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On behalf of school staff and governors, a very warm welcome to Highbury Quadrant       
Pre-school - 2 year olds provision. We do hope this welcome booklet will give you all the 
information you need, to help you to settle in your child. 
 
Very best wishes, 
Highbury Quadrant Staff 
 
 
 
 
Our aim is to provide an environment that is inviting, stimulating and safe, where children can 
take part in and enjoy learning experiences that are both interesting and challenging.         
We recognise that all children are individuals and aim to provide a curriculum, which meets 
the needs of each child ensuring quality, care and education for all children. 
 
Our policies are based upon a firm belief in equal opportunities for all children regardless of 
race, gender, colour or disability.  We have high expectations for every child and provide 
activities that build upon experiences ensuring children are achieving success and growth in 
confidence. 
 
Our philosophy is based on children learning through play.  We believe that play is the key to 
learning.  Through play, children enjoy experimenting and developing ideas, isolating problems 
and learning to deal with them.  Through play, we believe children gain the right start to 
their education and it is fun! 
 
We aim to help children develop a sense of consideration for others.  We foster and 
encourage courtesy, self-discipline and self-confidence so that children value themselves and 
their abilities and make a full contribution to the life of the school.  
 
As parents you are the most important adults in your child’s life.  We welcome and 
encourage parental participation and there will always be opportunities for you to contribute 
your skills and interests.  We want to work closely with you to ensure that your child 
succeeds. 

Welcome to Highbury Quadrant Pre-school 

Our Aims and Vision 
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Highbury Quadrant Pre-school:  
 
• Offers 12 part-time, morning or afternoon places for eligible children of ages from 2 to 3 

years. 
• Opens during term time from 9:00am-12:00pm or from 12:45pm-15:45pm,              

Monday- Friday. 
 
There are five training days (INSET days) a year. We are closed on these days.  
The setting will also be closed for an additional 5 days per year in order to carry out home 
visits (dates will be confirmed in advance). 
 
 
When you arrive at school in the morning, come into the playground (down the steps) on the 
right hand side of the building, go around to the back and leave your buggy in the buggy 
store.  
 
Please bring your child into the setting and help them to find their peg to hang up their coat. 
You are more than welcome to stay with your child and help them settle. When you feel 
comfortable that they are happy you can say goodbye for the session.   
 
 
 
 
When your child is admitted to the pre-school they will be allocated to a key person.                    
The key person will introduce you to staff in the room and explain our philosophy and the 
routine.   
 
All staff in the room work with all the children but your key person is your first port of call. 
Your child’s key person will devise a settling in programme, which will take into account the 
needs of your child. Your child’s key person will be also responsible for monitoring your 
child’s development and will ensure that observations and records are up to date.  
 

Pre-school Provision 

When you arrive 

Key Person 
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You are welcome at any point to arrange to meet with your child’s key person if you 
have any concerns, or if you have information about your child’s development you want 
to share.                      
If there are changes in your child’s life e.g. moving house, sick grandparent, please inform 
the key person because changes like these can sometimes make a child behave differently 
and we need to be aware so that we can respond in an appropriate way. 
 
If a key person isn’t available for the child, the co-key person will carry out the key-person’s 
responsibilities. We operate a co-person system so that there are always familiar members 
of staff to care for your child.  
 
 
 
 
Starting at Highbury Quadrant is a very important time in your child’s and your life. This may 
be the first time you have been separated, after birth, and you might be anxious about how 
they will settle. These feelings are not unusual! We recognise that it is a huge change for 
both of you, and we aim to make this transition as smooth as possible. 
 
In order to ease this transition the allocated key person and a member of staff will visit you 
and your child at home before they start. This allows us to meet your child in familiar 
surroundings and gives us a chance to get to know you and your child, and share setting 
routines and policies. It will also provide you with an opportunity to ask any questions you may 
have.  
 
