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Our aim at Melbourn Playgroup is to encourage children to learn and develop 
through play and friendships. We believe that there is nothing more 
important than simple play to teach children to socialise, to grow in 
confidence and to begin to learn. We do this through providing an 
environment in which children are safe and happy and can have fun. Even the 
more formal elements of our curriculum are promoted in this way. All 
children and their families are treated equally and their individual needs 
considered. 

 
We are a registered charity, members of the Pre-School Learning Alliance and 
have passed Ofsted inspection with flying colours. We consider staff training 
to be an ongoing process that allows us to best support the needs and 
development of your children. 

As a member of the Pre-school Learning Alliance, Melbourn Playgroup 
recognises parents as the first and most important educators of their 
children. All of the staff see themselves as co-workers with you in providing 
care and education for your child. There are many ways in which parents take 
part in making the playgroup a welcoming and stimulating place for children 
and parents, such as:  

 Exchanging knowledge about their children’s needs, activities, 
interests and progress with the staff; 

 Helping at sessions of the playgroup; 
 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 of the playgroup; 
 Taking part in events and informal discussions about the activities 

and curriculum provided by the playgroup; 
 Joining in community activities in which the playgroup takes part; 
 Building friendships with other parents in the playgroup. 

 

 

Aims and Objectives 

Website address: 

www.melbournplaygroup.org.uk 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Children may attend in a flexible pattern within these hours. 2 hours is 

the minimum for each day.  Please talk to us about your needs. 

Three year olds may also attend the Out of School Club which operates 

from 3:15pm until 6:00pm.  

General Information 

Opening Times   

Monday - Friday 

           Open each day:  8:45am            Closure:  6.00pm 

Phone Number: 01763 223459       Mobile: 07842 151512 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STAFF 

Leader:                    Jane Crawford 

 

Deputy:               Gill Collingbourne 

 

Administration:          Nikki Cross (Child Protection) 

 

Assistants:       Tracy Edwards 

Alison Martin 

Jennie Riggs 

Samantha Wainwright 

Claire Armstrong 

Ruth Barton 

Julie Myles 

Rhonda Little 

Natalie Youdan 

Heather Brown 

Moira Seaton 

 

 



Fees 

 The hourly fee is £4.00 for unfunded hours. 

This can be paid at the beginning of each session, weekly, or half-

termly. Parents will be sent a bill each half-term, no matter how they 

choose to pay. Payments can be made by online banking if you prefer. 

It is important that you do not go into arrears as we are obliged to take 

further action in the event of non-payment, and we ask that if you are 

having any difficulties to discuss this with us straight away in order that 

we can resolve any problems. 

Sessions must be paid for even if your child does not attend, in order 

to hold your place for you. 

Funding 

Parents will receive government funding for their children in the term 

after they are 3. This will be for 15 hours a week at the most. Extra 

hours can be purchased at the set cost of £4.00 per hour. 

We can now offer Free 2s funding for children between 2 and 3 years 

of age. This is only for those who meet the criteria but if you are 

interested, please contact Melbourn Children’s Centre who can give 

you more information. 

We accept children who are 2 years old. We accept children in nappies 

and during toilet training.  

Arrival/Departure 

The school site will be open from 8:45am until just after 9 am in the 

morning and at 3:00 pm in the afternoon. Access to the preschool and 



afterschool club will be by the bell at the Melbourn Children’s Centre 

door at any other time. We cannot have any bikes or pushchairs left on 

the site and ask that parents do not linger talking on the site after they 

have dropped off their children. There is a bike and scooter store in the 

school playground that children may use if they wish. 

Settling In  

 We ask that new children visit with their parents before being left for 

the first time.  This allows them to get to know us, and us to know 

them, in a way that causes the least stress to the child. Many children 

cry when first left and we always deal with this with gentleness and 

care. It is understood that some children will be more confident and 

take less time to settle. For those who need a more gradual 

introduction, there is no limit to how long the settling-in period can 

take. If parents have any concerns in this matter, they should discuss 

them with Jane or your child’s key person. 

Clothes 

We advise that children wear old, or easily laundered 

clothes, as many of our activities may allow them to get 

messy. We do provide changes of clothes in the event of an 

accident, but we do ask that you leave another set of their 

own clothes in a named bag. Likewise if your child is in 

nappies we ask that you provide these too. Please ensure 

all coats and shoes are clearly named. There are Playgroup t-shirts 

and sweatshirts available to purchase if you wish, please ask a member 

of staff if you are interested. 

 

 



Food 

At preschool sessions, the children will be provided with a snack and a 

drink. Our main aim is to provide children with a variety of fresh fruit 

to eat. They will also sometimes receive breadsticks, toast or 

vegetables such as carrots and cucumber. Occasionally we will have 

special treats such as any cakes or biscuits we have made at playgroup, 

or noodles for Chinese New Year. Any concerns over food allergies 

should be mentioned when your child first starts at playgroup. We ask 

that all children bring a named water bottle to each session. These 

can be provided if you forget. 

