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PROSPECTUS  
 

We hope that this booklet will help to answer some of the 

questions you may have.  You are always welcome to come and 

chat to the pre-school team, who will endeavor to help you 

further with any queries you may have. 

  



2 

 

Contents 
Welcome to English Martyrs Pre-School ........................................................................................................ 3 

Our Aims ....................................................................................................................................................... 3 

Children's development and learning ............................................................................................................. 5 

Our approach to learning and development and assessment ......................................................................... 6 

Records of achievement ................................................................................................................................ 8 

Working together for your children ............................................................................................................... 8 

English Martyrs Pre-School Staff .................................................................................................................... 9 

Children & Parents/Guardians ....................................................................................................................... 9 

How parents take part in the setting .............................................................................................................. 9 

Parents Rota ................................................................................................................................................ 10 

Key Person and your child ............................................................................................................................ 10 

Management of the Pre-School ................................................................................................................... 10 

Fees ............................................................................................................................................................. 11 

Starting at English Martyrs Pre-School ......................................................................................................... 12 

Policies ........................................................................................................................................................ 12 

Recordkeeping ............................................................................................................................................. 12 

Timetable and Routine ................................................................................................................................ 13 

Snacks and meals ......................................................................................................................................... 13 

Kitchen Area ................................................................................................................................................ 13 

Toilet Area ................................................................................................................................................... 14 

Cleaning & Sundry Materials ........................................................................................................................ 14 

Safeguarding Children .................................................................................................................................. 14 

Special Educational needs ............................................................................................................................ 14 

Arrival & Collection Of Children ................................................................................................................... 14 

Illness/Absence (Including unexpected absence) ......................................................................................... 15 

Registering Your Child .................................................................................................................................. 15 

Non-Smoking ............................................................................................................................................... 15 

Car Park ....................................................................................................................................................... 16 

Queries ........................................................................................................................................................ 16 

The Pre-School Learning Alliance ................................................................................................................. 16 

OFSTED ........................................................................................................................................................ 16 

 

  



3 

 

 

English Martyrs Pre-School 

64 Liebenrood Road 

Reading 

Berks 

RG30 2EB 

Tel: 01189 593121 

www.emps.org.uk 

admin@emps.org.uk 

Charity Number 1020741    Ofsted 116837 

 

Welcome to English Martyrs Pre-School 

English Martyrs Pre-School offer sessional care for children aged 2-5 years old and we are situated within the 

Community Hall of English Martyrs Church. 

 
We are open for 38 weeks each year. 

We are closed Weekends and we closely follow Reading Borough Council holiday term times 

We are open for 5 days a week, term time only 

The times we are open are 9:00am until 12noon am session 

12noon until 1230pm for lunch club 

1230pm until 330pm pm session 

We also offer all day sessions from 9:00am to 330pm 

 

Our Aims 
 

As a provider of early years education our aims are 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 its local community; 

 offer children and their parents a service which promotes safeguarding children, equal opportunities and 
values diversity; 

 cater for any children with special needs, disabilities, special dietary requirements and will at all times 
aim to respect all cultures; 

 provide a routine which is play based and planned within the guidelines set by OFSTED, DFE and the 
Early Years Development Team. 

http://www.emps.org.uk/
mailto:admin@emps.org.uk
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As a member of the English Martyrs Pre-School, your child: 

 is in a safe and stimulating environment; 

 is given good care and attention, because of our high ratio of adults to children; 

 has the chance to join with other children and adults to play, work and learn together; 

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

 has the chance to establish the basis of reading and writing through well chosen stories, songs, rhymes 
and games; 

 is helped to create habits of listening, sharing, concentration and pride in their achievements; 

 has a personal key worker who makes sure your child makes satisfying progress; 

 is in a Pre-School which sees you as a partner in helping your child to learn and develop; 

 is in a Pre-School in which parents help to shape the service it offers. 
 

As a parent 

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 charity, community based and voluntary managed pre-school, we also depend on the good will of 

parents and their involvement to keep going. Membership of the pre-school carries expectations on parents 

for their support and commitment. 
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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 (DfE 

2012). Our setting reflects the four guiding themes and principles of the Early Years Foundation Stage. 