Every child is an individual, some children settle in quickly whilst others take more time. We 
cannot predict how your child will settle; therefore, for the first two weeks of the settling 
in period you or someone close will need to be available at all times, to support your child to 
settle gently at their own pace. The time your child spends at the setting will gradually be 
increased during this period.  
 
While settling your child in, you can play or talk with them and with the other children in the 
room. If you feel uncertain in any way about your role in the room please speak to your child’s 
key person, who will be able to advise you on all aspects of the settling in process.             
(We provide separate guidance for parents on home visits and settling in). 
 
After your child has settled in, an initial meeting (settling in review) will be held with you and 
your child’s key person. It will give you an opportunity to reflect on the settling in process        

Settling in 
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and talk about your child’s progress and development, including future plans for support and 
complete Family Support Plan. 
 
 

 
Your child will be automatically offered a nursery place at Highbury Quadrant Primary School 
in the term after his/hers third birthday.  
 
To ensure a smooth transfer from Pre-school to Nursery, a transition meeting with the new 
key person will be arranged at least one month before the child starts. During the transition 
meeting, the nursery key person will discuss the nursery policies and procedures, including the 
settling in arrangements. Following the meeting with a new key person, children will visit the 
nursery on a daily basis to help them with their transition. 

 
Children learn through play inside and outside in the pre-school, so they need to be dressed 
ready for this. Please do not send your child to the setting in their "best" clothes. Many of 
the activities we provide are messy and although we provide aprons they may still get dirty. 
We believe that your child will enjoy the day more if they do not have to worry about their 
clothes getting dirty.  
 
We encourage your child to become independent and learning to dress and undress 
themselves is part of this. It is therefore helpful to your child if clothing and footwear are 
easy to put on and take off. Velcro and zips are easier for small children than laces, small 
buttons and belts.   
 
We provide activities for children outdoors in all weathers, so please ensure that they have 
suitable clothing and sensible footwear with non-slippery soles, including wellington boots if 
possible. 
 
Please provide a spare set of labelled clothes for your child to change into in case they get 
wet or dirty. If your child does come home in clothing belonging to the pre-school please 
return it as soon as possible.  
 

Transition to the nursery class 

Clothing 



 

 
 

6 

It is very important that your child’s name is on all items of clothing. Please be aware that we 
cannot take responsibility for the loss of or damage to properties. 
 
It is not advisable to allow your child to wear jewellery, not only may it get lost but, 
worse, still your child may be injured as a result. 
 
 
 
At Highbury Quadrant Pre-school we have an important role to play in educating and 
encouraging our children to develop healthy eating habits. Fresh drinking water, milk and 
healthy snacks are provided for all children each day. 
 
Every other week, your child will be able to take part in Cook and Eat activities, learning to 
prepare and cook healthy, multicultural meals together. Your child will gain confidence and 
develop fine motor skills when chopping, mixing and pouring, as well as learning about personal 
hygiene, and developing self-care skills. 
 
We have a no sweets policy as part of encouraging children to learn about caring for their 
own health.  We therefore request that parents do not bring sweets, crisps of fizzy drinks 
into the room. If you wish to give any to your child, please do so once you have left the 
school premises. 
 
Please let us know if your child has any specific dietary requirements and we will do our best 
to meet their needs. We are a nut free setting. 

 
The setting provides guidance for parents on the types of food that can be brought in for 
birthdays, festivals and celebrations. Parents are asked to ensure that there are no nuts or 
food with nut traces included.  
 
If you want your child to celebrate their birthday at pre-school you are welcome to bring in   
a birthday cake to share with the group. Children won’t be able to eat cake within the setting 
however a slice of cake will be given to the children’s parents at the end of the session. 
 

Food and Drinks 

Birthdays, Festivals and Celebrations 
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Even when you are very small good attendance makes a big difference.  
 
Research shows that regular part-time attendance from the age of 2 in a good quality early 
years setting has a lasting impact on children’s social development and intellectual attainment 
throughout school. A regular routine supports the young child to feel settled and secure. 
 
