 

Confirmation of your child‟s place will be given where possible at the beginning of the 

.half term before he or she is due to start. Once a place has been accepted, an admin fee of £20    will be charged 

(which includes a book bag) and a full half-term‟s notice must be given to either withdraw or reduce the number 

of sessions. 
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In order to make Whitsers genuinely accessible to children and families from all 
sections of the local community we:  
•Welcome both fathers and mothers, other relations and other carers, including 

childminders, and people from all cultural, ethnic, religious and social groups, with 
and without disabilities;  

•Monitor the gender and ethnic background of children joining Whitsers to ensure 

that equality of opportunity is provided. 

 

 

EARLY YEARS FUNDING 

 

The Early Years Funding (EYF) Scheme currently offers free entitlement for all three 

and four year olds to 15 hours per week for 38 weeks. 

 

Children become eligible for EYF from the term after which they become 3 years old. The 

EYF system operates on a termly basis. EYF application forms are provided at the 

beginning of each term. 

 

If your child starts at Whitsers or increases the number of sessions they do after the 

EYF headcount date at the beginning of a term, the place will have to be paid for 

privately. 

 

Should you require further details of EYF, there are leaflets available from Cambridgeshire 

County Council or please contact a member of the Whitsers committee. 

 

There are also a limited number of funded places for two year olds for up to 12.5 hours of 

free childcare per week during school terms (38 weeks per year). To qualify, families must 

be receiving certain benefits. Children are referred for funding by their local Children‟s 

Centre. If you are not sure if you qualify, please contact Sawston Seedlings Centre on 

01223 706373. 
 

 

FEES 

 

From January 2014 fees will be £4 per hour (£12 per 3 hour session) for children up to an 

including the term in which they turn 3 years old. From the term after a child turns 3, fees 

will also be £4 per hour (£12 per 3 hour session) for any hours over and above those funded 

under the government early years funding scheme. Fees are payable half-termly. 

Arrangements can be made with the Committee member in charge of invoices to pay in 

more frequent instalments if parents prefer. Parents who may have difficulty paying fees 

should talk to the Playleader in confidence to enquire about the possibility of an assisted 

place for their child. The fees are set by the Committee at their  
discretion and may be increased as necessity dictates. The Committee will endeavour to 

give a half-term‟s notice of their intention to raise the fee. 

 
 

 

Fees are payable for every day on which a child is registered to attend and will not be 

waived for illness or holiday. A notice period of a complete half-term is required  
prior to a child leaving Whitsers Failure to give due notice will result in liability for Whitsers. 

fees for the half-term after the child has left. Each child's attendance at Whitsers is conditional 

upon continued payment of any fees. 
 
 
AD HOC SESSIONS 

 

It may be possible to book extra sessions for your child on an „ad hoc‟ basis. The 

availability of such sessions depends on staffing levels. If you wish to book an ad hoc 

session please talk to the Playleader at least one week in advance. From September 
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2013 the fee for any ad hoc sessions will be £13.04 per session and will be added to 

your next invoice. 

 

CHILD PROTECTION PROCEDURES 

 

We are required to report any obvious or suspected cases of child abuse. This procedure is 

intended to protect children at risk and child care settings are encouraged to take the 

attitude that, where there are grounds for suspicion, it is better to be safe than sorry. 

Clearly, this is a delicate responsibility. If circumstances arose which did prompt action – 

rightly or wrongly – we would be acting in what we believed to be the child‟s best 

interests. 
 

 

POLICIES 

 

All our policies are designed to offer the best possible experience for the children and 

families within Whitsers. Reference copies of our policies are kept on the parents‟ 

notice-board, and further copies are available from playgroup at anyparents‟ time upon 

request. Our policies are reviewed on a regular basis and comments  
and suggestions from parents are always welcome. 
 

 

PHOTOGRAPHY / VIDEO FOOTAGE OF CHILDREN 

 

Whitsers occasionally take photographs of children for a child‟s individual records, 

Whitsers‟ records and reviews or for publicity purposes. There is a section in the 

registration form which requires parents to indicate whether they are happy for such 

images to be taken and used. Parents are required to sign this section. 

 

UNDER THE WEATHER? 

 

Parental co-operation is appreciated when dealing with illness. We ask parents not to 

bring their child to Whitsers if they are ill or „under the weather‟. Parents are asked to 

keep their children at home if they have any infection and for at least 48 hours  
after the last attack of vomiting or diarrhoea. It is not fair on them or on other 

childen if the illness is infectious. 

 
 
You will be asked to take your child home again if they are obviously unwell on arrival. If 

the child becomes ill during the session, we will contact you and ask you to come and 

collect them without delay. 

 

VISITING WHITSERS 

 

We would encourage you and your child to spend at least one morning at Whitsers prior to 

your child‟s start date. These visits will make the place and people feel familiar, and get 

your child used to the daily routines such as snack time. 

 

STARTING PLAYGROUP 

 

The first days 

 

It is important for parents and Whitsers staff to work together to help the child to feel 

confident and secure in the group. This may take longer for some children than for others and 

parents should not feel worried if their child takes a while to settle. If needed, we can arrange 

for your child's Key Worker to visit your home to help with the settling in process. 
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What to wear 

 

It is best to send children dressed in clothes which are easily washable or not too new, as 

there will be lots of opportunities for them to explore and experiment with all kinds of 

materials, including messy ones. 

 

It is good for children to practice the skills which will make them independent. Simple 

clothing which they can handle themselves will enable them to go to the toilet when they 

want to, and to put on and take off their outdoor clothes without being too dependent on 

other people's help. 

 

We hope that your child's time at Whitsers will be a very happy and productive 

one. If you have any queries or if we can be of any help, please contact the staff or 

any member of the Committee at any time. 
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