
             
 

How to implement the Early Years Foundation Stage 
 
The Early Years Foundation Stage Framework (EYFS) sets out the learning and 
development stages for children as they grow. The EYFS has been divided up into six age 
bands which overlap. This is because every child is different and children do not grow 
and develop at the same rate. Children learn through playing, exploring, being active, 
creative and being asked questions to help their thinking. 
(Resources: What to expect, when? 4Children) 
 
EYFS folder 
 
Each Key Carer will have an arch lever folder to store their key children’s individual EYFS 
paperwork. This folder should be set out clearly so all information is easily accessible; the child 
tracking sheets, Learning Journey reports, feedback forms, child interest sheets, weekly planning 
sheets and any other relevant information.  
 
 
On-going formative assessment is at the heart of effective early 

years practise. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Observations (iConnect) 
  

‘Observation’ is the practise of looking at and listening to children to find out how they are 
developing, what they like doing and what they are learning through their play and 

experiences. 
 

Observations of children are vital as each child is unique. Observing what children choose to do, 
who and what resources they enjoy playing with and what their interests are, provides adults with 
information about children as individuals.  
Observations provide opportunities to gauge children’s needs to accurately plan ‘next steps’ in their 
learning to support the child to develop new interests, learn new skills and acquire new knowledge. 
  
Significant observations should be recorded on to the iConnect on a regular basis as part of daily 
routines. Some observations will be planned but some may be a spontaneous capture of an 
important moment. 
There is no limit to the amount of observations you can record monthly for each individual child, 
however, you are responsible with ensuring you record a sufficient amount of observations as evidence 
to children’s individual learning and development. 
 
Once an observation is complete on the iConnect, you must publish this.  
Managers will regularly ‘spot check’ child observations to ensure they are being carried out. 
 
Link all observations to the EYFS Framework, if the observation doesn’t fit in to an area of 
development, it can be linked to the Characteristics of effective Learning. 
(Resources: Development Matters in the Early Years Foundation Stage EYFS, Early Education) 
 

• OBSERVATION: Observe children as they interact in their play, everyday activities and 
planned activities, and learn from parents about what the child does at home. 
 

• ASSESSMENT: To help identify where the child may be in their own developmental 
pathway, consider the examples of development in the ‘Unique Child’ column. 
 

• PLANNING: Consider ways to support the child to strengthen and deepen their current 
learning and development, reflect on guidance in the ‘Positive Relationships’ and ‘Enabling 
Environments’ columns. 

 
Observations can be a written observation, a photograph, video/audio recording or a piece of their 
work; everything recorded is evidence to what a child is achieving. Using a variety of different 
observation methods helps you with observing a child’s interest, skills, abilities and needs.  
 
Observations can be revisited later as part of the continual process of observing, assessing and 
planning for individual children. 
 
Response Sheet (Paper) 
 
The response sheet is an additional tool to support observations and next steps. 
 
The idea behind a response sheet is to note down anything that needs to be acted on or is 
significant during a session. It can be used to note down information that is gained from any 
observations that have been carried out in the day. 
 
A response sheet should be used for each key group within a classroom. These will be kept on a 
clipboard in a location where staff can easily access it. Once they are completed they can be kept in 
Key Carers EYFS folders. 
 



Tracking Sheet (Paper) 
 
The appropriate age and stage tracking sheets for an individual child will initially be given to 
parents/carers during the induction process. These sheets, along with a cover letter will give a brief 
explanation of the EYFS, our tracking process and their involvement.  
Parents/carers initial input on the tracking sheet will provide you, as the Key Carer, a baseline 
assessment to their child’s learning and development and a guideline for further provisions. 
The parents/carers should return the tracking sheets to the child’s Key Carer on the day of their first 
settling session. 
 
