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EARLY YEARS FOUNDATION STAGE INFORMATION BOOKLET 
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Welcome to Capel St Mary CEVC Primary School Early Years Foundation Stage. Starting school marks a new and exciting stage of life for both child and parents. The following information is intended to inform you about our Foundation Stage and give you some information to help ensure your child settles happily into their new environment. We are very proud of our Early Years and are delighted that you are going to join us.  We have a nursery and reception classes in our Early Years unit where your child will have the chance to grow and learn.
In our Foundation Stage, we strive to achieve the following aims:
· Create a safe, secure, stimulating learning environment which meets the individual needs and interests of all our children.
· Provide opportunities through play, which encourage children to develop emotionally, socially, intellectually and physically. 
· Promote good standards of behaviour and interaction with other children and adults.
· Develop and maintain good partnerships with parents and carers.
· Continue to build upon what the child has already learned at home, broadening their range of learning experiences and stimulating their curiosity and imagination.
· Enable each child to develop as a happy, confident and independent learner with a well-developed sense of self-worth, responsibility and community.

Throughout your child’s time in Nursery and Reception they will be following the curriculum for the Early Years Foundation Stage, working towards the Early Learning Goals by the end of Reception. This curriculum outlines standards for learning and development for all children aged 0-5 and is organised into seven areas of learning: 
· Personal, Social and Emotional development
· Physical Development
· Communication and Language
· Physical Development
· Literacy
· Mathematics
· Expressive Art and Design
· Understanding the World
Our provision is in a suite of purpose designed rooms where your child will feel safe and secure.  We also have an outside learning environment and garden exclusively for the early years children.  



As a parent or a carer, you may well ask how could I help my child with their learning? 
 
[image: ]All the fun activities you do at home with your child are important in supporting their learning and development, and have a really long lasting effect on your child's learning as they progress through school. 
 
Below is an idea of some of the activities you could do with your child on a daily basis; it will make a real difference to their confidence as a young learner. 
 
   
 
Talk about 
numbers, 
colours, words 
and letters you 
see when you 
are out and 
about
Allow your child to cut out and 
stick pictures from magazines, 
catalogues etc
Cook and bake 
together 
Plant seeds or 
bulbs in the 
garden etc
Explore the outside 
together.  Use the 
weather  
-
shadows, rain 
puddles, wind, sun 
etc to extend their 
vocabulary 
Reading and sharing 
books
Talk to your child at every 
opportunity 
-
what you are doing 
that day
On a trip to the supermarket, talk about 
all the different packaging shapes
Sing and tell nursery 
rhymes

 
In addition to the above, you could join clubs, take part in activities in the local community, take your child to the library etc. 
 
This part of our booklet will now focus on a typical day in our Early Years Setting.  It contains all the important information you need to know as a parent or carer.  
 
Settling In  
 
We aim to ensure that your child’s introduction to our Early Years is as stress free as possible.  Some children feel comfortable straight away, whilst others can take longer to get used to their new environment.  We want your child to feel safe and happy in your absence as they cannot play and learn successfully if they are anxious and unhappy. 
 
The EYFS is called Butterflies which will be a combination of nursery and reception children.  
Firstly, let's introduce you to the staff who will be looking after your children:  
 	 

Mrs Haigh                   EYFS Lead / SENCo

Mrs Dix		Class Teacher – Nursery and Reception  
					Level 3 Forest School Leader
 
Mrs Read	            	Class Teacher – Nursery and Reception


Mrs Rawthorn             Level 3 Learning Support Assistant 
 
Mrs Arnold		Learning Support Assistant



Settling In [image: ]  Our Session Times 
[image: ] 
 
Nursery Children   8.50 a.m. until 11.50 a.m.  
 

Reception children 8.55 a.m to 3.30 p.m.
 
[image: ]  Uniform  
 
In Nursery your child does not have to wear uniform.  However, if your child wishes to wear uniform these items are available: 
· Sky blue sweatshirt/cardigan with the school logo 
· White polo shirt with or without the logo 
· Navy blue/grey jogging bottoms/shorts for the boys 
· Navy blue/grey jogging bottoms/leggings/shorts for the girls 

If you make the choice for your child not to wear uniform then their clothing needs to be suitable as they will be playing outside in sand, water etc.  
 
