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Introduction
Barns Green Playgroup is a registered charity established in 1978 with the purpose of providing a playgroup setting in
the village, and welcoming Children from the surrounding areas.
We are members of the Early Years Alliance, a national organisation which provides the playgroup with valuable
guidance and support. We also receive support from the Early Childhood Services.
Playgroup is run by a voluntary committee of parents and staffed by a team of qualified and experienced childcare
practitioners.
We adhere to the statutory framework for the early year’s foundation stage and are regularly inspected by Ofsted. Our
latest inspection report is available on request, or visit www.ofsted.gov.uk/
We operate from Barns Green Village Hall which has a beautiful setting, looking onto the village green with nearby
country walks. Playgroup has its own garden which enables children to enjoy indoor and outdoor activities throughout
the year.
Playgroup opening hours during Barns Green School term times (We do not close for inset days)
Monday - Friday 9.00am – 3.00pm
Children can begin playgroup at the age of 2.
Sessions can be booked as morning or afternoon or one complete session.
Our setting 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;
• offer children and their parents a service that promotes equality and values diversity.
Parents
Parents are regarded as members of our setting who have full participatory rights. These include a right to be:
• valued and respected;
• kept informed;
• consulted;
• involved; and
• included at all levels.
• As a community based, voluntary managed setting, we also depend on the good will of parents and their
involvement to remain sustainable as a service in the village.
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 qualified staff to children.
• has the chance to join with other children and adults to live, play, work 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;
• is in a setting in which parents help to shape the service it offers.
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Children's development and learning

The provision for children's development and learning is guided by The Early Years
Foundation Stage (DCSF 2021). From September 2008 the Early Years Foundation Stage
became law.

There are 3 Characteristics of effective learning and teaching:
• playing and exploring –
children investigate and experience
things, and ‘have a go’
• active learning –
children concentrate and keep on
trying if they encounter difficulties,
and enjoy achievements
• creating and thinking critically –
children have and develop their own
ideas, make links between ideas,
and develop strategies for doing thing
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The curriculum is divided into three prime areas and four specific areas.
These are:
Prime Areas
Personal, Social & Emotional Development
Making relationships
Sense of self
Understanding feelings
Physical Development
Moving & handling
Health & Self-care
Communication & Language
Listening & attention
Understanding
Speaking
Specific Areas
Literacy
Reading, Writing
Mathematics
Mathematics
Understanding the World
People & Communities, The world, Technology
Expressive Arts & Design
Being Imaginative & Expressive

Children start to learn about the world around them from the moment they are born. The care and education offered by
Barns Green Playgroup 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.
For each area, the practice guidance sets out the Early Learning Goals. These goals state what it is expected that
children will know and be able to do by the end of the reception year of their education.
The practice guidance also sets out in ‘Development Matters’ the likely stages of progress a child makes along their
learning journey towards the early learning goals. Barns Green Playgroup has regard to these matters when we
assess children and plan for their learning.

