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Welcome pack

Ofsted registration no: EY258730
Charity No: 1023695
PLA Membership No10541
This book is designed to give you both an overview of our policies and some information you may find useful during your child’s time with us. Full copies of our policies are available at all times, 

 Your opinions and feedback are appreciated and if you feel that there is any additional information which you would like to share this would be useful if included. 
Mission statement
Our mission is to focus on children as a whole, providing quality childcare and education through the early year’s foundation stage.

We provide a nurturing and welcoming environment which makes our children and families feel at ease.

Our friendly, approachable staff team is small but has with a wealth of qualifications and professional training behind it.
We extend children’s play and follow them in their own interest and preferences to help children to achieve well.
We share an excellent relationship working with parents as partners

“You are the people who know these children best”

We are unique, positive and will do are best to help your child to achieve and develop with a safe and happy environment.
 We work to the statutory framework for the early year’s foundation stage .We are subject to regular Ofsted inspections and visits from Coventry City Council Early Years and Childcare Service. A copy of our most recent inspection report is available in the entrance hall or by entering our postcode at www.ofsted.gov.uk.

 Staff will be available for consultation at the end of every session, if you would like to talk to a staff member at the beginning of the session we ask if you could stay for 10 minutes to ensure the safeguarding of the children, if in an emergency please see the manager ,thankyou for your cooperation during this busy time, or please see your key person to make a convenient time to come in. 

Parents as partners

Eastern Green Preschool Playgroup recognize that parents/carers are the first and most important educators of their young children. There are lots of ways in which you can help your child to get the most out of their time at playgroup.

Always praise your child’s efforts and work they bring home, even though it may look immature at first. Remember that playgroup can be tiring at first so do ensure that your child has plenty of rest.

Encourage your child’s independence, by giving encouragement to have a go with changing their shoes, hang up their coat, recognize their name etc. 

Although they may need support or assistance to begin with you will be surprised how quickly your child will develop these skills.

Support your child in bringing in items of interest to playgroup. Have a chat at the end of the session about what they have done, and what did they enjoy, but be prepared most children’s usual response is ‘nothing’; this is usually followed by them wanting to discuss every detail usually at the most inconvenient moment!

For a partnership between a parent and our setting to be successful, there needs to be a meaningful exchange of knowledge and information. Working with children and families, will sometimes bring us into contact with sensitive and confidential information. Every adult within playgroup, including students, are made aware of our confidentiality policy and are required to respect it.
How can parents help?

 Supermarket and Manufacturer Promotions 

Whilst we would never ask that anyone change their shopping habits, vouchers schemes run by supermarkets and manufacturers are an easy way for us to add to and update our resources for your children. Over the last few years resources have been obtained via Tesco Sports for Schools, Tesco Computers for Schools, Sainsbury’s Active Kids, Morrison’s and Nestle Box Tops for Books. If you do use these supermarkets or manufacturers we would be grateful for any donations of vouchers you can make.

We always appreciate any donations of tissues, wipes, washing up liquid or anything you may be throwing away may be of good use to preschool.
Our aims are to:

· Inform parents of areas in which they can become involved in their child’s education and achievements via newsletters, curriculum planning, photos, displays, notices and verbally, where appropriate. Allow parents access to their own child’s records and/or photos etc, through a member of staff

· Liaise with parents via a key person system

· Provide time and privacy, wherever possible give time to talk and listen to parents. 
· Only discuss confidential matters on individual children with the parent concerned, or for purposes of individual educational planning

· Discuss with parents any early indicators for additional provision or modification in the child’s educational needs

· Retain information in line with our policy’s and other legal requirements and will only share this on a ‘need to know’ basis

· Follow the complaints procedure as outlined later in this document.

What will my child need?

Sensible shoes/trainers please do not send your child to playgroup wearing heels or open toed sandals as this causes a hazard when playing on the climbing equipment. Appropriate clothing, your child may get messy and although we provide aprons for messy activities such as painting, children do have the tendency to find the only bit of clothing not covered. 

We do like to encourage the wearing of playgroup sweatshirts and/or polo shirts which are available “to order from Eastern Green preschool playgroup, as well as developing your child’s sense of belonging. These are easily washable and leave your child free to explore and experiment.

Clothing which is easy for your child to manage when toileting i.e.: no belts or braces.

Children should not wear unnecessary jewellery

 Jewellery is not our responsibility and can be dangerous to your child or other children, it can be caught or pulled off and scatter beads that could be swallowed. Earrings studs only should be worn as hoops can be caught and damage ears. 
ALL REMOVABLE ITEMS OF CLOTHING SUCH AS SWEATSHIRTS,

JACKETS, HATS, GLOVES ETC. MUST BE NAMED.

The children are taken outside to play on a daily basis, so please ensure that during the summer your child brings a sun hat preferably with a neck cover and during the colder weather your child has a coat and if needed hat and gloves. Please supply a pair of wellies. 
Please apply sun cream before arriving for morning sessions
For children who stay for full daycare sun block (named and provided by the child’s Parent/Carers) will be applied prior to the child going out into the sunshine after lunchtime although a light long sleeved shirt or blouse is good cover to the arms. (Outside play will be limited in very hot weather)  Sun block must be put in the labeled basket in the entrance hall.  You will be asked to sign a consent form for sun cream .Under no circumstances should sun block be left in bags.  