Please ensure your child brings a waterproof coat/jacket as and when required and that all clothing is named. Please also ensure your child does not wear open toed shoes. 
 
In Reception your child will wear school uniform as follows: 
· Grey trousers, grey shorts, grey knee length skirt, grey pinafore, blue checked dress, blue checked shorts and top combination (cycle shorts under skirts and dresses are not permitted). Shorts must be part of the uniform choices stated. 
· White polo shirt with or without the school logo. 
· Royal blue sweatshirt or cardigan with the school logo. 
· Grey socks, white socks (girls), grey tights. 
· Black shoes (not trainers or boots or open toed sandals). 
· Royal blue fleeces with a school logo are also available as an alternative to an outdoor coat. 
Uniform with the school logo on can be purchased in person from PMG Schoolwear in 
Westgate Street, Ipswich or from their website.  Also, it is available from an online suppliers at www.schooltrendsonline.com and support@myclothing.com  Please ensure all of their clothing is named.   
 
[image: ]Book Bags 	 
 
We also ask that your child has a book bag (not a ruck sack).  These can be purchased from any of the above. The book bag will be used for your child's reading book and for sending home important communications. 
 
 
P.E. Kit 
 
Nursery – the nursery children do not require a P.E. kit.  However, please can you send your child in with a spare set of clothing including underwear.  Some of our activities can be messy and whilst every attempt is made to protect your child’s clothing, accidents can happen!   It’s also a good idea as sometimes there can be toilet mishaps. 
 
Reception - P.E. kit is black shorts, pale blue polo shirt with or without the school logo and plimsolls.  An outdoor kit is also required of navy blue jogging bottoms, jacket or a navy blue tracksuit and trainers. Could you please also include a spare pair of underwear.  We ask that their named PE kit is kept in a drawstring bag which can hang on their peg.  We keep this in school, returning at the end of each half term for washing.  Please remove any earrings on PE days.  



 
[image: ] Forest Schools 
 
We are a Forest School and the children will take part in lessons throughout the year.  When it is your child’s turn to join in, information will be sent out to you by a separate letter.  For more information about Forest Schools, please visit our website where you can find lots of interesting facts and news. 
 

Jewellery (including earrings) and Hair 
 
Children are not to wear any jewellery for school as it can be unsafe when the children are playing and also because they can become very upset if it goes missing.  If your child has long hair, we ask that it is tied back for your child’s safety and to help prevent the spread of headlice when they inevitably arrive! 
 
 
[image: ]  Playtimes 
 
In the morning and during the afternoon the reception children have a playtime for approximately 20 minutes on the large playground.  The nursery children join them on the big playground in the morning.
 
[image: ]Snack Time 
 
Both the nursery and reception children are provided with a free snack as part of the 
Government's Fruit and Vegetable Scheme. The children have their snack at playtime where they will choose from a selection of fruit and vegetables.  The free snack that is provided varies daily and we have no choice about the snack that we receive.  Therefore, if your child wishes to bring their own healthy snack they are more than welcome to do so.  If your child has any dietary requirements, please let us know. 
 
 
[image: ]School Milk  
 
All under 5's are also entitled to a free third of a pint of cow’s milk every day.   This is given to the children during the day. Again, please let us know if your child has any dietary requirements.

Please note that when your child turns 5, they will no longer receive free milk.
 


Lunches 
 
All reception children are entitled to a universal free school lunch.  There is a menu available to share with your child.  The menu can be obtained from the school office or on the school's website, “www.capel-st-mary.suffolk.sch.uk”. If your child would prefer to have a packed lunch, they just need to let their teacher know at register time.  
 
Peanut Allergy  - Some of our children have serious nut allergies.  Could we please kindly ask that if your child has a packed lunch that they do not bring in anything containing peanut butter or Nutella. 
 
[image: ] Water Bottles 
 
It is very important that your child brings a sports type water bottle to school every day.  We ask that you only give your child water, no fizzy, squash or soft drinks including flavoured water. 
 