We recognise that sometimes families may need extra support with attendance                  
and punctuality, therefore good communication is essential between you and your key person.  
The Early Years setting will work with you to support your child’s good attendance and 
punctuality.  Where children’s attendance is poor and not improving, the setting will talk to 
you about the available support from your local children’s centre, for example in 
implementing bedtime routines.  
 
Time keeping is very important to us. As a result ask you to drop and collect your child on 
time.  If you arrive early please wait in the garden to allow us to set up the room and 
activities. If you are late more than 20 minutes, and you did not inform us that you are 
still coming in, you might be asked to take your child home. Parents are not permitted to 
access school premises during lesson / teaching times. 
 
Morning part-time children must be picked up by 12:00pm and afternoon part-time children 
must be picked up by 15:45pm. Please arrive 5-10 minutes early to the pre-school and help 
your child to get ready to go home. If you are held up please let us know by phoning the 
school on 0207 2266 531 ext. 132 by 11:30 am for morning children, or by 15:15 pm for 
afternoon children. 
 

 
 
If your child has not been collected by the specified time then we will telephone you, if we 
are unsuccessful in reaching you, we will contact the person chosen as an emergency contact.  
 
If we still cannot reach you, we might have to implement the Council's guidelines on the 
late collection of children and contact Children’s Social Care Emergency Duty Team.  
 
 

Attendance and Punctuality 



 

 
 

8 

 
If your child is ill please keep them at home. Children are happier at home with their families 
if they are ill and if they have a contagious illness it limits the spread of infection.  
 
If your child is sick (or absent from the pre-school for any particular reason) please let us 
know by phoning the setting. If your child has been unwell before coming to the setting 
please let the key person or another member of staff know. 
Please let us know if your child has a contagious illness such as: measles, mumps, chicken pox, 
or conjunctivitis, so that we can advise other parents and staff to look out for the 
symptoms.  
 
Any child who has been suffering from diarrhoea must be clear of symptoms for 24 
hours before returning to the setting.  
 
If your child is taking antibiotics we will ask you to keep your child at home for the 
first 48 hours. If after that period your child appears well enough to attend the pre-school 
and take part in all the activities, please bring them in.  
 
We can administer antibiotics and other medications within the setting, but parents must 
first provide signed consent. All medication which comes onto our premises must be clearly 
labelled with the child’s name and the required dosage. The medication must have been 
prescribed by the child’s GP and be within the expiry date. 
 

 
However careful we are and no matter what precautions we take, small children will have 
accidents.  
Minor accidents and injuries are dealt with by a first-aider and are entered in the accident 
book. You will be informed of the accident when you come to the setting and asked to sign 
the accident book so that we can record that we have told you.  
 
We make every effort to explain how bumps and grazes occurred when you collect your child.  
If we forget and do not approach you, please ask us, or phone us when you get home. 
 

Sickness and Medication 

Accidents 
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If your child has any head injury, or has had a more serious accident or needs to be taken to 
the hospital, we will contact you immediately. We always have at least one paediatric trained 
first- aider in the setting at all times. 

 
We will ask you when your child starts at the Highbury Quadrant Pre-school to sign a form 
giving permission for your child to go on local outings. We always write to parents before any 
outings, giving you relevant information about the trip.  
All outings are always carefully supervised with enough staff or adults to ensure children’s 
safety. We always invite parents to come with us and appreciate the help you provide.  
If you are able to accompany us on any of our trips we ask you to be responsible for your own 
child at all times. 

 
We believe it is essential for everyone to feel safe and to be able to work together in                     
a friendly way.  We recognise that very young children are unable to regulate their own 
emotions such as fear, anger or distress and require sensitive adults to help them do this.  
 
We have clear boundaries for all children and emphasise positive behaviour at all times.     
The sorts of behaviour we discourage are: physical violence as in biting, kicking, smacking, 
pinching, fighting, use of foul language, discriminatory language as in name calling, 
disrespectful behaviour such as misuse of play equipment and spitting. 
 
