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WELCOME TO THE KINGFISHER PRE-SCHOOL 
 
 
The Kingfisher Pre-School is a registered charity run by a committee of parents 
whose children attend the pre-school.  We take children from the age of 2 until they 
are ready to move into their preferred school as a rising 5 year old. 
 
The Kingfisher Pre-School takes place from Monday to Friday in Marlow Baptist 
Church Hall, Glade Road, Marlow.  The sessions run from 9.15 am until 11.45 am.  
We also offer, for a small extra charge, a lunch club from 11.45pm - 12.15pm on 
every day except Thursdays and during this time the children sit together and eat their 
packed lunches. 
 
The session begins at 9.15am with free play.  The children can choose from a range of 
activities including large and small equipment, sand and water play, dressing up, 
games, puzzles, construction toys, modelling clay, painting and drawing, a home 
corner and a book corner.  At around 10.50am there ‘tidy up time’ followed by group 
singing and then a drink and fruit.  There follows an outdoor session that includes 
bike rides, roller skates, ball play, a playhouse and a trampoline.  The morning ends 
with a story, followed by lunch club for those staying on. 
 
 
Where to find us: 
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Tel: 07939 825749 (during session times only) 
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1. INTRODUCTION 
 
Our aims are: 
 

· To encourage the development and education of children under statutory 
school age, within a friendly and caring community based group 

· To provide a safe, secure and stimulating environment 
· To work together to provide equal opportunities for all families and children 

within our group. 
 
We Offer: 
 

A specially planned curriculum which promotes the aspects of The Birth to Three 
Matters framework and the Stepping Stones leading to The Foundation Stage 
Early Learning Goals.  Both of these programmes underpin the attainment targets 
of The National Curriculum.    
 
Special emphasis is placed upon: 

 
· Individual care and attention, made possible by a high ratio of adults to 

children 
· Fun and friendship with other children and adults 
· Opportunities for you and your family to be directly involved, both in the 

activities of the group and in your own child’s progress 
· A session that includes both stimulating play activities and a structured 

nursery class every day. 
 
 
2. STAFF 
 
The Kingfisher Pre-School follows the guidelines set by OFSTED with regard to staff 
ratios and qualifications.  All staff are required to hold a recognised Early Years 
qualification or be willing to undertake additional training to enable them to meet our 
standards.  In order to keep abreast of current educational and care requirements our 
members of staff attend additional training courses provided by the Buckinghamshire 
Early Years Care and Education Department. 
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The staff in our group are as follows: 
 

Maureen Brown Pre-School Leader NVQ level III Childcare Education & 

Development, First Aid 

Training on the use of an Epi Pen 

 

Shabina Amin Pre-School Deputy Leader 

Special Educational Needs 

Co-ordinator 

 

Cache Diploma in Childcare Education 

 First Aid 

Training on the use of an Epi Pen 

Christine Bennett Pre-School Assistant Diploma in Pre-school Practice,  

First Aid 

Training on the use of an Epi Pen 

Danielle White Pre-School Assistant Currently studying for NVQ Level III 

Childcare Education & Development 

Training on the use of an Epi Pen 

Sarah Powell Trainee Pre-School Assistant  Joined staff in Jan 2006, currently 

training. 
 
 
 
2. CURRICULUM 
 
The components for The Birth to Three Matters framework are as follows: 
 

1. Being a Skilful Communicator 
2. A Healthy Child 
3. A Competent Learner 
4. A Strong Child 

 
This framework for young children helps to prepare them for The Foundation Stage of 
their development which covers the following areas: 
 
COMMUNICATION 
Children are encouraged to extend their vocabulary and fluency by talking and 
listening, and by hearing and responding to songs, stories and rhymes.  Children are 
helped to understand that written words carry a meaning, to be aware of the purpose 
of writing and, when ready, to use drawings and words to express themselves.  Our 
book corner gives every child the chance to become familiar with books, and to 
become aware of their uses, both for reference and as a source of stories and pictures. 
PERSONAL, SOCIAL AND EMOTIONAL DEVELOPMENT 
Within a caring environment, children are individually supported in developing 
confidence and self-respect.  They are encouraged to work and play both 
independently and as part of a group, sharing and co-operating with other children and 
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adults.  Through activities, conversation and practical example they learn acceptable 
ways of expressing their own feelings and to have respect for the feelings of others. 
 
MATHEMATICAL DEVELOPMENT 
By means of adult supported practical experience, children become familiar with the 
sorting, matching, ordering, sequencing and counting activities, which form the basis 
of early mathematics.  As they use their developing understanding to solve practical 
problems, children are assisted to learn and use the vocabulary of mathematics, 
identifying objects by shape, position, size, volume and number.  Through songs, 
games and puzzles children become aware of number sequences. 
 