[image: ]  Sun Cream and Sun Hats 
 
During the summer we ask that your child comes to school with sun cream applied.  We would prefer if you would do this before they come to school by using a once a day cream. As you can imagine trying to apply sun cream to every child before playtimes is a very big task for us!  For further information, please refer to our Sun Policy which can be found on our website. 
 
Also, during the summer, we ask that your child always has a named sun hat with them.   
 
[image: ]  Medication 
 
If your child has been prescribed medication, e.g antibiotics, please refer to the School’s Medical Policy which can be found on the school website at www.capel-st-mary.suffolk.sch.uk under the key information tab then policies.  If the medication can be given by school there is a medication form to complete.  If your child has been prescribed anti-biotics and require these three times a day, we ask you to manage this but if they require them four times a day, then the school will administer one dose around lunchtime.
 
 
Sickness 
 
If your child is unable to attend school because they are poorly, please telephone the school office on 01473 310386 and leave a message on the dedicated line or by sending us a message on the Arbor app.  Please inform us of your child’s name, class teacher and reason for absence.  Please do not leave absence messages with your child’s teacher on Class Dojo as the office is unable to see these.
 
If your child becomes poorly whilst at school and needs to go home, we will inform the school office and the office will call you to come and collect your child.  Included with this booklet is a Parent Details sheet.  Please complete and return to the office as soon as possible. For this reason, please ensure you keep us up to date with any changes to your details. 

If your child is poorly due to vomiting and/or diarrhoea the school policy (recommended by the Health Protection Agency) is that your child does not return until 48 hours after their last bout of sickness or diarrhoea. 
 
[image: ]First Aid  
 
If your child requires first aid whilst at school, the EYFS staff are paediatric first aid trained and a large majority of the school staff have carried out Emergency First Aid at Work training.  If your child does hurt themselves whilst at school and receives first aid treatment, this is logged.  If the injury is a head injury or a more significant injury, it will be reported to you via a red letter in your child’s book bag or through your child’s teacher.  For more serious matters we will phone you. 
 
 
[image: ]Medical Appointments 
 
If your child requires a medical appointment during school time, please either inform your child’s teacher by sending them a message or telephoning the school office.  
 
 
Medical Issues 
 
If your child has any medical issues that the school needs to be aware of (e.g. food allergies etc) please let us know before your child commences with us.  
 
Holidays/Time Off During Term Time 
 
If you take your child out of school during term time (which is not medical related) there is a Leave of Absence form which has to be completed for both nursery and reception. This can be found on the school website or in the school reception.  Details regarding absence can be found on the form but should you require any further help, please contact the school office.  Please be aware that we will not grant absence except in very exceptional circumstances in line with DFE guidelines. 
 
[image: ]Start and Home Time 
 
Nursery – In the morning please walk around the school building and line up on the green artificial surface at the edge of the playground in front of the apparatus.  The Early Years teachers will meet you on the playground and lead your children into the school building. Please do not walk to the fence and say goodbye to your child again as this can cause distress.

At the end of the morning session please wait at the nursery entrance to collect your child (the electric green gate to the far left of the school building).  A member of the teaching team will reunite you with your child.  

Please can you ensure that you drop your child off on time ready to start their Phonics lesson.  The children are collected from the playground at 8.50 a.m.

Please complete the enclosed form so we know who will be collecting your child on a daily basis.  Lots of the children are collected by grandparents, friends etc.  If you need to suddenly change any arrangements, please telephone the office and they will pass on a message. 
 
Reception –  In the morning please walk around the school building and line up along the painted white line at the edge of the playground and in front of the apparatus.  The Early Years teachers will meet you on the playground and lead your children into the school building.
 
At the end of the day, once again please walk around the building and collect your child from the Early Years garden.  The teachers will then hand your child over to you.
 

[image: ] Open Door Policy 
 
Each morning, the Early Years team will greet you as you drop your child off.  Your child’s teacher will be available briefly to answer any questions or take messages in regards to collection etc.  

If there is anything that might be concerning you, however trivial you may feel it is, or if you have some information you need to let us know, please do not hesitate to arrange a mutually convenient appointment with your child’s class teacher.  This can be done either directly with the teacher or by telephoning the school office or you can use our class Dojo messaging system. 