At pre-school we are calm and patient in dealing with such behaviour and will support your 
child to manage their feelings and behaviour by:  
  
• Praising good behaviour. 
• Working in partnership with you to agree acceptable ways to promote positive behaviour.  
• Offering a stimulating and supportive environment. 
• Setting clear boundaries and routines. 
• Being consistent and fair.  
• Promoting your child’s understanding and helping them to resolve issues and express 

feelings and emotions. 
 

Outings 

Behaviour 
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Staff will support children who are experiencing difficulties and will work closely with you in 
order to plan appropriate strategies for your child.  We will only use physical restraint such 
as holding to prevent physical injury to other children or adults and/or serious damage to 
property. 
 
We have a policy that all adults provide good role models for children. We therefore ask you 
to support this policy by avoiding the following behaviour: 
• Shouting or smacking. 
• Expressing discriminatory and aggressive attitudes. 
• Smoking on the premises. 

 
At Highbury Quadrant Pre-school we follow Islington Council and Highbury Quadrant Dignity 
for All policies. We protect the rights of each child regardless of their race, sex, language, 
religion, ability or culture. We ensure that there are no discriminatory practices within the 
setting.  
 
We use a wide range of strategies and approaches to develop positive self-esteem in all 
children.  
• We encourage the children to talk about their similarities and their differences and let 

them know it is important to talk to each other and to adults and to share feelings. 
 
• We explain to the children that any name calling, racist or sexist comments or other 

discriminatory remarks or actions are wrong and why they are wrong. 
 
• We expect all children and adults to show by their words and actions that they value and 

respect each other. 
 
• We seek to increase children's knowledge and understanding of people’s individuality 

through providing a wide range of appropriate resources and learning experiences, and by 
celebrating a wide range of festivals.  

 
At Highbury Quadrant Pre-school we have an inclusive approach to children with Special 
Educational Needs and do our best to meet their needs.   

Dignity for All 

Special Educational Needs 
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We aim to further support children through involvement of other agencies where 
appropriate, and always in consultation with parents. We have very good links with Speech 
and Language Therapists, Occupational Therapists, Health Visitors, Clinical and Educational 
Psychologists, Area Special Education Needs Co-ordinators and our area Bright Starts 
services. We have a special educational needs policy and one of our staff is responsible for 
this area of the curriculum. (Sabrina Thomas: SEND-lead) 
 
Please keep us informed of any concerns you may have about your child and we will inform you 
immediately if we believe your child has a specific need.    
If we think your child may benefit from referral to an outside agency for specialist 
assessment and/or support, we will discuss this with you and ask for your consent. We have 
found that when we work together it is in the best interest of your child and much 
positive progress can be made.  

 
We recognise that you are your child’s first educator and we value the expert knowledge you 
have. We encourage you to work in partnership with us to extend and develop the learning 
your child brings from home to give them the best possible start in life.  
 
We want to create a meaningful relationship with all parents. We work alongside other 
professionals from Islington Bright Start East to support children and families. 
We also run courses and parenting sessions at Highbury Quadrant Primary School to support 
you and your child’s development. (Please see our notice boards for information and news on 
what is happening at school and your local children’s centres). 
 
We encourage and value parental involvement in the setting. Parents, carers and volunteers 
bring many new talents which children and staff appreciate and can learn from. We need help 
when taking the children on outings and welcome particular support from parents, eg skills in 
cooking, gardening, painting, printing, photography, music, costume making, translating etc.   
If you are interested in becoming more involved please speak to your child's key person.  
 
 
We welcome feedback from parents and encourage you to discuss any concerns and queries 
that you may have with your child’s key person.  
 

Parental Involvement 
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We encourage parents to raise any concerns at an early stage so that issues can be resolved 
quickly. Concerns you may have sometimes require a simple explanation.  Do not let them grow 
by worrying about them; do come and speak to a member of staff.   
 
For a more in depth discussion please book an appointment with the lead practitioner. We ask 
parents to address all complaints in an appropriate manner to find a solution. 
 
