Planning, Observation, Assessment and Record Keeping Policy

for Willow Nursery School 

At Willow Nursery School, our records take account of four main principles:
· Our records, whilst maintaining appropriate levels of confidentiality, are open to be seen, discussed and understood by relevant others, including parents and other professionals.

· Our records have a clear purpose in unifying and gathering together all information that will facilitate our aims. This involves the staff, as a whole, in planning to provide for the children’s ongoing development, progress and education and also facilitates assessment, recording and reporting.

· Our records must be practical in that whilst they fulfil their purpose they must be as simple as possible to carry out and monitor.

· Our records should be positive in both focus and content as well as taking due regard to equal opportunities. They celebrate achievement by showing what children have attained and how they progressed. 

At this school it is the responsibility of all practitioners to participate in and contribute to the full range of records and to observe the following guidelines. These are arranged under specific records.

Registration Cards

These are used to gather basic information on all children who are going onto this school’s waiting list. This is the beginning of our partnership approach to educating young children.

1. These may be completed by parents, the office staff, the Head or Deputy Head. These may be completed in person by a parent/carer or details may be given over the phone, generally to the office staff or the Headteacher.
2. The completed card should be given to the office staff or the Headteacher to be entered on the school’s computerised list. 
3. Following this the cards are stored in alphabetical order in the waiting list file until the child is removed from the waiting list.

4. Registration cards for children, once they are attending Willow, are stored in the filing cabinet in the Admin. office.
5. Registration cards for children who do not take up the offer of a place, or who are not offered a place, are stored until the child is five years old. These are stored in the Head’s office.
Attendance Registers

In common with all schools, we keep records of attendance of individual children and groups of children. These records have two main functions. Firstly there is a clear health and safety one in the need to know how many people are/should be in the school. The second relates to monitoring for individuals’ regular attendance to facilitate progress and development.

1. It is the responsibility of the Headteacher and the teaching staff to ensure that these are completed in accordance with the local authority guidelines at the start of each session.

2. At Willow Nursery School, the registers are completed within the first 15 minutes of each session. The person who completes the register will enter the number of children on the checking form on the wall. 
3. Children arriving after the first ten minutes of the session must be signed in the register as ‘late’ and will be added to the number on the checking form on the wall. 
4. The Headteacher will monitor the registers closely and will take action in the event of poor attendance. Attendance figures are calculated and analysed monthly.
5. Registers are open to inspection by others. 
6. “Old” registers are stored for seven years.

New Starter Forms
The ‘New Starter Form’ centres on basic factual information relating to the child and the family and on further developing the partnership approach at the classroom level. 

1. The parents of the child are required to complete the ‘New Starter Form’, or to provide the information for a member of staff to complete the paperwork. This form should be handed in to the school before the start of term, so that the school can make any reasonable adjustments necessary, in advance of the child’s start-date.
2. The information given will need to be cross-checked with the registration card, by the office staff, prior to completing computerised admission to the school.

3. The ‘New Starter Forms” will be stored in designated folders in the staffroom, where they are available for staff to access.

4. The registration card is to be kept in the filing cabinet in the front office. This may be taken by staff in the event of an emergency e.g. taking a child to hospital.

5. Parents should use the ‘change of information form’ for any subsequent changes to this basic information (e.g. altered phone numbers/addresses or family additions) to enable the office staff to ensure records are up to date and accurate.

Record of Children’s Development
At Willow Nursery School, because of the way we organised the learning experiences for the children, we have agreed specific formats that address both formative and summative record-keeping.

A. Class records – big and little nursery
1. The “class list folders” are used in big and little nursery. They contain all the Development Matters statements from the 3-4 year age band. The points are organised by curriculum area. Individual statements are ticked by members of staff when children have exhibited a particular attitude or demonstrated a particular skill. They are overseen by keyworkers and co-ordinators.  
2. A baseline assessment across all seven areas of the Foundation Stage curriculum is carried out during a child’s first two weeks in big or little nursery, depending on when a child starts at Willow Nursery School. school. 
3. Information gathered across subsequent terms regarding a child’s development and progress will be entered into the class list folder.
4. The “class list folder” is maintained by practitioners and provides an overview of the cohort’s progress.
5. The Class List Folder serves to pinpoint target children with specific individual needs (both short-term and long-term) for specific support. It also provides the potential for monitoring certain cohorts of children as and when the need arises.
6. An exit assessment is carried out in a child’s final term across all seven areas of the Foundation Stage curriculum.
7. The Headteacher will view the ‘Class List Folders’ each term