KNOWLEDGE AND UNDERSTANDING OF THE WORLD 
This aspect of the Early Years curriculum lays the foundations for what will later 
become the subject areas of history, geography, science and technology.   We provide 
opportunities for children to explore the properties of a wide range of materials, both 
natural and manufactured.  They learn to observe the features of such substances, 
recognising differences, patterns and similarities.  Children are encouraged to build 
and construct with a wide range of objects and develop an understanding of every day 
technology through the use of the computer, tools and role-play props. 
 
PHYSICAL DEVELOPMENT 
A range of different equipment and opportunities, both inside and outside, allows 
children to develop confidence and enjoyment whilst developing increasing skills in 
moving, climbing and balancing.  Children are supported in learning the fine motor 
skills needed to use pens, pencils and other tools, and to handle small objects with 
increasing control and precision. 
 
CREATIVE DEVELOPMENT 
Children are encouraged to use a wide range of resources in order to express their 
own ideas and feelings both in two and three dimensions.  Art equipment including 
glue, paint, crayons and pencils, as well as natural and discarded resources, provides 
for the open-ended exploration of colour, shape and texture and the development in 
skills of painting, drawing and collage.  Children join in with music and songs and 
enjoy imaginative role-play, both individually and as part of a group. 
 
 
4. THE KINGFISHER PRE-SCHOOL POLICIES 
 
All policies are available for parents to read in full. 
 
ADMISSIONS POLICY 
It is our intention to make Kingfisher Pre-School accessible to all children and 
families from all sections of the local community.  Kingfisher has no fixed catchment 
area nor is a feeder to any specific infant school.   Children are able to join when they 
are 2 years old and we would suggest that they initially attend for 2 sessions. 
 
Admission to Kingfisher is via a waiting list. All children including not only those 
new to Kingfisher but also siblings of attending children and attending children 
requiring additional sessions, need to be placed on the waiting list prior to any 
sessions being allocated. 
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Children will then be allocated places in line with the following commitments: 
 
Capacity 

· On Thursday up to 22 children may attend Kingfisher, on all other days 26 
children is the maximum. 

· On Thursday up to 6 under 3s may attend Kingfisher, on all other days 8 under 3s 
is the maximum. 

 
Places will be allocated in reference to a child’s position on the waiting list.  
Kingfisher has a legal responsibility to provide, wherever possible, spaces for over 3s. 
 
Fees are payable termly in advance.  Government funding is available for 3 and 4 year 
old children and, by the time a child is 4, we should be able to offer them up to 5 
mornings per week.   
 
BEHAVIOUR MANAGEMENT 
We believe that children and adults flourish best in an ordered environment in which 
everyone knows what is expected of them and children are free to develop their play 
and learning without fear of being hurt or hindered by anyone else.  We aim to work 
towards a situation in which children can develop self-discipline and self esteem in an 
atmosphere of mutual respect and encouragement. 
 
In order to achieve this the rules of the pre-school will be applied consistently so that 
children have the security of knowing what to expect and can build up useful habits of 
behaviour.  Adults will praise and endorse desirable behaviour such as kindness and 
willingness to share and take positive steps to avoid situations in which children only 
receive attention for undesirable behaviour.   
 
The Kingfisher Pre-School also has an Anti Bullying Policy.   Inappropriate 
behaviour can be categorised in 3 ways: Physical (kicking or hitting), Verbal (Name 
calling) or Indirect (excluding another child or refusing to share with them).   If a 
child is consistently presenting a form of inappropriate behaviour towards the other 
children, the pre-school will work with their parents or carers to establish why and 
develop a consistent approach to rectify it.  The pre-school emphasises that it is the 
behaviour and not the child that is unacceptable. 
 
The full Behaviour and Anti Bullying Policy is available for parents to read. 
 
CHILD PROTECTION 
All staff are CRB checked.  All visitors and helpers who are not CRB checked are 
supervised throughout their time at the Pre-school.   
 
Any bruises or marks found on children in unusual places are recorded.  Any injuries 
that the children receive within the setting or with which they arrive are also recorded. 
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CHILDREN WITH SPECIAL NEEDS 
The setting will include all children and we will endeavour to recognise and value a 
wide range of abilities and special educational needs proving a welcoming and 
appropriate learning environment. 
 
The number of adults present in our group enables us to provide individual attention 
for each child.  Each child is able to progress according to their own individual rate of 
development and this is also true of children with special needs.  We are experienced 
in working in partnership with professionals involved in the care of children with 
special needs.  If you would like the opportunity to talk about the group’s ability to 
meet your own child’s special needs please talk to the Special Educational Needs Co-
ordinator or Pre-school leader. 
 