We will do our best to resolve your concerns.  If, however, you are not happy with our 
response, then please contact the Head of School or School Governors. You might be 
required to complete a complaints form, which will be kept on record. 
 
Ultimately you can contact OFSTED (Office for Standards in Education) directly on 
03001231231. 
www.ofsted.gov.uk 

 
Your child's safety is paramount. The Pre-school operates a range of procedures to ensure 
that children are kept safe and do not get lost.  
 
Our systems prevent unauthorised access to our premises: 
 
• CCTV and entry system for the management of doors at times of arrival and collecting 

children. 

• Registration of children as they arrive and leave.  

• If you are not able to pick up your child please inform us in advance who           

will be picking them up. We will only hand over your child to someone you have identified 

to us beforehand! 

• Closing and securing doors in and around the setting. For the safety of your child        

it is important that the front door and gate is closed behind you.  If someone you 

do not recognise follows you in, please inform a member of staff immediately. 

Parents’ Complaints Procedure 

Security & Safety 
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We always ensure that children are well supervised by members of staff, both inside and 
outside. We provide a good staffing ratio: 1 adult: 4 children aged 2; in line with the 
Safeguarding and Welfare Requirements of the Early Years Foundation Stage (March 2014) 
to ensure that children have sufficient individual attention and to guarantee care              
and education of a high quality.  
 
Our staff are appropriately qualified and police checked.  

 
Highbury Quadrant Primary School operates a no mobile phones and cameras policy. 
All school users are asked to switch their mobile phones off before entering           
the premises.  
Parents/Carers are reminded not to take photos of the children when joining in with 
school activities. The setting will be able to print photos for you when requested at special 
events. 

 
We are all concerned, as staff and parents, about the wellbeing of children and do our best 
to make sure that they feel safe and secure.  We are committed to working in partnership 
with parents and making the welfare of the child our first priority.  We encourage parents   
to raise any concerns they may have with their child’s key person and if necessary the Lead 
Practitioner or Head of School. 
 
Islington Council has guidelines for staff to follow. These procedures ensure that the child’s 
interests come first and that the responsibilities of all involved are clear. All staff receive 
training so that they understand and follow these guidelines.   
 
While we aim to involve parents as much as possible, there may be occasions when, in order 
to ensure a child's protection, we refer to Children’s Services Contact Team without 
informing the parents first. The child's interests are always paramount, however we will do 
our best to support parents by maintaining confidentiality, taking time to listen and offering 
advice and information.  
We take our child protection role very seriously, as we believe only a child who feels safe can 
develop their full potential. 

Mobile Phones and Cameras 

Child Protection 
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At Highbury Quadrant Pre-school we support children’s learning using The Early Years 
Foundation Stage Framework.  
The Framework is a national requirement for all registered childcare settings and supports 
children from birth to the end of their reception year. This means that children are still 
following the Early Years Foundation Stage when they enter school. 
 
The Framework sets out 3 prime areas of learning and development and 4 specific areas. 
For children under 3 years of age we mostly focus on the 3 prime areas, as they are 
the most essential for your child’s healthy development and future learning.  
These are: 
 

• Communication and language development which involves giving children opportunities 
to develop confidence and skills in expressing themselves and to speak and listen in                     
a range of situations. 

• Physical development which involves providing opportunities for the young child         
to develop co-ordination, control and movement. They are also helped to understand 
the importance of physical activity and to make healthy choices in relation to food. 

• Personal, social and emotional development which involves helping children to develop                  
a positive sense of themselves and good relationships with others, to learn how to 
manage their feelings and have confidence in their abilities, and to understand 
appropriate behaviour in groups.  

 
 As children grow, the prime areas will help them to develop skills in 4 specific areas 
(Literacy, Mathematics, Understanding the world, Expressive arts and design). 
 

 
At Highbury Quadrant Pre-school staff will plan experiences and provide resources which 
allow children to learn by playing and exploring and being active.  
 
Inside the setting a variety of learning experiences will be available each day covering each 
area of development e.g. small construction, writing materials, art, water, sand, imaginative 
play, puzzles, books and role-play. 
 

