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Dear Parents,

Welcome to Headington Prep School!

Children learn best when they are happy and at Headington we get to know each child as an individual.
We aim to nurture their unique needs and talents through an enriched curriculum.

Our values are linked into our school mascot – Edwina Bear. These core values are integrated in our

activities both inside and outside the  classroom.

Edwina Bear

B – Be kind

E – Enjoy learning

A – Aim high

R – take a Risk

Best wishes,

Miss Ruth Sibly

Head of EYFS



Who will be caring for my daughter in the EYFS?

Your child will have a key person during their time in Nursery or Reception. The Key Person has overall
responsibility for working with you and meeting your child’s individual needs ensuring they feel safe
and secure at school.

Miss Ruth Sibly

rsibly@headingtonschool.com

Reception S Key Person/Teacher

Head of Early Years Foundation Stage

Forest School Leader

Ms Vicky Paice

vpaice@headingtonschool.com

Reception P Key Person/Teacher

Reading Leader

Mrs Julie Sale

jsale@headingtonschool.com

Nursery Key Person/Teacher

EYFS Deputy

Mrs Ronnie Varney EYFS/KS1 Learning Assistant, Morning Care Supervisor

Mrs Katie Nulty EYFS Learning Assistant

Mrs Rachel Mullins EYFS Learning Assistant

Miss Elisabet Garcia EYFS Learning Assistant

Ms Isabella Brown Music Teacher

Miss Romayne Bullock Head of Modern Foreign Languages

French Teacher

Miss Smith PE and Games Teacher

Miss Merrick PE and Games Teacher

Miss Madeleine Ford Ballet Teacher

Mr Jonathan Kitchin Digital Strategy, Computing teacher

How do I contact my daughter's Key Person?
Your daughter’s Key Person is available via email for passing on information which needs a quick, short
response, such as letting us know about a medical appointment or a child’s sleepless night. If you wish
to speak to us in more depth then we are always more than happy to do this in a pre-arranged
meeting. We aim to respond to emails within 24 hours. In an emergency, you should contact school
reception on 01865 759400.

mailto:rsibly@headingtonschool.com
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The school day

Morning care opens at 7.45am and runs until 8.30am. This is outside on the main school playground.

The school day begins at 8.30am and ends at 3.20pm. Any children arriving at 8.30am will be met by
Mrs Sale, Ms Paice or Miss Sibly at the wooden gate at the front of the school. Children going home
at 3.20pm will also meet their parents here at the end of the day.

If your daughter has a sibling in KS1 or KS2 then we operate a waiting room in our school library. Your
younger daughter can wait here which means both children can be collected at 3.45pm.

Aftercare (a paid extra) runs from 3.20pm until 6pm and can be booked in two sessions. The first one
runs from 3.20-5pm and the second one from 5-6pm. It costs £6 a session and is booked via SOCS.
Any clubs that your daughter attends will run from 3.20pm -3.55pm and if attending aftercare we will
ensure that she gets there afterwards.

A timetable outlining the structure of your daughter’s week will be sent via email to you after the
Welcome Meeting in school on Wednesday 7th September 5-6pm.

What should I do if I have to ask another adult to collect my daughter?
Please notify your child's key person by email if another adult is going to  be collecting your
daughter from school. The children in EYFS are not allowed to leave  the premises unsupervised or
with any adult other than those named unless this has been prearranged.

What will happen if I am late collecting my daughter/or not able to collect my daughter?

If you are running late please phone the school office with an expected arrival time. Your daughter
will be placed into aftercare until you arrive.

Nursery sessions
Children can attend for the morning only, which includes lunch. Our youngest learners often find
morning sessions enough to begin with and gradually build up to full days. Parents or carers should
collect from the main entrance wooden gate at 12.45 pm, where a member of staff will meet you. For
children attending all day, collection is at the main gate at 3.20pm.