A Unique Child 

Every child is a unique child who is constantly learning and can be resilient, capable, confident and self 

assured. 

Positive Relationships 

Children learn to be strong and independent through positive relationships. 

Enabling Environments 

Children learn and develop well in enabling environments, in which their experiences respond to their 

individual needs and there is a strong partnership between practitioners, parents and carers. 

Learning and Development  

Children develop and learn in different ways. The framework covers the education and care of all 

children in early year’s provision including children with special educational needs and disabilities. 

 

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 pre-school 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.  

The Areas of Development and Learning comprise: 

Prime Areas 

 personal, social and emotional development; 

 physical development; 

 communication and language; 

Specific Areas 

 literacy 

 mathematics 

 understanding the world 

 expressive arts and design 

 

For each area, the level of progress children should be expected to have attained by the end of the Early 

Years Foundation Stage is defined by 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. 
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The ‘Development Matters’ guidance sets out the likely stages of progress a child makes along their learning 

journey towards the early learning goals. Our pre-school has regard to these matters when we assess 

children and plan for their learning. 

 

Personal, social and emotional development 

Our programme supports children to develop: 

 making relationships 

 self confidence and self awareness 

 managing feelings and behaviour 

Physical development 

Our programme supports children to develop: 

 moving and handling 

 health and self-care 

 

Communication and language 

Our programme supports children to develop: 

 listening and attention 

 understanding 

 speaking 

Literacy 

Our programme supports children to develop: 

 reading 

 writing 

 

Mathematics 

Our programme supports children to develop: 

 numbers 

  shape space and measure 

Understanding the world 

Our programme supports children to develop: 

 people and communities 

 the world 

 technology 

Expressive arts and design 

Our programme supports children to develop: 

 exploring and using media and materials 

 being imaginative 

 

 

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 pre-school uses the Early Years Foundation Stage ‘Development Matters guidance 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 

Development Matters guidance to the Early Years Foundation Stage has been used to decide what 

equipment to provide and how to provide it.  
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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 Development Matters guidance to the Early Years Foundation 

Stage as: 

 playing and exploring - engagement 

 active learning - motivation 

 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. 

 

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 ask them to contribute to assessment by sharing information about what their children like to 

do at home and how they as parents are supporting development. 

 

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 moves into a different group or when 

they go on to school. 

 

The progress check at age two 

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 learning and development areas of the EYFS: personal, social 

and emotional development; physical development; and communication and language; when a child is aged 

between 24 - 36 months. The key person is responsible for completing the check using information from 

ongoing observational assessments carried out as part of our everyday practice, taking account of the views 

and contributions of parents and other professionals.  
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Records of achievement 

The pre-school keeps a record of achievement 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 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 worker will work with you to keep this record. To do this you and she will collect information 

about your child's needs, activities, interests and achievements. This information will enable the key worker 

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. 

 

Working together for your children 

In our pre-school we maintain the ratio of adults to children in the setting that is set through the 

Safeguarding and Welfare Requirements.  

 

We also have volunteer parent helpers and volunteer students where possible to complement these ratios.   

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. 
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English Martyrs Pre-School Staff 

We currently employ 13 members’ staff who are all dedicated and caring, with a wealth of experience, who 

will treat all children and their families with the utmost respect. 

8 members hold a level 3 qualification, 2 hold a level 2 qualification and we have 2 working towards a level 3.  

Our Financial Administrator holds a Diploma in Business and Administration. 

80 % of staff are first aid trained and most hold a food hygiene certificate. 

 

Additional training is available for all staff to continue their professional development, keep up with new 

initiatives and to consolidate their areas of expertise. 

We ensure that either the Supervisor or Deputy Supervisor is present during each session, whilst being 

supported by five other members of staff, ensuring a staff: child ratio of 1:8 for those children who are aged 

3 upwards and 1:4 for those children who are aged 2.   

In the case of unexpected staff absence, due to illness, either an existing staff member or a member of the 

Committee would provide cover.   