The Learning Environment 
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We place great importance on children’s books and the development of literacy.                  
Every Monday, we operate a home book lending scheme, which enables all children to take 
home a new book each week.   
 
The outside area is open all year round in all types of weather. This is because young children 
benefit from being in the fresh air, and need daily opportunities for exercise.   
 
During some activities children themselves decide how they will use the activity provided, 
while in others an adult takes the lead in helping the children to take part in the activity. 
 
We work closely with parents and/or carers to identify children’s interests and needs        
and to identify experiences and activities that they develop and learn, both in the setting 
and at home. Each half term you will be asked to share information on what your child enjoys 
doing at home by filling in a simple focus sheet. Shared information will be included in the 
weekly planning. 
 
 
 
Assessment plays an important part in helping you and practitioners to recognise your child’s 
progress, interests and needs, and to plan activities and support.  
 
At Highbury Quadrant 2 year olds provision we keep very careful observations and records 
on your child and we are very keen that you also contribute to them.  
 
Apart from the informal contact with staff when bringing or collecting your child, more 
formal termly meetings will be arranged to discuss your child's progress and development 
including a settling in review, an integrated progress review and a transition meeting when 
your child will be moving to our nursery class. All written records including our Family 
Support Plans are accessible and will be shared with you at the setting.  
 

 
Each child will have a special profile book at the setting. The profile book is a record of your 
child`s development and it is for you to keep when your child leaves the setting.  
 
Profile books are an on-going record of children’s experiences, achievements and 
development documented over time. They record moments of joy, pleasure, excitement, risk 

Assessment 

Profile Book 
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taking and involvement. Profile books help to strengthen the relationship between the child 
and their key person as well as the wider family. 
 

 
As young children grow, it is important to check on how they are developing to make sure 
that they have everything they need to get the best possible start in life.  
 
When your child is aged between two and three, we provide you with a short written 
summary of your child’s development in the prime learning and development areas of the 
EYFS. Where possible, we offer a joint review for two year olds that will cover both health 
and education. This means that you will have a whole picture of how your child is doing 
through the sharing of information between Health and Education.  
 
We identify your child’s strengths, and any areas where progress is less than expected.       
If there are significant emerging concerns, or an identified special educational need or 
disability, we develop a targeted plan to support your child’s future learning and development.  
 

 
We believe that it is extremely important that there continues to be a warm atmosphere and 
positive relationship between your child, the staff and yourself. Throughout the year you will 
receive regular newsletters to keep you informed of any changes. We hope you and your child 
will have a wonderful time at Highbury Quadrant Pre-school, under 3’s provision. We will be 
happy to answer any further questions or problems – if they should arise. We look forward to 
working with you and your children. 
 
 
 
 
 
 
 
 
 
 

The Integrated Health and Education Review for Two Year Olds/ Progress Check at 
Age Two 

And Finally 
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  Ewelina Middleton                                       Sabrina Thomas                  
                                                                              
   Lead Practitioner                                       Early Years Worker, SEN-lead   
                                                              

  
  
   
 
 
 
 
 
 
 
  Early Years Professional Status–Level 7                         Foundation Degree in Early Childhood Studies-Level 5 
  Qualified Teacher Status (QTS)                                 Diploma in Nursery Nursing-Level 3                     
  Cache Diploma in Childcare and Education – Level 3            Qualified First Aider-Level 3                                                                                                                                                                                       
  Safeguarding Children-Level 3                                           
  Qualified First Aider-Level 3                                                                                                                                                                                       
                                  
   
 Jazine Lowe                               Roxanne 
     
 Early Years Worker (Maternity Leave)                  Early Years Worker 
 
 
 
 
 
 
 
 
 
 
 
 
 
  CACHE Diploma Level 2 in Children’s Care,                             Diploma in Childcare and Education – Level 3                    
  Learning & Development                                                   
  BA (Hons) in Events Management 
   

Meet the Team 