Our approach to learning and development and assessment
Learning through play
Play helps young children to learn and develop through doing and talking, which research has shown to be the means
by which young children learn to think. Our setting uses the practice guidance Early Years Foundation Stage to plan
and provide a range of play activities which help children to make progress in each of the areas of learning and
development. In some of these activities children decide how they will use the activity and, in others, an adult takes
the lead in helping the children to take part in the activity. In all activities information from the practice guidance to the
Early Years Foundation Stage has been used to decide what equipment to provide and how to provide it.
Pedagogy Helping children to learn
Children are powerful learners. Every child can make progress in their learning, with the right help. Effective pedagogy
is a mix of different approaches. Children learn through play, by adults modelling, by observing each other,
and through guided learning and direct teaching. We carefully organise enabling environments for high-quality play.
We also make time and space available for children to invent their own play. We join in to sensitively support and
extend children’s learning. Children in the early years also learn through group work, we use this time to guide their
learning. Older children need more of this guided learning. A well-planned learning environment, indoors and outside,
is an important aspect of pedagogy.
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Assessment checking what children have learnt
Assessment is about noticing what children can do and what they know. It is not about lots of data and evidence.
Effective assessment requires us to understand child development. Practitioners also need to be clear about what
they want children to know and be able to do. Accurate assessment can highlight whether a child has a special
educational need and needs extra help. Before assessing children, we think about whether the assessments will be
useful. Our assessments do not take practitioners away from the children for long periods of time.
We make periodic assessment summaries of children’s achievement based on our ongoing development records.
These form part of children’s records of achievement. We undertake these assessment summaries at regular intervals
as well as times of transition, such as when a child goes on to school.
Records of achievement
The setting keeps a about me development record for each child. Staff and parents working together on their
children's records of achievement is one of the ways in which the key person and parents work in partnership. Your
child's record 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 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. You and the key person will then decide on how to help your child to move on to the
next stage.
At 2 years old we will carry out an assessment in which parents’ carers will be consulted.
We regularly consult parents throughout your child’s time at playgroup.
Working together for your children
At Barns Green Playgroup we maintain and exceed the ratio of adults to children in the setting that is set through the
Welfare Requirements.
This enables 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;
allow the children to explore and be adventurous in safety.

All members of staff have been appointed in accordance with West Sussex Social Services Department guidelines.
We guarantee to have at least one qualified supervisor present at each session and that other members of staff work
on various days as required.
Our staff/child ratio is at least 1: 8 for 3 – 5 year olds
1: 4 for 2 - 3 year olds.
Staff are encouraged to take any relevant training available and ensure necessary training is kept up to date.

Playgroup Pet
Bev brings her hamster to Playgroup for the children to help look after. This provides many learning opportunities
about caring for living creatures, each other and themselves. It also has helped many children settle into Playgroup.
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Staff Profiles
Bev Liley (Manager) has a Diploma in Pre-school Practice Level 3 (including special needs), training in Child
Protection, Paediatric First Aid and Food Hygiene. She has vast experience with children from 0-16 including child
minding, cub pack helper for 2½ years and she ran a youth football team for 6 years. Bev’s 3 children have all
attended Barns Green Playgroup, and she has been actively involved with the playgroup since 1993 and employed as
a member of staff since 1997. Bev is the Child Protection and Behaviour Management Co-ordinator for playgroup.
Becca Leonard (Deputy Manager) has worked at the Playgroup since March 2014. Becca is the INCO (inclusion coordinator or SENCO Special Educational Needs Co-ordinator) and Playgroups’ nominated person for Health & Safety
and supervises sessions in Bev’s absence. She holds the following qualifications – CACHE Level 2 & 3 Diploma in
Childcare and Education, Child Protection, First Aid and Health & Safety training. Becca has a son who attended
Barns Green Playgroup and was bank staff prior to becoming a permanent member of staff. She has experience
working at 3 other settings with responsibilities including Supervising and being a Key person.
Amanda Page (Assistant) was employed as bank staff in January 2007. She became a permanent member of the
staffing team in January 2008. Amanda has had previous experience working with pre-school children doing voluntary
work at a crèche. She has 3 children of her own one of which attended playgroup when they moved to the area in
2006. During this time Amanda helped out at fund raising events for playgroup. She has a Diploma in Pre-school
Practice Level 3, training in first aid and Child Protection. Amanda had a break from Playgroup for five years as she
moved out of the area. She returned in 2017. During this 5 years Amanda worked with special educational needs
children as a volunteer with Riding for the Disabled.
Emma Dasey (Assistant) joined the team in July 2019. She worked for16 and a half years in a Residential Special
Needs School, being a Team Leader of Children and Young People with education, behavioural, speech and language
and additional needs. She has her NVQ level 3 in Children and young people, also acquiring basic Makaton training,
Team Teach, First Aid, Food Hygiene, PEC's, Social Stories, Fire Safety and Health and Safety. Emma has two
children. Her eldest attended Playgroup and youngest will also.
Gayle Goodall (Assistant) joined the team in Oct 2018. She completed her Level 3 Diploma for Early Years Workforce
(Early Years Educator) in 2021 whilst also completing first aid and Safeguarding training. Gayle has two children of her
own who both attended Barns Green Playgroup.
Annemarie Smith (Assistant) joined the team in September 2021. She is currently studying for her Level 3 Diploma
for Early Years Workforce (Early Years Educator). She has a lot of experience looking after pre-school aged children
for family members. Annemarie has training in First Aid and Safeguarding.
We have supplementary members of staff who can be called upon in the event of illness or emergency.