Children are of course all individuals, and depending on age and circumstances they will settle at
different rates. Our priority is always to make the start of formal schooling a positive experience so we
will discuss induction with each family before your daughter is due to start. We would also suggest
liaising with Mrs Sale, and waiting until your daughter is fully settled at school, before extending the
day with morning or aftercare if at all possible.

N.b. If your child attends multiple settings in Nursery
If your daughter attends another early years setting, other than our Cornflower Nursery, then please
inform Mrs Sale. In line with best practice we will aim to contact your daughter’s other setting/s
each term for a two way conversation regarding your daughter’s progress and next steps.

The Early Years Curriculum

Nursery and Reception are part of the The Early Years Foundation Stage (EYFS). The EYFS sets standards
for the learning, development and care of your child from birth to 5 years old. Our broad curriculum at
Headington is in line with this and covers the three Prime and seven Specific areas which are



predominately taught through active play and some formal class and small group teaching. We aim to
offer an enhanced curriculum beyond that through a team of highly experienced early years
practitioners and specialist teachers in P.E and games, Forest School, Modern Foreign Languages,
Music, Ballet and Computing. All children in the Early Years Foundation Stage visit our school library
once a week where they can listen to stories and choose a book to share at home.

The three prime areas of learning are:
● Personal Social and Emotional Development
● Communication and Language

● Physical Development

The four specific areas are  applied:
● Literacy

● Mathematics

● Expressive Arts and Design

● Understanding the World

If you would like to find out more about the Early Years Foundation Stage, please visit the
Department for Education website.

Phonics

In school we follow the synthetic phonics programme ‘Read Write Inc.’ The phonetic sounds for
individual letters, digraphs and trigraphs (two and three letter blends e.g. sh or igh) are taught in a
structured way so that children are able to quickly begin to read and write. We teach the children to
print the alphabet sounds before they learn capital letters. The ‘Read Write Inc.’ sessions are taught in
small groups up to four times a week. They include verbal, written and reading activities. For writing
development, it is important that your daughter learns to hold her pencil with a thumb and first two
fingers (we call this frog legs). There will be a phonics information evening for parents on Tuesday
27th September 6.30 - 7.30pm.

Forest School

Forest School is a child-centered learning process, providing learner inspired, hands-on experiences in
the natural environment. It’s creative and aims to increase a child’s confidence as they problem-solve
and learn to manage risks. Over time we see an increase in self-belief, confidence, learning capacity,
enthusiasm, communication, problem-solving skills and emotional wellbeing. In Nursery and
Reception, the children have a half-day Forest School session a week, which takes place in the Senior
School woodland. The children attend throughout the year and in all weathers, apart from high winds.
It is really important that they are appropriately dressed. Please note that skirts and dresses are not
suitable for safety reasons.

We travel across to Forest School on a school minibus or on foot. All our drivers have passed the
Oxfordshire County Council minibus test, are fully insured and have a DBS certificate.

Assessment

The children are assessed throughout the year in the form of adult observations undertaken
continually by the team in the setting as well as working alongside parents. We use an app called
Tapestry to keep in touch with families and give you snapshots into your child's day. You will receive a

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf


login for this. We love to hear what they have been up to at home so please upload any ’WOW’
moments from home you would like to share with us for example mastering the coat zip or trying a
new food. In the Autumn and Spring terms there will be a parents meeting to discuss your child's
progress and in the Summer term you receive an end of year report.

Learning Development

The Learning Development Department, headed up by Mrs Monika Blackwell, works with pupils
who might need extra help with reading or writing or who have English as an additional
language. You will be contacted if the teachers have identified specific areas where the Learning
Development Department might be able to intervene and support your  daughter's learning.

Toys/Show and Tell

Show and Tell takes place on a weekly or fortnightly basis for Nursery and the children in Reception
have a rotated session with three or four girls at a time. You will be told when your daughter’s
session is taking place via email. Please help your daughter to prepare something they can talk
about as well as something they can answer simple questions on. The items may include photos,
items from a visit/holiday, things they have found from the natural world, books or a toy. Please do
not bring toys on other days as they can easily become lost or broken and can cause unnecessary
upset.