 

All of our staff and committee members are DBS checked.  We do have students or volunteers helping out 

during session, but they are never given access to the bathroom area or have contact with a child if it is 

necessary for them to be changed. 

We also encourage children to call staff members by their first names in order to form stronger partnerships 

with them. 

 

Children & Parents/Guardians 

We recognise the fact that the children are the most important people at our Pre-School and that their 

parents/guardians are as much a part of the Pre-School as their child. 

 

Our sessions, allows a maximum of 27 children at each, encourages them to learn through play, enabling 

them to be supported whilst they have fun, talk about their experiences and share their enjoyment with 

others, thus helping them to become more confident and independent. 

 

How parents take part in the setting 

Our pre-school 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: 
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 exchanging knowledge about their children's needs, activities, interests and progress with the staff; 

 contributing to the progress check at age two  

 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 committee of the pre-school; 

 taking part in events and informal discussions about the activities and curriculum provided by the 

setting; 

 joining in community activities in which the pre-school takes part; and 

 building friendships with other parents in the pre-school. 

 

Parents Rota 

We operate a Parent Rota, in which we encourage parents/guardians to volunteer their time at a session and 

in the case of new parents, you are asked to sign a ‘Home School Agreement’, in which you agree to 

contribute time at a session at least once a term.  We would ask that you refrain from this during the first 

half term your child attends, as this can often be unsettling, but would actively encourage you from the 

second half term onwards.  Helping at the session enables parents to see what the day-to-day life of the 

setting is like and to join in helping the children to get the best out of their activities. 

 
You may feel that you could share a special skill or interest with the children or feel that the children could 

benefit from learning more about your culture or job role.  If so, please feel free to speak to a member of 

staff who can organise this for you.  Unfortunately, due to Insurance/OFSTED restrictions, we are unable to 

accept siblings into the setting whilst you are volunteering your time. 

Key Person and your child 

English Martyrs Pre-School 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 what we provide is right for your child's particular needs and interests. When 

your child first starts at the pre-school, she/he will help your child to settle and throughout your child's time 

at pre-school, she/he will help your child to benefit from the pre-schools activities. 

Management of the Pre-School 

Our Pre-School is run by a Parent Management Committee, who are elected at an Annual General Meeting 

held every year, where members serve for a minimum of one year.   
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It is therefore vital that as many parents as possible become involved, as without the Committee, the Pre-

School would close.  You are welcome to join the Committee at any time throughout the year and can obtain 

more information from the Committee Chair or Supervisor.   

There are always opportunities, throughout the year, for you to help with Fundraising, where any monies 

raised go towards buying new resources/equipment for the children. 

 
The Committee work in liaison with the pre-school team and are responsible for: 

 managing the setting's finances; 

 employing and managing the staff; 

 making sure that the setting has, and works to, policies that help it to provide a high quality service; and 

 making sure that the setting works in partnership with the children's parents. 

 

The Annual General Meeting is held every year in October and all parents are asked to attend. 

Fees 

All children are entitled to a free place, funded through the Reading Early Years and Development 

Partnership, from the term following their 3rd birthday. 

 

If your child is born between: They are eligible for a free place from: 

1st April to 31st August 1st September following their 3rd Birthday 

1st September to 31st December 1st January following their 3rd Birthday 

1st January to 31st March 1st April following their 3rd Birthday 

 
For those children who do not receive a free funded place, fees of £12.00* per session and Lunch club is £2 

per session are charged which are payable each half term.  You will be given an invoice by the Financial 

Administrator for the number of sessions for which your child has a place in that half term and no 

deductions are possible if your child does not attend all of the sessions.  An exception may be made in the 

case of prolonged illness, or other exceptional circumstances. 

*subject to change in 2015 

 
It is expected that fees will be paid within 2 weeks of the beginning of each half term.  Unpaid fees will lead 

to a £10 late fee and can lead to your child losing their space at the pre-school unless an agreed payment 

plan is in place. 

 

We aim to keep the fees at a modest level, but which will enable us to employ and train appropriate staff, 

pay our rent and bills.  
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Fundraising 

Fundraising activities are carried out throughout the year. We also have a donation fund were we ask 

parents to donate £5 per half term to support us in buying new equipment and resources to help the Pre-

School provide the children with a happy and stimulating learning environment. 