How parents take part in the setting
Our setting recognises parents as the first and most important educators of their children. All of the staff see
themselves as partners with parents in providing care and education for their child. There are many ways in which
parents take part in making the setting a welcoming and stimulating place for children and parents, such as:
• exchanging knowledge about their children's needs, activities, interests and progress with the staff;
• helping at sessions of the setting;
• sharing their own special interests with the children;
• helping to provide, make and look after the equipment and materials used in the children's play activities;
• being part of the management of the setting;
• taking part in events and informal discussions about the activities and curriculum provided by the setting;
• joining in community activities in which the setting takes part;
• building friendships with other parents in the setting.
The parents' rota
The setting has an optional rota where parents can arrange a date with the Manager to come in 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-today life of the setting is like and to join in helping the children to get the best out of their activities.
Joining in
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Joining the rota is not the only means of taking part in the life of the setting. Parents can offer to take part in a session
by sharing their own interests and skills with the children. Parents have visited the setting to play instruments for the
children, show pictures and items from their travels, and to share different languages and cultures with the children.
We welcome parents to drop into playgroup to see it at work or to speak with the staff.
Key persons and your child
Our setting uses a key person approach. This means that each member of staff has a group of children for whom
she/he is particularly responsible. Your child's key person will be the person who works with you to make sure that
what we provide is right for your child's particular needs and interests. When your child first starts at the setting,
she/he will help your child to settle and throughout your child's time at the setting, she/he will help your child to benefit
from the setting's activities.
Learning opportunities for adults
As well as gaining qualifications in early years care and education, the setting staff take part in further training to help
them to keep up-to-date with thinking about early years care and education.
The setting also keeps itself up-to-date with best practice in early years care and education, as a member of the Early
Years Alliance, through the Under 5 magazine and publications produced by the Alliance.
Barns Green Playgroup has strong links with the Local Children and Family Centre. It is a service for families with
children from 0-18years, providing support and information about courses such as first aid.

The setting's timetable and routines
Barns Green Playgroup believes that care and education are equally important in the experience which we offer
children. The routines and activities that make up the day in the 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;
• help children to gain from the social experience of being part of a group;
• provide children with opportunities to learn and help them to value learning.
The session
We organise our sessions so that the children can choose from, and work at, a range of activities and, in doing so,
build up their ability to select and work through a task to its completion. The children are also helped and encouraged
to take part in adult-led small and large group activities which introduce them to new experiences and help them to
gain new skills, as well as helping them to learn to work with others.
Outdoor activities contribute to children's health, their physical development and their knowledge of the world around
them. The children have the opportunity, and are encouraged, to take part in outdoor child-chosen and adult-led
activities, as well as those provided in the indoor playroom.
Snacks
The setting makes snack and lunch club a social time at which children eat together. Parents are asked to provide a
pack lunch, morning, and afternoon snack for their children daily along with a water bottle. We encourage health
eating and good oral hygiene.
Policies
Barns Green Playgroup’s Policies and Procedures are available for you to see at the setting on the Parent Information
table. Our policies help us to make sure that the service provided by the 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 staff and
parents of the setting work together to adopt the policies and they all have the opportunity to take part in the review of
the policies. This review helps us to make sure that the policies are enabling the setting to provide a quality service for
its members and the local community.
Safeguarding children
Designated Person for Child Protection: Bev Liley
Barns Green Playgroup 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 settings 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 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.
Becca Leonard also has training and is the Designated Person for Child Protection in Bev’s absence.
Special Educational needs
Special Educational Needs Co-ordinator: Becca Leonard
As part of the setting's policy to make sure that its provision meets the needs of each individual child, we take account
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of any special needs a child may have. The setting works to the requirements of the 1993 Education Act and The
Special Educational Needs Code of Practice (2015). Our Local Offer is available to read on our webpage at
barnsgreen.com
The management of our setting
A parent management committee - whose members are elected by the parents of the children who attend the
setting - manages the setting. The elections take place at our Annual General Meeting. The committee is responsible
for:
• Managing the setting's finances;
• Employing the staff;
• Making sure that the setting has, and works to, policies that help it to provide
a high quality service;
• Making sure that the setting works in partnership with the children's parents.
The Manager
• Manages the staff;
• Is responsible for the day to day running of playgroup;
• Reports to the committee.
The Session Supervisor
• Is responsible for the safety of the children during the session;
• Is responsible for the staff during the session;
• Is responsible for daily duties being carried out;
• Reports to the manager.
AGM
The Annual General Meeting is open to the parents of all of the children who attend the setting and is usually held in at
the end of June. It is our shared forum for looking back over the previous year's activities and shaping the coming
year's plan.