 

 

 

 

 

 

 

If your child stays at Playgroup for lunch, we would be grateful if you 

could support our healthy eating policy and provide food which is 

balanced and healthy.  We ask parents to not put crisps, sweets and 

fizzy drinks in, and would instead ask that you provide a healthy 

alternative.  An example of a healthy pack lunch could include a roll, 

pitta bread or sandwich, with fruit or vegetable sticks, cheese, a yogurt 

or fruit pot and a flapjack or cereal bar.  Please ensure that all food you 

provide is within date. 



Working together 

Melbourn Playgroup has a high ratio of adults to children in the 
setting. 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;  
 Allow the children to explore and be adventurous in safety. 

 

 

 

 
 
 
 
 
 
 
Each child is given a key person. This means that each member of staff 
has a group of children for whom she/he is particularly responsible. 
However, all members of staff will be aware of the needs of all 
children. 
The playgroup 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 Melbourn Playgroup 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. You are 
invited to meet with your child’s key worker at anytime to discuss your 
child’s progress. 



Parents’ Rota 

We feel that it is important for parents to feel involved with their 

child’s care and education at this very young age.  We therefore 

encourage parents, grandparents or carers to join the Parents’ Rota, 

once their child has settled in at playgroup. This helps parents to see 

what the day-to-day life of the playgroup is like and to join in helping 

the children to get the best out of their activities. Most children love to 

see mummy or daddy helping and playing with them.  Helping at 

sessions may include tea-making, washing up, as well as playing with 

and reading to the children. 

 

 

Working with the School  

 
We work with the school to achieve the best experience for your child. 
We regularly visit the Reception classes with the children enabling 
them to become familiar with the teachers and classrooms. We also 
have opportunities to take part in many varying aspects of the school 
year which provides your child with a fantastic introduction to their 
Reception year.  
 
 
 
 
 

 

 

 

 



Curriculum 

We use the government’s “Early Years Foundation Stage” as the basis 

for our planning. The curriculum includes: 

Prime Areas 

 Personal, social and emotional development 
 Communication and Language 
 Physical Development 

Specific Areas 

 Literacy 
 Maths 
 Understanding the World 
 Expressive Arts and Design 

We hope to achieve a curriculum that balances the needs of all ages 

and abilities and we aim to provide learning experiences of high quality 

through which children's needs are met and progress achieved. We 

hope to base most of our planning on the interests and knowledge of 

the children and to be flexible in meeting these needs 

There will be an official report of your child’s progress before they are 

3 years old as well as formal and informal chats with your child’s key 

person. 

Outdoors 
 
We are always developing our outside provision 
and hope to provide a range of outdoor toys, 
opportunities for gardening activities and even 
adult-led small group activities. At playgroup we 
understand the need for regular physical activity outside.  



 

A Typical Session 
 
 
The playgroup organises its sessions so that the children can choose 
from a range of activities. The children are also helped and encouraged 
to take part in adult-led small and large group activities, which 
introduce them to new experiences and help them to gain new skills, 
as well as helping them to learn to work with others.  

Activities include: 

 Home corner 
 Puzzles 
 Physical activities, e.g. climbing frame 
 Craft table 
 Small world toys, e.g. cars, garages 
 Painting 
 Snack 
 Construction toys  
 Circle time, e.g. games, dancing and stories 

 

 

 

 

 

 

 



Behaviour 

We aim to promote behaviour, which encourages the children to 

respect themselves and others. We encourage the children to be kind, 

helpful, polite and honest, to listen to people and to look after 

property.  

Be gentle 

Share and take turns 

Look after each other 

Look after things around us 

Listen carefully 

Our full Behaviour Policy can be seen in the Policy document, which is 

available at playgroup or is available to view on the playgroup website. 

We have a set of rules within playgroup, which all the children are 

made aware of, such as happy hands do not hit and happy mouths do 

not shout. 

Special Needs 

The playgroup’s policy is to make sure that its provision meets the 

needs of each individual child; we take account of any special needs, 

which a child may have. To best help your child get the most from their 

time with us, please feel free to discuss any concern you have at any 

time. The playgroup’s Special Educational Needs Co-ordinators are 

Claire Armstrong and Jennie Riggs. 

 



Equal Opportunities 

Melbourn Playgroup believes that the group’s activities should be open 

to all children and families and to all adults committed to their welfare. 

The playgroup’s Equal Opportunities Co-ordinator is Sam Wainwright. 

Management of the Playgroup 

A parent management committee manages the playgroup and is 

elected by the parents of the children at playgroup. The elections take 

place at the playgroup’s Annual General Meeting, which is held in the 

autumn term of each year. The committee is responsible for:  

 Managing the playgroup’s finances and arranging fund raising 
events; 

 Employing and managing the staff; 
 Making sure that the playgroup has — and works to — policies 

which help it to provide a high quality service;  
 Making sure that the playgroup works in partnership with the 

children’s parents. 

All of this is managed with the staff and parents will never be asked to 

carry out any duty that they are not happy with.  

 

 

 

 

 

Being on the committee is a great opportunity to 

meet other parents and be involved with your 

child’s time and experiences at Playgroup. If you 

would like any further information on the committee 

or would like to join, please visit the committee 

section of the Playgroup website. 