CLOTHING 
We would appreciate it if children could wear suitable clothing and shoes as some of 
our activities can be messy.  We try to take the children outside to play every day 
unless it is pouring with rain, therefore suitable warm outdoor clothing will be 
required.  In the summer we would like children to bring in a sunhat or cap with them.  
Sunscreen should be applied by the carer prior to the child’s arrival at Pre-school. 
 
Parents are requested not to put items of jewellery on their children as they can cause 
injury to themselves or others.  Tiny hair clips and breakable items pose as a potential 
choking hazard to any child. 
 
Children occasionally have ‘accidents’ and although we have a supply of spare 
clothes, children don’t always feel happy about putting on clothes that don’t belong to 
them.  We would ask that, when you attend, you bring in a set of clothes, i.e. pants, 
socks, trousers/skirt, t-shirt and sweater in a named bag.  If your child is still in 
nappies then please bring in a supply of nappies and wipes each time your child 
attends Pre-school. 
 
EQUAL OPPORTUNITIES 
Kingfisher Pre-School is committed to providing equality of opportunity to all, 
regardless of race, religion, gender or ability.  We actively promote inclusion and seek 
to provide a stimulating environment, accessible to all. 
 
HEALTH AND HYGIENE 
Kingfisher promotes a healthy lifestyle and a high level of hygiene.  Our snack time 
consists of fruit and milk or water.  Children are taught to wash their hands before 
eating or touching food and also after using the toilet. 
 
The health of all children at the Pre-school is vitally important.  If a child becomes 
unwell whilst at the Pre-school the person in charge will immediately contact the 
parent to inform them and to agree for the child to be collected.  This is essential to 
minimise the risk of infecting other children or staff.  Similarly parents are asked not 
to bring their child to the Pre-school if they are unwell, not only to avoid spreading 
infection but for the sake of the child who will be more comfortable resting quietly at 
home rather than in the dynamic surroundings of the Pre-School.  Please inform the 
Pre-school as to the nature of any infection, in order for us to inform other parents as 
necessary.  Please do not bring your child to school if they have had diarrhoea or been 
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sick during the previous night and at least 48 hours should elapse from any type of 
sickness before bringing children back into school.  Whilst it is recognised that most 
children frequently have runny noses and minor colds, please do not bring your child 
to Pre-School if they have a heavy cold as again this risks infecting not only other 
children but also the staff. 
 
MEDICATION GUIDELINES 
Staff may only administer medication prescribed by a doctor.  The medication must 
be clearly labelled and written parental consent is required.  All medication must be 
stored in the box provided for its safe keeping.  Parents must ensure that their child’s 
medication is collected at the end of each session.   
 
Non prescription medication will only be administered as a preventive measure for a 
more serious condition.  For example giving a spoonful of cough mixture to an 
asthmatic child in order to minimise the onset of an asthmatic attack.  The parent will 
be contacted immediately to discuss the matter and give consent. 
 
NAPPIES 
As we admit children from the age of 2, we are well aware that some children will 
come to us in nappies or trainer pants.  We do not exclude children in nappies and our 
policy regarding nappy changing procedures is available for you to read.  Please 
ensure that you provide a supply of nappies and wipes for your child. 
 
NON-ATTENDANCE 
Parents of funded children must advise the setting if their child is not able to attend.  
The Finance Department are entitled to make spot checks and parents of children who 
are absent without an explanation may have to repay funding.  It would also be 
appreciated if all parents contacted the Pre-School if their child is unable to attend due 
to illness or any other reason. 
 
PARENTAL INVOLVEMENT 
Parents are the first educators of their young children.  The aim of the Pre-school is to 
support their essential work, not to supplant them.  We, therefore, encourage parents 
to take an active part in the management of the Pre-school, via the Committee, and 
welcome contributions in whatever form they make take.   
 
We particularly appreciate parent support in the following: 
 

· Bringing in items to support topics 
· Sharing hobbies or skills 
· Making story sacks 
· Joining the Committee 
· Attending Pre-school meetings 

 
PUNCTUALITY AND COLLECTION ARRANGEMENTS 
Please endeavour to arrive on time for the start of the session.  Children can find it 
upsetting to join the group late when everybody else is busy with an activity or 
engaged in play. 
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Parents have a responsibility to meet the agreed contractual arrangements of our 
setting with regard to arrival and collection times.  Late arrival detains a member of 
staff at the entrance door, interrupts or delays other planned activities and alters the 
adult to child ration with the pre-school. 
 