 
Use the traffic light system to track the children’s progress; 
 

• First time milestone observed; record with a RED dot.  
(The child is ‘beginning’ to achieve this)                                         

• Second time milestone observed; record with a YELLOW dot. 
(The child is ‘working towards’ achieving this) 

• Third time milestone observed; record with a GREEN dot and date. 
(The child is ‘secure’ and has achieved this)  

 
The tracking sheets are split in two; one to record the ‘prime’ areas and one to record the ‘specific’ 
areas in each age band. 
 
The prime areas are fundamental, work together and move through to support development in all 
other areas. These begin to develop quickly in response to relationships and experiences. The 
prime areas continue to be fundamental throughout the EYFS.  

• Personal, Social and Emotional Development PSED 
• Communication and Language CL 
• Physical Development PD 

 
The specific areas include essential skills and knowledge for children to participate successfully in 
society.  

• Literacy L 
• Mathematics M 
• Understanding the World UW 
• Expressive Arts and Design EAD 

 
Include a balance of activities to cover all areas of the EYFS. 
 
Next Steps (iConnect) and Planning (Paper) 
 
‘Next Steps’ should include ‘What next?’ Experiences, opportunities, learning environment, 
activities, resources and the practitioners’ role that will support and challenge the child’s learning 
and development. This should then be transferred on to your weekly planning sheet. 
 
Remember: You can use different ideas, activities or resources to support and 
challenge children to meet individual milestones and achieve the same outcome. 
 

It is important that links are made so that practitioners can support children 
effectively and understand the continuous cycle of observations, assessment 

and planning. 
 
 



Planning 
 
Yearly – Possible and Predictable Areas of Learning 
This will include seasons, festivals, celebrations. 
 
Monthly – Planning Sheet (Brain Storming) 
This will have a start time but no end – follow the children’s interests. 
 
Weekly – Continuous Provision Sheet 
The Continuous Provision sheets are completed weekly by each Key Carer for their key children.  
This should highlight group, individual and garden activities.  
 
The following documents should be used in planning to ensure a continual cycle; 

- Observations – Response sheet (including ‘next steps’) 
- Previous planning (including evaluation) 
- Child interests sheet 
- Parents comments (iConnect) and parents feedback sheet  

 
It is important to communicate with your colleagues in the classroom when planning so there is 
cohesion within the room. 
 
Attached to the Continuous Provision Sheet is an evaluation sheet for key carers to evaluate ‘key’ 
activities throughout the week. 
 
These sheets should be used as working documents. 
 
Pupil Assessment (iConnect) 
 
A Pupil Assessment form is completed on the iConnect for each child at the end of each term as 
follows; 
 

• At the end of April 
• At the end of August  
• At the end of December (before the nursery closes for Christmas) 

 
The form must be completed on these dates regardless of when the child started nursery. 
 
The Pupil Assessment form highlights the child’s starting points and their progress.  From this, you 
will be able to see the areas the child is beginning to develop, what areas a child is working towards 
and what areas a child is secure in.  
 
Parent/Teacher Meetings 
 
All parents must be invited to a parent teacher meeting at a convenient day and time for both the 
Key Carer and parents/carers. The Key Carer will be responsible for organising these meetings 
which will be held once a term, therefore every child will have a different date for when these are 
due. The timings for these meetings can be either in the morning or evening and carried out during 
your shift time. Each time slot should only be 10 minutes allowing the Key Carer to summarise each 
child’s development and discuss interests, queries or concerns.  
 
Information passed on to parents must be positive and constructive.  
 
It is important to be prepared before the meeting to show parents information about their child.  
The information can be shown from the iConnect, Record of Achievement books and Learning 
Journeys. 



Learning Journeys 
 
Learning journeys are completed once a term alongside the parent/teacher meetings, therefore 
every child will have a different date for when these are due.  
Learning journeys should be used during parent/teacher meetings to support the summary of 
children’s development and progress, this can then be given to parents at the end of the meeting. 
 