If your child needs to bring a particular toy as a comforter, these can be kept with them during the session.  If bringing a dummy please provide a named pot, please do not allow them to bring in money, small toys or any item which is fragile or valuable. 
Please provide nappies/ and wipes for your child and they will be kept in a named bag for your child.

ALL REMOVABLE ITEMS OF CLOTHING SUCH AS SWEATSHIRTS,

JACKETS, HATS, GLOVES ETC. MUST BE NAMED.

Snack time 
We do operate a policy of healthy eating and your child will be given a choice of drinks including water, milk, these are served along with a selection of fruit and small snacks such as crackers or bread sticks. The children also have free access to drinking water at all times. 

Lunch time
We will ask for you to provide healthy lunch box( information available in reception)
 Within our setting food is provided through snack time, cookery, lunch time, and exploration activities. We aim to provide and educate an awareness of health and nutrition while having regard to the dietary, cultural and religious wishes of each child and family and encourage good hygiene standards. 

Please keep us updated to any changes to your child’s dietary requirements.
A supply of fresh drinking water is available; children are encouraged to obtain water independently. We provide suitable, hygienic work areas and equipment for snacks and cookery. All milk and perishable items are kept refrigerated and the temperature is checked daily. Staff are required to complete a comprehensive daily check list All the children are encouraged to wash their hands before any snacks or cookery activities take place.

A donation of ……… per session is required to help cover the cost of snacks that your child has each day. This will be included in your fees bill.

Opening and Collection Times
Our playgroup meets from Monday to Friday during term time only 

The morning session runs from 9.00am until 11.30am 

Lunch club runs 11.30 until 12, 30 

Afternoon session runs from 12.30 until 3pm. 
You can choose to do any sessions 

9am to 11:30 am session 

9am till 12:30 am + lunch club

11:30 till 3pm lunch club + pm session

12:30 till 3pm pm session

9am till 3pm  -  full day

 Please arrive promptly for 9am as the entrance door will be locked at 9:10, we have a understanding for parents that are dropping off at two schools, during this time staff are needed to settle children in. If you are running late please ring the door bell to gain access, at the end of the session the front door is unlocked and all parents are asked to wait in the reception area until the hall doors are open and your child is released to you. Please come forward and introduce yourself with the password if it is the first time for collection. There is a pen and small pieces of paper to pass the password to the person on the door for confidentially. 

In the event that your child is late in being collected where we have not been notified, a charge will be made (this is on the bottom of your bill)  to cover the cost of the two members of staff required to stay to supervise your child. Should your child not be collected within half hour of the end of the session we are required to contact social services in line with the procedure below.

PROCEDURE TO BE FOLLOWED IN THE EVENT OF A PARENT FAILING TO COLLECT A CHILD:

2 Attempt to contact parent and reassure the child
3 If unsuccessful, try emergency numbers

4 If still unsuccessful, wait 10 minutes and try all contact numbers again

5 Continue trying for 1 hour

6 If still unable to contact anyone staff must contact 

·  02476788555, children’s social care referral and assessment service 

· 02476832222, emergency service team out of hour’s protection service. 
7 At least two members of staff to stay on site with the child until they are collected

8 Complete incident report including times of contact

9 Notify Ofsted so that they are aware of the situation.

Please remember if you are not collecting your child we MUST be notified before the end of the session. If you have nominated another family member to collect who is not known to us YOUR CHILD WILL NOT BE RELEASED unless we have spoken to you and you have given them your password.
Under our Safeguarding policy we will not release your child to any person under the age of 16 years.

Criminal Record Bureau Checks

All members of staff, volunteers and students are subject to a successful CRB check. In the case of adults who are awaiting the return of their certificate we ensure that they are supervised at all times with the children.

Staff 

Please see notice board                        

We are proud of the high levels of training carried out by our staff to keep us constantly in touch with new thinking and development in the field of childcare and child education.

All staff complete at least 12 hours training per year consisting of a combination of professionals visiting our setting to carry out training with the whole team and also training delivered by the Coventry Early Years Development and Childcare services off site.   

Admissions
As a community based playgroup, we welcome children and families from all sections of the community.

We aim to admit all children of playgroup age with regard to the following:

We accept children from 2 years, subject to places being available.

If more requests for places are received than there are places available, places will be allocated as applications have been accepted and confirmation will be sent.

We will:

· Send offer letters to parents from which they must return the reply slip to accept the place along with a non refundable registration fee of the sessions you require for 1 week
· Support parents in encouraging independence with their child, all children will be allocated a key person on admission to ensure ratios are maintained in accordance with Ofsted guidelines.
· Invite parents to be involved with the settling in process

· Ensure a register is maintained and kept in accordance with Ofsted, with appropriate information on emergency contact numbers and fees paid

· Administer payment of fees and Government funding arrangements. We agree to have our financial details audited annually and our Nursery Funding monitored by Coventry City Council. 