 
[image: ] Class Dojo App 
 
When your child joins the school, we will invite you to join Class Dojo.  This is an app which you can download onto both I-phones and Android phones and can be used as a communication tool with your child’s teacher.  You can send messages to the teacher who will get back to you as soon as they are able.  If you have an urgent message, we would ask that you contact the school office as the teachers will not be looking at their Dojo messages during teaching time.  
 	 
Stay and Play Sessions 
 
We hold Stay and Play Sessions in both the nursery and reception once a term.  This is your opportunity to come into school and spend some time with your child to join in with some of the activities they may be doing.  We will advise you by letter or on the School website calendar when these sessions take place. 



 
 
Parent Evenings  
 
 A Parents Evening will take place in the Autumn and Spring terms. This is your opportunity to come into school, meet your child’s teacher and discuss their progress with them.  An online appointment system will operate and you will be notified by email/Arbor.
 

[image: ]This next section of the booklet is about the important permissions we have to obtain from you when your child first starts school with us.  Once you have read the following, could you please provide your permission via Arbor. 
  
Educational Visits  
 
Local Visits - The village and the local environment is sometimes used as a learning resource.  All the children will make local visits at some time.  In order to avoid having to seek your permission for each visit, please could you sign the enclosed returns form.  
 
Other Visits – At times we may take the children on a visit further afield.  Your permission will be sought for this kind of trip on a case by case basis. 

 
[image: ] Arbor App (Communication and Payments) 
 
Important information - Please see separate sheet. 


 
 [image: ]  Photograph/Video Permission and Images of Pupils on the Internet 
 
We take weekly photographs of your child to show their learning in the classroom and these are posted on the school website.  We may also use some of the images within the classroom displays and in their books.  
 
The media also visits the school from time to time to take photos, film footage or to carry out radio interviews.  Pupils may sometimes appear in these images which may in turn appear in the newspaper or on televised news programmes.  Suffolk County Council may also use  photographs of pupils to illustrate work in Suffolk schools.  It should also be remembered that named images of children are sometimes used in many publications e.g. local newspapers and the village magazine. 
 
In order to minimise the risk of any inappropriate use of an image of a pupil on the Capel website, the school will: 
· Ensure that, in pictures of groups of pupils, the children are not named 
· Only use images of pupils in suitable dress 
· Seek specific parental permission before using identifiable, named images of pupils 
 
 
[image: ]  ICT Protocol - Use of the Internet 	[image: ]
Those of us who use the Internet regularly know the great resources that are available at the click of a mouse. It is a wonderful tool for learning, with new and better resources coming online all the time.  We are also only too aware that free access to information means that there are web sites that are not suitable for children.  Consequently, we use a service provider, Smoothwall, which filters the sites we can visit.  This service is used by many schools across the country and is extremely reliable.  The internet is provided for pupils to conduct research. During lesson time, teachers will guide pupils towards appropriate materials.  Outside of school, families bear responsibility for such guidance as they must also exercise with information of sources such as television, telephones, movies, radio and other potentially offensive media.   
 
My child agrees to the following e-Safety Agreement for using the internet safely and responsibly: 
· They will use the internet to help them learn 
· They will learn how to use the internet safely and responsibly 
· They will only send email messages that are polite and friendly 
· They will only e-mail, chat to or video conference people they know in the real world or that a trusted adult has approved 
· Adults are aware when they use online tools such as video conferencing 
· They agree to never give out passwords or personal information like their full name, address or phone numbers 
· They never agree to post photographs or video clips without permission or that they will not include their full name with photographs 
· If they need help, they know who they can ask and that they can go to www.thinkuknow.co.uk for help if they cannot talk to a trusted adult 
· If they see anything on the internet that makes them feel uncomfortable, they know what to do 
· If they receive a message sent by someone they don’t know, they know what to do 
· They know they should follow these guidelines as part of the agreement with their parent/carer 
· They agree to look after themselves and others by using the internet in a safe and responsible way 
 