Food

Children receive a morning and afternoon snack. Morning snack is shared out before break time and
consists of fruit or vegetables and breadstick/pitta bread. The children will be supervised to access the
snack cafe mid afternoon. The cafe system develops independence and physical development skills as
well as allowing them to decide when they want to stop for a snack. Snack is healthy and consists of
fruit, vegetables, toast, a plain biscuit or healthy cake and milk or water to drink. Due to the large
number of children with food allergies, we do not allow any nuts, or foods which may contain them,
to be brought from home.

We always celebrate the children’s birthdays in school and you are welcome to bring a birthday cake
or individual cakes for your daughter’s class should you wish. These must be nut free.

Lunch is at 11.45 am. The EYFS team of teachers and learning assistants will help each child to choose
from the options available. We then sit with the children throughout to encourage social skills and
table manners. The children are expected to use a knife and fork. Please support us in developing
table manners at home with your daughters. The children are not forced to eat everything but are
encouraged to try a little of everything and the options are chosen with children in mind. The food is
cooked on site. A copy of the menu is available on the  website and is displayed in the classrooms.

Communication

Each week Head’s Up is sent out via email on a Friday. This contains important information about
events at school as well as a small insight into the school week through Mrs Crouch’s weekly letter.
Please use the link books for day to day information and your child's Key Person’s email address for all
enquiries. Headington Prep is on twitter. Please follow us at @HSO_PrepSch. There is a prep school
flicr account at https://www.flickr.com/people/headingtonprep and the main school instagram page
is @headington_sch.

Illness

Your daughter should only be at school if she is well enough to be able to participate in all our

https://www.flickr.com/people/headingtonprep/


activities, including PE and outside play. Your daughter should not come to school if she has a
temperature. If you suspect an infectious disease, please consult a doctor before sending your
daughter to school. Tummy bugs spread quickly! Children should not return to school until 48 hours
after their last bout of sickness or diarrhoea. Some infectious diseases require an exclusion period.
Please  ask if you are unsure.

If your daughter has been prescribed medication by her GP, you should complete a medicine
administration consent form. Your daughter’s form teacher will give you one of these forms to
complete. In exceptional cases, the School will administer non-prescription medication such as
Calpol, on completion of a consent form. We keep a written record each time a medicine is
administered to a child and inform the child’s parents on the same day or as soon as reasonably
practicable.

How do I inform the school if my daughter is ill?

Please ring the school on 01865 759400, or email your child's key person, copying in
reception@headingtonschool.com. If we have not heard from you then you will receive a phone call
from Reception. Please inform us if your daughter has a doctor’s, dentist’s or other medical
appointment during the school day.

What happens if my daughter is ill at school?
If your daughter becomes ill during the school day we will contact you. Please ensure that  your
contact details are always up to date. If you work far away then please ensure that we have a
contact for someone who would be able to get to school within half an hour.

Accidents at school

If your daughter has a minor accident at school e.g. a bumped head, then we will inform you on the
same day via your daughter's link book, an email or a phone call.

A note on:

Allergies

★ It’s really important that we know of any allergies your daughter may suffer from and to keep
us updated of any changes to her medical condition.

Asthma

★ If your daughter is asthmatic, please discuss this with your form teacher and inform her
exactly how the inhaler is to be used in the event of an asthma attack.

Head lice

★ We encourage you to check your daughter’s hair every week by combing thoroughly with a
fine tooth comb when the hair is wet and conditioner has been applied. If you discover
head lice, please treat immediately before your daughter comes to school and let us know.
If there is a case of head lice in school, we will inform all parents to help stop the spread!