8. Staff will work in partnership with parents whenever possible to share and complete assessments.

9. Staff will work in partnership with each other to not only utilise each other’s expertise, but also to ensure information is shared.
10. Whenever necessary, support will be sought from other agencies e.g. speech and language therapist, Special Needs and Disability Team, health visitors, the Edwin Lobo Centre.
Class records – Catkins
1. Each child in Catkins class has an individual record which contain the statements from  Development Matters from the birth – three age band. Key workers are responsible for keeping these up to date and notifying the SenCo if there are any concerns regarding development. Statements can be highlighted and dated and notes made to support this. 
B. Yearbooks
Each child will have their own Yearbook. This will be an A4 ring-binder. The Yearbook contains formative evidence collected for each individual child. 

Evidence will include:

Mini-observations;

Tracking observations;

Examples of children’s work to illustrate development across all areas of the curriculum.

These Yearbooks will be given to children to take home when they leave Willow to move on to their next setting.

Reporting to Parents

Parents will be able to discuss their child’s progress at planned termly consultations. If parents have concerns at other times, they will speak to their child’s keyworker and next steps will be discussed.  

Observations of individual children

Observations have a basic common framework:

1. Observations may be written by any member of staff, or by students.

2. They are used to gain a variety of information and form part of formative records.

3. They must be written in the full knowledge that the parents will have access to them.

4. Observations can be carried out by students but if they wish to include them as part of their college work then confidentiality must be maintained so that no child or staff member can be identified.

5. Observations may be notes of a particular happening made because the staff involved believe it is of value or they may be part of our systematic program of observations.

6. The person who has made the observation will hand file it in the child’s Yearbook.
7. The observation will be kept in the child’s Yearbook and as such is open for parents etc. to read.

Special Educational Needs and Disability 

The school has a Special Educational Needs and Disability policy which details the school’s procedures for identifying, assessing and making provision for pupils with special educational needs.

1. The designated Special Educational Needs Co-ordinator (SENCo) has responsibility for the day-to-day management of SEND issues.

2. Children are monitored in response to initial concern by parents, teachers, Nursery practitioners, health or social services professionals. Parents (or those with responsibility) are kept fully involved.

3. Relevant paperwork is kept in the SEND file, usually kept in the staff room. This includes IEPs (Individual Education Plans) and SEND Support Plans where appropriate.
Leavers’ Records

These consist of the child’s current personal details and a final summary of the child’s attainment level within the seven areas of the Early Years Foundation Stage.

1. The information is compiled prior to a child transferring to another school.

2. The information will be shared with parents prior to being sent on to the receiving school. (Parents may, if they wish, receive a copy of the leaver’s record.)

3. Wherever possible they will also be discussed with the staff of the receiving school. Failing this a covering letter will be included to explain the format.

4. Parents will also be given the child’s individual Yearbook. 
Planning

The work of the school is planned under three broad categories, long term, medium term and short term.
Long term planning is demonstrated in two ways:-
1. The school’s development plan.  Targets are set for the year ahead in some detail and key personnel identified. This plan is monitored and updated termly prior to being submitted to the school governors. 

2. The Curriculum for the Early Years Foundation Stage.
Medium term planning is demonstrated in two ways:

1. By the use of whole school topics that provide a balance across a year.
2. By the use of planning for specific groups of children or individual children. This may be linked to areas of the curriculum, children’s developmental progress, an IEP/SEND Plan or to a need perceived by the staff.

Short term planning is demonstrated by the structuring and recording of the staff’s work in the classroom and outside. There are planning folders for the main areas of the school, rooms 1, 2, 3  and the outside area. There are also planning folders for other groups of children where appropriate. Staff plan around the needs of the children, the aims of the school, the topics and the Early Years Foundation Stage. 

1. Senior staff have a weekly planning/evaluation meeting to ensure balance, breadth and continuity of the curriculum across the school.          

2. Each member of staff at the meeting then takes responsibility for the writing up of the planning for their current area of responsibility.  
3. This meeting is followed by a staff meeting, when individual and group observations are shared with all staff present.   
4. Each subject co-ordinator will review their area of the curriculum on a regular basis to monitor for breadth, balance and progression

5. The head teacher will view all the planning folders regularly to monitor for breadth, balance, continuity and progression.
Rotas

These help to structure staff time so that it is well used throughout the day and week.

1. The deputy headteacher has the responsibility for compiling the rota each week, taking account of items in the staff room diary and the training of students. Copies are then available throughout the school.
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