Admissions Policy
Policy statement
It is Barns Green Playgroup’s intention to make our setting accessible to children and families from all sections of the
local community. We aim to ensure that all sections of our community have access to the setting through open, fair
and clearly communicated procedures.
Barns Green Playgroup adopts a policy of non-discrimination on the grounds of sex, race and disability. It seeks to
help each child develop socially and physically, maintaining a positive attitude towards him/herself, others, the staff
and committee.
Procedures
•
•
•
•

We ensure that the existence of Barns Green Playgroup is widely advertised in places accessible to all
sections of the community.
We ensure that information about our setting is accessible, using simple plain English, and provided in
different community languages and in other formats on request.
Playgroup will do its best to provide a place for your child on your requested days. (Children can begin
Playgroup from the age of 2)
We arrange our waiting list in birth order. In addition, our policy may take into account:
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•

•
•
•
•
•

•

•
•
•
•

a) the age of the child, with priority given to children who are eligible for the free entitlement – including
eligible two year old children;
b) the length of time on the waiting list;
c) the vicinity of the home to the setting;
d) whether any siblings already attend the setting;
e) The capacity of the setting to meet the individual needs of the child.
We encourage parents/carers to attend Playgroup with their child prior to their start date. This enables new
children and parents to become familiar with the staff, other children and routines before the big day arrives.
The length of time and number of sessions can vary according to the child’s needs and how the parent/carer
feels. There will be no charge for these sessions.
We consult with families about the opening times of Playgroup to ensure that we accommodate a broad range
of families' needs.
The number of sessions per week can be increased according to your requirements and subject to availability.
Children can remain at playgroup until they attend reception class at school.
We offer funded places in accordance with the Code of Practice for West Sussex County Council.
We keep a place vacant, if this is financially viable, to accommodate an emergency admission.
Parents/carers must provide children in nappies with a named bag containing nappies, wipes and nappy
sacks. Please provide spare clothing in case your child is in need of a change. Playgroup do have a limited
amount of spare clothing for emergencies, but request that parents return the washed clothes as soon as
possible. Staff are here to support your child through potty training, always feel free to discuss this with the
Manager or Key person.
Please provide your child with a change of clothes and in colder weather ensure that they bring a coat and
Wellingtons. In hot weather please provide them with a sun hat and apply sun cream. If you would like staff to
reapply sun cream during the session please label clearly with your child’s name and hand to a member of
staff for safe storage. All articles should be named.
In accordance with our policy and to establish routines and continuity, we recommend that you inform us of
any other playgroup/nursery setting that your child is attending. This is to enable us to liaise with the other
group in order to provide the best care for each child and cater for their individual developmental needs.
Barns Green Playgroup and its practices are welcoming and make it clear that fathers, mothers, other
relations and carers are all welcome.
Our setting and its practices operate in a way that encourages positive regard for and understanding of
difference and ability - whether gender, family structure, class, background, religion, ethnicity or competence
in spoken English.
We support children and/or parents with disabilities to take full part in all activities within our setting.