Behaviour
We support a whole school approach to behaviour which is fair and consistent, thereby creating a
happy, safe and secure environment. Positive behaviour is rewarded and promoted so that children
develop a positive self-image, behave with consideration for others in work and play and in the wider
community. Mutual trust and respect between staff and pupils underpins all behaviour. Common
values are shared by the whole school community through our BEAR values. If minor poor behaviour
occurs, pupils will be given a firm, verbal warning, and expectations of behaviour explained. We discuss
choices with the children and encourage them to make the right choice. If after a verbal warning, ‘poor
behaviour’ continues the concept of consequences will be discussed and parents will be informed.

Physical Intervention

We keep a record of any occasion when physical intervention is used and inform parents on the same
day.  Please refer to the Physical Restraint Policy for more details.

Supporting your daughter at home

Every day is a new learning opportunity for young children. We have some of our top tips below for
how best to support your daughter at home.

★ A good night's sleep - NHS recommends 11-12 hours
★ Allow for downtime - time to relax and to just be is really important
★ Read and share high quality picture books. Talk about what is happening and discuss words they might not

know. A bedtime story every night is an excellent way to do this.
★ Visit a local library
★ Make picture books and writing materials easily accessible at home so your child can access them
★ Take time to talk to your child about their day and listen
★ When out in the environment discuss shapes and numbers you can see
★ Play simple board games such as snakes and ladders
★ Let your child handle money and discuss where we use this
★ Encourage good manners
★ Visit the dentist regularly to promote good oral health.

Uniform

Please ensure everything is named clearly with a large name label. Please refer to the school
uniform list for items needed. We advise your daughter to have a full change of clothes in her school
bag (leggings, socks, pants and a top), just in case! Further to the list in the current parent
handbook, please note the following required extras:

Nursery:

Navy V neck jumper or cardigan with school logo and blue trim

Short socks white

Navy shorts (worn with cornflower t-shirt) (Alternative to summer dress)
One pair of waterproof salopettes

Reception:
Navy sports shorts

One pair of waterproof salopettes

Shoes



All pupils will need school shoes, trainers, wellington boots and plimsolls, to be kept in their shoe
baskets at school. If your daughter is doing Ballet she will also need a pair of ballet shoes to be kept
at school.

Compliments and complaints

We always love to hear positive feedback. Do let us know in person, on tapestry or via email if you feel
something has worked really well.

Most concerns and complaints are dealt with quickly, efficiently and informally. Please contact your
daughter's key person in the first instance. The school’s complaints policy is on the school website if
needed. Parents may also contact either Ofsted or ISI if they have a concern about the Early Years
Foundation Stage (EYFS) provision at the School. The contact details for both Ofsted and ISI are given
below:

Independent Schools Inspectorate (ISI)

CAP House

9 – 12 Long Lane

London, EC1A 9HA

E-mail: concerns@isi.net

Telephone: 0207 600 0100

Ofsted

Piccadilly Gate

Store Street

Manchester

M1 2WD

E-mail: enquiries@ofsted.gov.uk

Telephone: 0300 123 4666

Policies and procedures

The School has a comprehensive list of policies and procedures and the main ones are listed below..
The asterisked policies are  available on our website. If you would like a copy of any of our school
policies, please  contact the Head’s PA, Mrs Clare Litten. The copy of the School’s inspection reports
are also available on the school website:

★ Admissions Policy *
★ Anti-Bullying Policy*
★ Behaviour Policy*
★ Safeguarding Policy *
★ Complaints Procedures*
★ Curriculum Policy*
★ Disability Access Policy
★ English as an Additional Language Policy*
★ Equal Opportunities Policy
★ Exclusion Policy *
★ First Aid Policy*
★ Health and Safety Policy*



★ Missing Child Policy
★ Non-Collection of Child Procedure
★ Physical Restraint Policy
★ Relationships and Sex Education Policy*
★ Special Educational Needs Policy (SEN)*
★ Supervision Policy