As a Parent/Carer I agree to the following Acceptable Use Policy Information 
 
· Children will be taught to use the internet to help them learn and have fun!
· Children will be taught how to use the internet safely and responsibly 
· Children will be taught to only send messages that are polite and friendly 
· Children will be taught to e-mail, chat to or video-conference people I know in the real world or that a trusted adult has approved 
· Adults will ensure they are aware when children use online tools such as video conferencing 
· Children will be taught to agree never to give out passwords or personal information like my full name, address or phone numbers 
· Children will be taught to never post photographs or video clips without permission or they will not include their full name with photographs 
· Children will be taught how to ask for help if something concerns them and will be taught to use the Thinkuknow website and Internetmatters.org for help and information 

· Children will be taught that parents and carers are aware of the importance of internet safety and can help if needed 
· Parents will feel able to approach staff is they are unsure or need advice on what to do at any time 
· I will not use social media to make complaints about the school; I will talk to staff about concerns 
· I will not publish photos of school events on social media as I do not have permission from other parents to do so 

Our Online Safety Policy can be found in the Key Information section on the school website.  
 
[image: ]Mobile Phones 
 	 
It is now quite common for young children to have mobile phones, and, consequently, sometimes children bring them into school.  We only permit children to have mobile phones who are in years 5 and 6 in agreement with the class teacher and once a mobile phone consent form has been completed.
[image: ]  Food Tasting and Preparation at School  
 
As part of the learning curriculum, children are involved in cooking and food tasting at school. We therefore have to seek your permission for your child to take part in any such activities.  Could you please acknowledge your consent on Arbor.   Should your child’s health change during their time at school or they develop any allergies, it is important that you inform the school of any changes as soon as you are aware. 
 
 
Classroom Discipline Plan  
 
This is the behaviour and discipline code we follow at Capel School.  It does not imply that there are any problems with behaviour!  On the contrary, the vast majority of children at Capel School are polite, thoughtful and well behaved and are a delight to work with! 
 
The aim of this approach is to recognise and acknowledge good behaviour.  As you will see, much of what we are doing is common sense and is nothing very new.  As a staff we have agreed on a common set of classroom rules, rewards for good behaviour and consequences for not following the rules.  The Early Years Team will talk to the children at an appropriate level.
 
Our principal aim is to ensure that all pupils are given the same clear boundaries of acceptable behaviour.  Children generally respond to such boundaries and we hope it will ensure that pupils show the same respect to all adults in the school, while also developing a greater sense of responsibility and self-discipline. 
 
Our wish is to ensure that the children at Capel School are as happy and safe as possible. More information can be found in the School’s Behaviour Policy which can be found under Key Information on the School Website. 
  
[image: ]  School Agreement  
The purpose of the Home School Agreement is to strengthen the partnership between parents and the school, by defining the role of each element in the partnership. I hope you will see the agreement as building on the strong links that already exist between the school and the parents of Capel School. 
 
Please read the agreement carefully and share any appropriate contents with you child.  
 
“At Capel School we believe that the partnership between home and school should be strong in order to create the best opportunities for our children. 
 
For our part, the people at school will aim to: 
· Care for your child’s safety and happiness 
· Ensure your child achieves as much as possible in school work and in social relationships 
· Celebrate your child’s achievement 
· Provide an appropriate curriculum and meet the individual needs of your child 
· Discuss issues concerning your child with you 
· Welcome you to our school and offer the chance to become involved 
· Let you know about any developments in our school

As a parent, I will make every effort to: 

· Ensure my child attends regularly and on time 
· Ensure my child has the appropriate equipment and clothing for the day’s activities 
· Attend consultations about my child 
· Inform the school of any issues which may affect my child at school 
· Inform the school of any absence early on the first morning 
· Help my child with any work to be done at home 
· Celebrate my child’s efforts and achievements  Encourage my child to become independent 
· Work in partnership with my child’s teacher 
· Ensure that if I have any concerns or issues, I will not use social media to voice them I will talk to staff 
[image: ]As a child, I will try my best to: 
· Be at school on time with the right things 
· Look after my belongings, school equipment and the places where I work and play 
· Work hard 
· Listen to advice and act upon it 
· Be friendly and polite to other people 
· Organise myself, when I can 
· Show an interest in learning at home and at school 
· Tell someone at home or school if I am worried” 


Intimate Care and Independence Information for Parents 
We are committed to ensuring that all staff are responsible for the intimate care of children.  We will undertake our duties in a professional manner at all times.  Capel St Mary Primary School recognises that there is a need to treat all children with respect when intimate care is given. No child should be attended to in a way that causes distress or pain. The child’s welfare and dignity are of paramount importance. Every child’s right to privacy will be respected. All staff are trained in Child Protection. 
 