Fee Paying and Free Entitlement Policy
Fees
Our current charge is £6.50 per hour.
Payments will be invoiced during the second week of each half term. If you prefer you can pay at the beginning of
each session however, in order to keep places open and to meet our costs, days missed (due to illness or holidays
during term time etc) must still be paid for irrespective of payment arrangements. It is not normally possible to
substitute one missed day for another. This would have to be discussed with the Manager and would depend upon
availability of spaces.
Sibling Discount
Fee paying siblings
Should a family have two fee paying siblings or children at playgroup we will offer a one full price and one half price
option. When one of the siblings becomes funded the fee paying sibling will need to pay full fee. This will be in the
case of twins or children close enough in age.
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Early Years Free Entitlement
3 & 4 year old Free Entitlement
The government pays the Early Years Free Entitlement from the term following a child’s 3rd birthday. Each child is
entitled to 15 hours per week. This can be claimed as a minimum of 3 hours and can include lunch. You will be
required to state how you will be claiming the hours at the beginning of each term. (E.g. If your child attends 4 three
hourly sessions you can also claim for 3 lunch clubs) This is claimed directly by playgroup. Any hours over the 15 are
charged at the rate of £6.50 per hour.
You can now apply for Tax-Free Childcare and 30 hours free childcare (An extended 15 hours for working parents).
They are two separate government schemes which can be applied for to help parents with the cost of childcare. You
can apply for both through one online application.
To qualify for either scheme, both parents must be working, and over a 3 month period each be earning at least the
National Minimum Wage or Living Wage for 16 hours a week on average, and not more than £100,000 each a year.
The link to apply is: https://childcare-support.tax.service.gov.uk/
2 year old Free Entitlement
In some circumstances you may be able to access 15 hours of funding for 2 year olds. This is determined under the
same criteria for free school meals. 2 year old funding is applied for by the parent/carer and is normally an online
application. Once funding has been agreed for your child you will be given a code to give to the Manager who can
then access the funding. Children are unable to begin playgroup as funded without the code as no payments will be
back dated. The link for 2 Year old free entitlement is http://www.westsussex.gov.uk/default.aspx?page=9517
If you do not have access to the internet you can gain access at your local Children and Family Centre, where there
will be people to help you with the application if you require it. Alternatively the Manager can help you at Playgroup.
Headcount Day
Is at the beginning of each term, normally on the second Thursday of the term. This date is displayed in the outdoor
notice board. Hours claimed cannot be changed after this date and a late payment claim will have to be submitted for
children arriving after headcount day. If a late claim is unsuccessful then the parent/guardian will have to pay the
normal session fee until the following term.
Notice Period
A period of 4 week’s notice is required if your child is going to leave Barns Green Playgroup before they are due to
attend school. (In special circumstances this may be negotiable, please speak to the Manager in confidence)
Early Years Pupil Premium (The Early Years Pupil Premium (EYPP) is additional funding for early years settings to
improve the education they provide for eligible 3 and 4 year olds) Eligibility is identified by the parent/carers’ National
insurance number when entered on the secure online portal.
The funds are used to enhance learning opportunities and provide resources to enrich learning.
The Manager seeks written consent from parents/carers to check eligibility for both the 30 hours Free entitlement and
pupil premium.
Technotots
Each week morning we have a company called Technotots who come along to playgroup. Nic runs sessions to teach
playgroup/nursery age children about computers. The children use laptop computers in small groups and they learn
how to switch a computer on and off safely. They learn to operate programs which cover the six desirable learning
outcomes including number and letter recognition, and it helps to develop their hand/eye co-ordination.
The charge per session is £4.00 per child per week and is payable in full at the beginning of each half term. Once you
have signed up there are no refunds for absence or holidays and you will need to give a half terms notice if you decide
that you no longer wish your child to take part.
If you have any questions or concerns regarding the payment or funding, please feel free to speak to the Manager in
confidence.