 

Starting at English Martyrs Pre-School 

After completing an application form, the Financial Administrator or Supervisor will contact you the term 

before your child is due to start or when a place becomes available.  We will arrange a visit with you and 

your child or you will be invited along to our Annual Open Day.  You will then be shown around the pre-

school by a member of the pre-school team, who will inform you of our daily routine and answer any 

questions you may have. 

Policies 

Copies of the setting's policies and procedures are available for you and we do provide a brief outline on a 

leaflet.  You can request a copy at any time. 

 

The pre-school’s policies help us to make sure that the service provided by the pre-school is a high quality 

one and that being a member of the setting is an enjoyable and beneficial experience for each child and their 

parents. 

 

The staff and parents of the pre-school work together to adopt the policies and they all have the opportunity 

to take part in the annual review of the policies. This review helps us to make sure that the policies are 

enabling the pre-school to provide a quality service for its members and the local community. 

Recordkeeping 

We keep certain records on your child, including observations about their experiences and achievements 

whilst at Pre-School.  Observations can be either in written form or photographic evidence and allow us to 

focus on each child individually in order to monitor their progress and to plan for their next steps, enabling 

them to work towards the Early Learning Goals.  Each child has a file with the registration forms and 

correspondence.  These files are kept in a locked filing cabinet. 

 

At the end of your child’s stay with us, we carry out an exit interview with you in order to show you their 

record of progress and achievements.  This will then move to their next setting and will be continued by the 

staff in that setting until the end of their Foundation Stage.  All information obtained within the setting in 

relation to your child is subject to our Data Protection and Confidentiality Policies. 
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Timetable and Routine 

English Martyrs Pre-School 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; and  

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

 

We provide a 

 home corner to help children develop their language skills, share their experiences and role play, 

which in turn encourages their personal and social skills 

 a creative area where children make and take things.   

 A carpet area where children can do anything from a Physical activity such as stompers, floor 

puzzles, balance beam or a Construction activity, such as the Garage and Cars or the Farm 

 A book corner area with a carpet, soft seating, a book trolley and soft cushions. 

 Activity tables which provide activities for the children to encourage their fine motor skills, develop 

their imagination and to develop their creative expression.   

 A computer trolley where the children have access to an age appropriate computer programmers’ 

where they can practice their mouse control and ICT skills. 

 Garden area - the children have access to a fully enclosed area, which is safe and secure, enabling 

them to get fresh air, experience changing weather conditions and develop all areas of their 

learning.   

 

We believe that we provide the relevant experiences in order to help your children contribute to the 

community, empower them to ask questions and make decisions, faster independence and develop a feeling 

of self-worth. 

Snacks and meals 

The setting makes snack time a social time at which children and adults eat together. We plan the menus for 

snacks so that they provide the children with healthy and nutritious food. Do tell us about your child's 

dietary needs and we will make sure that these are met. 

 

Kitchen Area 

Our Kitchen Area is based on the outside of our setting, as it is for the use of parishioners also.  We have the 

use of a hatch, which is securely locked during session and only opened when the children are given their 

snack. 
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Toilet Area 

Our toilet area houses 2 toilets and 2 sinks.  We provide a step for the children to stand on whilst washing 

their hands and also provide toilet seats, a changing mat and a potty.  We keep spare clothes in case of any 

accidents that may occur.  

 

We respect children’s privacy at all times and only give assistance if requested by the child. 
 

If your child does require changing, due to an accident, then a DBS checked member of staff will change that 

child, using protective gloves, in the vicinity of another member of staff, behind a screen, in order to protect 

the child’s privacy. 

 

Cleaning & Sundry Materials 

All of our cleaning materials, such as disinfectants, bleach, mop, hoover, carrier bags etc., are kept out of 

reach of the children and contained within our shed or staff area, which the children are never given access 

to. 

 

Safeguarding Children 

We aim to create an environment which promotes and safeguards the welfare of children, which includes 

protecting children from maltreatment, prevent impairment of children’s health or development and 

ensuring that children are growing up in circumstances consistent with the provision of safe and effective 

care.  We have a duty of care to refer any allegation, complaint or concern received relating to a child to 

Social Care or the Police. 