Intimate care involves helping children at school with aspects of personal care which they are not able to undertake for themselves, either because of their age and maturity or because of developmental delay or disability.  Some children may require a significant amount of help. These children will have a specific care plan put in place for them.   
 
Aspects of intimate care include: 
· Washing (of hands, after an accident such as a tumble, after toileting, before eating, after vomiting, after soiling). 
· Dressing and undressing after accidents with toileting (including swimming).  
· Applying topical medicines (e.g. eczema creams). 
· Toileting and menstruation. 
· Cleaning and applying coverings for cuts and grazes. 
 
The below areas of care will be covered by a specific care plan since they require a higher level of training and so in rare occasions could include: 
· Supported eating or spoon feeding. 
· Tube feeding. 
· Administering medication (e.g. rectal diazepam). 
· Physiotherapy Exercise Programme or Manual handling. 
· Massage or intensive interaction. 
· Care of Tracheotomy 
· Colostomy bag care 
 
The Intimate Care and Independence Policy requires parental permission to change small accidents at school such as wetting and support hand washing.  If your child requires intimate care, we will require you to provide the necessary clothes and resources. If intimate care is given, the primary carer will be informed discretely, usually by letter.  
 
 
[image: ]  Privacy Notice – GDPR 
 
The Dfe and Government requires us to collect a lot of data by law, so that they can monitor and support schools more widely, as well as checking on schools’ effectiveness.  We make sure that the information we collect and use about pupils is in line with the current General Data Protection Regulations (GDPR).  This means that we must have a lawful reason to collect the data, and that if we share that with another organisation or individual, we much have a legal basis to do so.  Our Privacy Notice and Data Protection policy can be found on our website. 
   
[image: ]Free School Meals 	[image: ]
All pupils in reception, year 1 and year 2 in state-funded schools in England are currently eligible for universal free school meals (UFSMs). 
 
Even though your child will receive a universal free school meal under the Government 
Scheme, if you fit the criteria below, you can also apply for free school meals.  To see if you are eligible you need to complete an “Application for Free School Meals”.  If approved, this will entitle the school to additional pupil premium money of £1,515.00 per year.  This funding is used to support your child in school; the school decides how this funding is best spent. 
The criteria to apply for free school meals applies if you are in receipt of any of the following benefits: 
· Income Support 
· Income Based Job Seeker’s Allowance 
· Income related Employment and Support Allowance 
· Child Tax Credit but no element of Working Tax Credit and have an annual income (as assessed by HM Revenues & Customs) that does not exceed £16,190.00 
· If you are supported under Part IV of the Immigration and Asylum Act 1999. 
· Working tax credit during the four week period immediately after your employment finishes or after you start to work less hours per week 
· Guaranteed element of state pension credit. 
· Universal credit if you apply on or after 1 April 2018 your household income must be less than £7,400.00 a year (after tax and not including any benefits you get).  
 
If you believe you are entitled to pupil premium free school meals, please visit the school website where you will find the link to Suffolk County Council’s free school meals application page.  

As of September 2026 all families on universal credit will qualify for an expanded free school meal. More information to follow. 
 
[image: ] Early Years Pupil Premium (EYPP) for Children Attending the Nursery 
 	 	 	 	 	 
Early Years Pupil Premium is additional funding for early years providers to improve the quality of education for disadvantaged 3 year olds.  The EYPP is an extension of pupil premium paid to schools from the Reception year. Eligibility for the pupil premium and the EYPP is based on the same criteria as free school meals (as above).   
 You are also entitled to apply for EYPP if your child fits any of the following other criteria: 
· Has been looked after by the Local Authority for 1 day or more 
· Is adopted from care 
· Has left care through special guardianship 
· Is subject to a child arrangement order (formerly residence and contact order) 
 
If your child is eligible for EYPP the funding comes directly to the School.  Your child does not have to be taking the full 15 hours to be entitled to get EYPP.   If your child may be entitled to EYPP please speak with the school office. 
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