Lunch
Lunch is Monday to Friday 12.00 -1:00pm. At least one member of staff sits with the children to encourage them to
eat their lunch. You will be required to provide your child’s lunch in a clearly labelled box or bag. Please also provide
your child with a water bottle (No glass bottles, fizzy drinks or sweets please.)
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Please use cold packs where necessary as there is no cold storage available for lunch boxes.
This is a good preparation for the children before they start school. Lunches are included in your half termly bill and as
with all playgroup hours you will be required to pay for holidays and absences.

Toddler Sessions
We operate a Parent/carer and baby/toddler group in the Jubilee Hall.
Mondays
9:30am – 11:30am
Everyone is welcome to come along with their children or grandchildren of all ages from birth to 5 years old. It is a
good opportunity to get to know other parents. The session cost is £3.50 per family.

Parent and Toddler Group Policy
At Barns Green Parent and Toddler group we adopt a policy of non-discriminative practice. We welcome all families.
Staff responsibilities
At least one Playgroup staff member will be on duty to set up and pack away equipment and provide refreshments
This member of staff will have first aid training
A first aid kit will always be on the premises
Staff will record any accidents in the accident book
Staff will remove any damaged equipment and report damage of any kind to the supervisor
Staff will deal with any spillages
Fire Evacuation procedures will be displayed at exits
Rules for safety will be displayed every session
Staff will enforce the rules where necessary to help make a safe environment for all families
Parent/Carer Responsibilities
To be responsible for children in their care, indoors and out.
To sign in and out so staff are aware of who is in the building for safety reasons
Close doors on entering and leaving the building
To be aware of the rules for safety and abide by these rules
To report any damage to equipment, the building or outdoor area to a staff member
To report any accidents or spillages
To leave promptly at the end of the Toddler session, allowing the staff to pack away equipment

Complaints
We aim to run a playgroup that has happy children and happy carers. We are however human and problems may
sometimes arise. In this case we want to be the first to know.
Any minor concerns should be discussed first with the Manager/Supervisor. She is present at all sessions and will be
able to quickly deal with the matter or pass it on to the chairperson of the committee.
For all more major concerns, please contact the chairperson. She/he will discuss it with the secretary and/or treasurer,
the staff and the rest of the committee, as appropriate. Confidentiality will be maintained within this arrangement.
The most important consideration is the safety and welfare of the children.
On the parent’s information table there is a file containing all of playgroups policies and procedures. This includes our
complaints policy and procedures and contacts for officials e.g. Ofsted, Social Services etc. On this table there is also
a compliments and complaints book and a suggestion box. We welcome your suggestions and are always ready to
listen to any concerns that you may have.

Fundraising Policy
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Playgroup committee is made up of a chairperson, treasurer, secretary and two other core committee members.There
is also a team of fund-raisers who work together to raise money for playgroup to purchase new equipment and to fund
outings and our Christmas Party or at such times that our number of children attending are low help with the running
costs to keep the group open.
The annual target is at least £4,000, but the more money raised the better.
To achieve this target, various events are held throughout the year and parents are urged to support these events
enthusiastically. After all, your children will benefit from the proceeds.
We hold an Annual General Meeting in July each year where all parents and staff are invited. A statement is presented
to this meeting by the fund-raisers and details are given of the funds raised at each event.
Anyone wishing to become involved in the committee is encouraged to approach a committee or staff member before
this meeting to find out which positions will be available.

Sweatshirts & T-shirts
T-shirts and sweatshirts are ideal for playgroup as they are machine washable and practical; they also solve the
problem of what to wear. Buying one is an easy way of helping with fund-raising.
The sweatshirts come in green with a white playgroup logo on them.
T-shirts are yellow with a green and white logo.

Sweatshirts £7.50
T-shirts £7.00

If you would like to buy one, please speak to any member of staff.

Hats £5.00

We hope that you and your child enjoy being members of Barns Green Playgroup, and that
your families find taking part in our activities interesting and stimulating. The staff are
always ready and willing to talk with you about your ideas, views or questions.
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Barns Green Playgroup complies with The Statutory Framework for the Early Years Foundation Stage.
(DFES 2021)
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