When filling in the section where you indicate what targets you have set the child for future 
provisions, remember to use these on your continuous provision sheet in the next coming weeks. 
This is to ensure consistency and continuation of the child’s development.  
 
To encourage parent links, a feedback form will be attached to the learning journey which needs to 
be completed by parents and returned to their child’s Key Carer. Once returned, Key Carers should 
use the information provided to support future provisions and store the feedback sheet in their EYFS 
folder with the child’s other EYFS records.  
 
Assessment for the 2 year olds 
 
This is a report for children aged between 2 and 3 years old. The report highlights the three prime 
areas of the Early Years Foundation Stage and is a statutory requirement from Ofsted. 
 
The purpose of the report is to; 
 

• Review a child’s development in the three prime areas of the EYFS 
• Note areas where a child is progressing well and to identify any areas where progress is less 

than expected 
• Enable practitioners to understand the child’s needs and plan activities to meet these in the 

setting 
• Enable parents to understand the child’s needs and with support from practitioners, enhance 

development at home 
• Ensure that parents have a clear picture of their child’s development 
• Describe actions the provider intends to take to address any developmental concerns 

(including where appropriate, working with other professional) 
 
A 2 year old assessment will replace a learning journey on this one occasion if they are due at the 
same. If a child is leaving the setting and an assessment has not been done, then one should be 
written as well as a leaving report.  
 
Leaving Reports 
 
Refer to past reports, development records and the knowledge gained through observations when 
writing leaving reports to ensure continuity and precision. Reports must be neat and presentable. 
 
The Principal will always read through and sign off the reports. 
When you have had the report signed by the Principal, photocopy all pages; give the original copy to 
parents and keep a photocopy of the report with the child’s other EYFS records. If a child is leaving 
the nursery to go onto another setting, ask the parents if they require a further copy of the report for 
their new setting.  
 
For our pre-school classrooms, due to transitioning to Primary School settings, the school may 
require a report before the end of the school summer term therefore these may need to be 
completed by early July. 
 
 
 



Record of Achievement Books 
 
This is a book showing the child’s progress through the use of photographs and art work. When 
displaying anything in the Record of Achievement book, always add the date and a caption. 
 
Remember: The photographs or art work added to the Record of Achievement books 
can also be used as observational evidence. 
 
You should regularly print out any photographs to be used in the child’s Record of Achievement 
books from the iPads. Do not wait for topics or themes led from child’s interests to happen or finish 
before adding to the book, do this as soon as possible. 
 
Extra-Curricular Reports 
 
Extra-curricular reports are written for all pre-school children at the end of the summer term before 
they transition to school. These reports should be given to the appropriate teacher with enough time 
for these to be completed by the end of July as we do not have any extra-curricular activities during 
August. These reports should be given with the leaving reports at the end of August.  
 
Inclusion and Equality 
 
Early learning opportunities offered in the nursery encourage children to develop positive attitudes 
to people who are different from them. It encourages children to empathise with others and begin to 
develop the skills of critical thinking. 
 
We do this by; 

• Ensuring that all children have equal access to early learning and play opportunities 
• Reflecting the widest possible range of communities in the choice of resources 
• Avoiding stereotypical or derogatory images in the selection of materials 
• Acknowledging and celebrating a wide range of religions, beliefs and festivals 
• Making children feel valued and good about themselves 
• Creating an environment of mutual respect and empathy 
• Helping children to understand that discriminatory behaviour and derogatory remarks are 

unacceptable 
• Ensuring that all early learning opportunities offered are inclusive of children with learning 

difficulties and/or disabilities and children from disadvantaged backgrounds 
• Ensuring children whose first language is not English have full access early learning 

opportunities and are supported in their learning  
• Ensuring the cultural, medical and dietary needs are met 
• Helping children to learn about range of food and cultural approaches to mealtimes and to 

respect the differences among them 
• Working in partnership with all families to ensure they understand the policy and challenge 

any discriminatory comments made 
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