 



AGM 
The Annual General Meeting is open to the parents of all of the 
children who attend the playgroup. It is their forum for looking back 
over the previous year’s activities and shaping the coming year’s 
activities. The playgroup encourages parents to join the committee 
and help the playgroup in whatever way they can.   

 

 

 

Policies 

The playgroup is governed by a set of policies. Copies of these may be 
seen at the playgroup by anyone. The playgroup’s policies help us to 
make sure that the service provided by the playgroup is a high quality 
one and that being a member of the playgroup is an enjoyable, safe 
and worthwhile experience for each child and her/his parents. Anyone 
who has any query or complaint about the running of playgroup should 
take the opportunity to consult the policies. 

The staff and parents of the playgroup work together to adopt the 

policies and will all have the opportunity to take part in the annual 

review. This review helps us to make sure that the policies are enabling 

the playgroup to provide a quality service for its members and the 

local community. 

The policies are all available to view on the Playgroup website. 

 



Complaints 

 If a parent has a complaint against someone or something at 
playgroup, they may discuss the matter with Jane, Gill, Rachel or the 
Chair of the Committee. If this discussion does not prove successful, 
parents should refer to our Complaints Policy, which outlines the 
course of action they can take. 

Child Protection 

We take the safety of all children at playgroup as a high priority. This 
means that we ensure that all staff are trained in this area and we have 
a Designated Person responsible for Child Protection issues present at 
each session. We use daily diaries to help communication with parents 
that we do not see and between other settings and childminders that 
children attend. We will always aim to work with parents as closely as 
possible but if we consider it necessary for the safety of the children in 
our care, we will refer cases.  

 

 

Sharing Information 

We usually use emails to let parents know of meetings and events, 

planned themes for the next half term, fundraising activities, 

committee activities and other information that the parent should be 

aware of. If you prefer a printed copy please let us know. 

 



Parking 

There will be no parking allowed in the school’s car park at any time. 
This is only for the use of the school staff. Parking is available in the 
village Car Park or Orchard Road however access to the playgroup is 
only though the Orchard Road entrance.  

 

There is no smoking allowed on or around 

the playgroup premises.  

 

 

 

The Melbourn Out of School Club runs on the playgroup site from 

3.15-6.00 pm Monday to Friday. 3 and 4 year olds who are registered 

with Melbourn Playgroup can attend. This can be a one off, with no 

need to book a weekly session or can even be an emergency booking 

on the day (spaces permitting). The Moos Club is staffed by some of 

the usual playgroup staff that your child will already know. For booking 

information and prices please refer to the website or speak to Gill at 

playgroup. 

 

 

 

 

 

Melbourn Out of School Club 



 

 

 

The Rainbow Song 

5 Little Men in a Flying Saucer 

Baa Baa Black Sheep 

Twinkle Twinkle Little Star 

Down in the Jungle 

 

 

Incey Wincy Spider 

We went to the Animal Fair 

The Wheels on the Bus 

Five Currant Buns in a Baker’s 

Shop 

Wind the Bobbin Up 

1 Finger, 1 Thumb Keep Moving 

 

 

 

Brown Bear, Brown Bear 

The Very Hungry Caterpillar 

Harry and the Bucket Full of 

Dinosaurs 

Charlie Rascal  

Dear Zoo 

Little Rabbit Foo Foo 

 

 

Where the Wild Things Are 

The Gruffalo 

The Tiger Who Came to Tea 

Shark in the Park 

We’re Going on a Bear Hunt 

Whatever Next 

The Biggest Bear 

 

Favourite Songs at Playgroup 

Favourite Stories at Playgroup 



 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Comments we received on our last 

Ofsted report 

“Children in the Early 

Years Foundation Stage 

are well supported and 

benefit from a team of 

enthusiastic staff who 

have a clear 

understanding of each 

child's specific needs.” 

“Children are 

safeguarded and 

extremely well protected 

in the setting because all 

staff have an excellent 

understanding of child 

protection issues.” 

“Relationships with 

parents and other 

providers are superb.” 

 

“Children are confident 

communicators, using 

their voices well in group 

time and to express their 

ideas thoughts and 

feelings.” 



 

www.melbournplaygroup.org.uk 

www.melbournprimary.org.uk 

www.melbournprimaryschoolptfa.co.uk 

www.ofsted.gov.uk 

www.melbourncambridge.co.uk 

www.cambridgeshire.gov.uk 

www.opportunity-links.org.uk (childminders) 

Useful Website Addresses 

http://www.melbournplaygroup.org.uk/
http://www.melbournprimary.org.uk/


 

 

 

 

 

 

    Melbourn Playgroup 

    Mortlock Street 

    Melbourn 

    SG8 6DB 

   Telephone: 01763 223459 

   Mobile :  07842151512 

   Email: office@melbournplaygroup.org.uk 

   Web: www.melbournplaygroup.org.uk 

   Opening hours 

   Monday – Friday   8:45 am – 6:00 pm 