Special Educational needs 

As part of the setting's policy to make sure that its provision meets the needs of each individual child, we 

take account 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 (2001).  

Our Special Educational Needs Co-ordinator is Tracy Mulholland 

 

Arrival & Collection Of Children 

We ask parents to bring children into the pre-school on time as being late can cause disruption to our 

register time and requires staff to settle the children back down again. 

 

We ask parents to inform us if your child is to be collected by anyone other than yourself. It is extremely 

important to inform the pre-school team at the start of the session.   

If you fail to do this, we are unable to allow your child to be collected by anyone other than yourself, until 
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we have spoken to you by phone. 

 

We ask parents to make every effort to collect the children on time, as it is upsetting for the only child left, 

when the other parents and children have gone.  We have a policy in place that states for every 15 minutes a 

parent is late a £10 charge will apply. 

 

If a child is left, we will: 

1. Wait a while 

2. Try to telephone you 

3. After half an hour, the Supervisor is required to contact the Duty Social Worker. 

 

As you can see, it is most important that you get a message to us as early as possible if you are late, either by 

ringing us on 01189 593121, or via a friend, if a delay has occurred. 

 

Illness/Absence (Including unexpected absence) 

We ask parents not to bring children to Pre-School if they have a contagious condition, such as chickenpox or 

flu. 

 

If your child has a temperature, sickness or has diarrhoea, they must have 48 hours clear before they return 

to the Pre-School.  We would also request that if you or any other member of your family is suffering from 

an illness with these symptoms, that you or they refrain from coming into the Pre-School, as these types of 

bugs spread very easily and quickly in the setting. 

 

If your child is going to be absent from Pre-School, we would ask if you would call us to let us know, as we 

are required to record the difference between ’Absent’ and ’Authorised Absent’ in our Register. 

 

Registering Your Child 

If you are interested in placing your child on our waiting list, please fill in a registration form which can be 

downloaded from our website www.emps.org.uk or collected/posted from the pre-school and if possible 

make a £10 voluntary contribution towards administration costs. This helps to assist the pre-school is 

meeting all admin costs. 

 

Non-Smoking 

Our Pre-School is situated within the grounds of the Church hall which is a non-smoking site.   
 

http://www.emps.org.uk/
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Car Park 

You are required to drive at a suitable speed when entering and leaving the Car Park, giving due care and 

consideration to other users of the Car Park. 

 

Queries 

If there is anything worrying you or you would like more information, we hope that you will feel free to come 

and talk to us.  If you have any comments, critical or otherwise, please pass them on, either directly to the 

pre-school team, by emailing, telephoning or speaking to a member of the committee. 

 

The Pre-School Learning Alliance 

English Martyrs Pre-School is a member of the Pre-School Learning Alliance (PLA).  As such, it subscribes to 

the philosophy that children learn best through a play based curriculum. 

Membership of the PLA gives the Pre-School the benefit of regular visits from the local Pre-School 

Development Worker, who can advise on important changes, new ideas for developing the curriculum and 

forthcoming training opportunities etc. 

 
Contact: 020 7697 2500 
 
The Pre-School is also supported and advised by the Early Years Development & Childcare Partnership Team. 
 
Contact: Early Years and Extended Services 

Reading Borough Council 
0118 9373737 
 

OFSTED 

Registration 116837 
The Pre-School is inspected by OFSTED to ensure the children are well cared for, that the environment is safe 

for them and that appropriate resources and toys are available to them. The latest inspection report is 

displayed on the Notice board in the corridor area.  Our last inspection was in December 2010 and we were 

graded Good  

 
OFSTED     Complaints & Enforcements 
National Business Unit    Tel: 0300 123 1231 
Ofsted     enquiries@ofsted.gov.uk 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
 
Family Resource Centre UK  Tel: 0118 907 6145 
www.familyresourcecentreuk.org  

mailto:enquiries@ofsted.gov.uk
http://www.familyresourcecentreuk.org/