Of course, there will be times when parents are unavoidably delayed in collecting 
their children.  Please telephone the Pre-school if you anticipate being late to collect 
your child, so we can reassure your child and explain the reason this has happened. 
 
Children will only be handed over to their parent or nominated parental 
representative.  Parents must inform the pre-school leader or deputy if they are not 
collecting their child themselves, they must also give written permission for their 
representative to collect the child.  We will also require a password for any carers that 
we have not met before.  If these requirements have not been met the child’s parents 
will be contacted before the child is released. 
 
STAFFING 
We have at least one member of staff to each eight children, and more if there are 
younger children present.  Our keyworker system ensures that each child and family 
has one particular staff member who takes a special interest in them. 
 
Our staff are either qualified to NVQ Level III or equivalent or working towards this 
qualification.  We are committed to recruiting, appointing and employing staff in 
accordance with all relevant legislation. 
 
 
5. SETTLING IN PROCEDURES 
 
We want children to feel safe and happy in the absence of their parents.  We also want 
parents to feel welcome and involved from the outset.  In order to achieve this, we 
aim to create a partnership with parents in the following ways: 

· Pre-school information will be given to parents via our Prospectus 
· Parents providing Pre-school with information on their child via the entry 

profile form and registration form 
· Parents are encouraged to visit Pre-school with their children prior to their 

start date and as often as they wish 
 
All new children due to attend Kingfisher are given a specific date for a settling in 
session. This will take place from 9.30 to 10.30am within a normal session as close to 
the child’s start date as possible. This provides an opportunity for the parent and child 
to ask any questions, orientate themselves to issues like location of hooks, loos etc 
and a chance to observe the general rules and routines of the pre-school prior to the 
child’s actual start date. 
 
Our settling in procedures aim to help parents to help their children to feel 
comfortable in pre-school, to benefit from what it has to offer, and to be confident that 
their parents will return at the end of the session. 
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Kingfisher has no restriction on a child bringing in a comforter i.e. a piece of rag or 
blanket or a favourite soft toy.  This comforter will not be extracted from the child 
unless instructed to do so from the parent. 
 
 
6. THE ROLE OF THE COMMITTEE 
 
Kingfisher Pre-School is run by a committee of parents whose children attend the pre-
school.  This makes us one of the more unique pre-school’s in Marlow and has several 
advantages.   
 
The legal roles that we must have are: 
 

· Chairperson 
· Treasurer 
· Secretary 

 
In our type of business we must also have: 
 

· An Admissions Team 
· A wages co-ordinator 
· Fundraisers 
· A Marketing/Advertising person 

 
The parents who currently hold these roles are ordinary parents who may or may not 
have had experience in that field in their working life.  They do it to keep the pre-
school running and receive no pay at all.  The more parents who get involved in the 
committee then the less work there is for everybody. 
 
The committee are the staff employers and organise all staffing.  Staff are responsible 
for the everyday running of the pre-school and the committee ensure the staff can 
fulfil their roles and manage the setting. 
 
Pre-schools that are committee run enable parents to be involved in their child’s 
education and safety and security.  Parents are involved in most of the decision-
making and influence how the setting operates.   
 
It is important that parents who send their children to Kingfisher are aware of the way 
in which it operates and should be prepared to help in the running of the Pre-school, 
be it in a committee role or in some other smaller way. 
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7. FEES AND FUNDING 
 
There is an administration charge of £25 for all new children enrolling at Kingfisher.  
Children who have an older sibling already at Kingfisher will be charged an 
administration fee of £10.  Children from age 2 until the term after their third birthday 
will be charged £9 per session.   The term after their third birthday all children will 
receive government funding for 55 sessions per term. 
 
Your invoice for the first term will be waiting for you to collect during the first week.  
If you receive direct Grant funding, you will notice on the invoice that there may be a 
small charge.  This is to cover sessions over the 55 sessions funded by the 
Government. For example, if you have 5 sessions/week over an average 13 week 
term, then you will have 65 sessions in total.  Therefore, you will be invoiced for 10 
sessions over that term.  If you have 3 or 4 sessions per week over a 13 week term, 
then you will have a total of 39 or 52 sessions respectively, and therefore will not be 
invoiced for that term.  If your child attends lunch club then you will be charged £1.65 
per lunchtime session. 
 
 
 
And finally…………….. 
 
We hope that your child’s time at Kingfisher will be happy and we look forward to 
welcoming your family into our group.  If you have any queries or if we can be of any 
help please contact Maureen Brown on our Kingfisher number which is 07939 
825749. 
 

 
 
 
 
 
 