Fees and funding
Please ask for fees for current charges

Fees are payable monthly in advance, all parents of fee paying children will receive an invoice during the first week  informing them of how many sessions their child is due to attend and what fees are due. No fees should be carried over to the following month. Any missed sessions during term time, due to sickness, holidays etc must be paid for. Each child’s attendance is conditional upon payment of necessary fees and/or Nursery Grant eligibility (please see further information about this below) 

Should you wish to terminate your child’s place it is necessary to give one month’s written notice and all outstanding fees must be paid in full.

Nursery Education Grant for three and four year olds

Your child will be entitled to LEA funding from the start of the term following their 3rd birthday, the LEA provides funding for 15 hours per week for up to 38 weeks per year. The school year is in most cases 39 weeks in duration, so it may necessary for us to charge top up fees for the remaining sessions. In this event you will be notified at the beginning of the term of the fees payable, these can be paid in installments if necessary over this period but must be paid completely during that term.

During the first few weeks of each term, the playgroup will receive a grant application from Coventry City Council and will make the application for all eligible children within the playgroup. It is a statutory requirement that you complete a parent pro-forma which must be returned to playgroup with proof of your child’s date of birth. It is important that you inform us if your child‘s funding is being claimed at another setting.

We can apply for the 2 years funding within guidance set from the local authority.
Insurance

You will be invoiced £5.00 each term (Nov, Feb, May) this covers the premium for your child whilst at playgroup.
Late payment of fees 
Any fees that are not paid by the due date will incur a late payment surcharge. Please check your invoice sheet for charges for outstanding payments – under exceptional circumstances; the committee may decide to waiver this. If a child is absent from playgroup due to illness when fees are due to be paid, payment must be made immediately on the child’s return to playgroup – please inform playgroup so that a late payment surcharge is not incurred. Please note continued late payment may ultimately result in the termination of your child’s place.  

RECORD KEEPING AND YOUR CHILDS KEY PERSON

Your child will be allocated a key person who will work with guidance set in the statutory framework for the early year’s foundation stage.

Every child will have a learning journal.  
The Key Person will make an assessment in conjunction with the starter’s information you provide when your child first starts to form a basis to grow on. 

On going assessments and observations are done on a regular basis to identify amongst other things how your child interacts with other children and adults, any problems and difficulties, and also to enable us to plan and extend your child’s development to his/her full potential at their own pace.

Please also remember that you are free to come and speak to either your child’s Key person or the Leader at any time if you have any concerns or worries about your child.

All observations are used in our planning of activities on a weekly basis to help move your child’s learning forward.

Health and Safety

Child/Adult Ratios
2- 3 yrs   staff 1 to 4
3yrs +      staff 1 to 8 

Fire Drills

Fire drills are practiced regularly with all the children. The fire exits are clearly marked and are kept accessible at all times. The emergency collection point is St Andrews school hall.
Insurance

We hold adequate insurance including public liability. A copy of our current certificate is displayed in the parent notice board in the reception

Security and safety
Children’s safety is maintained at the highest priory at all times both on a and off premises
 Security

The safety of your child is paramount at all times. To ensure this we take a number of steps:

· All external doors are kept locked during session times, (fire exits are unlocked but not accessible by the children or from the outside).

· All visitors must sign in at the door and are not left unsupervised at any time.  ID and clearance is checked in advance.

Taking risks
Children grow and learn through taking managed risk, for example a child climbing up the steps to a slide may fall but by ensuring that all climbing equipment is kept on the soft fall surface and the children are supervised we can ensure that they will not become hurt.

Toilet facilities and hand washing

Each child is provided with clean water, liquid soap and disposable towels to help prevent the spread of infection. We have designated toilets with cubicles to give the children privacy and they are encouraged to be independent in this area.

First Aid and Sickness

Our Playgroup has a duty to promote a positive approach to health care and as far as possible, provide a safe environment for children and adults by preventing the spread of infection.

We will
· Ensure that each session has a qualified 1st aider is in attendance 
· Notify parents if there is an emergency. In the event that a parent can’t be contacted, consent is needed for to us to proceed with appropriate medical treatment and to accompany the child to hospital. 
· Notify you if your child becomes ill during the session,  and ask that they are collected as soon as possible.
Ailments Exclusion Period
Please do not bring your child if they are ill please see notice board or parent’s information book for details on aliments exclusion period

Medication Procedure

Only medicine prescribed by the child’s G.P will be given to your child.

Medicines must be labeled with:

· The child’s name

· The exact dosage required.
· Copy of doctors prescription details
A medicine administration form will be completed and witnessed by staff.
A care plan will be completed.
Closure Procedure eg: snow, heating failure, 
· Should the decision be made to close unexpectedly we will try to contact you by phone. 
Note: that even if the School/Nursery is open, we may still have to remain closed due to staff/child ratios.

Outings

Outings and trips off site provide the children with enriching learning experiences. Ensuring that children have the opportunity to  provide them with first hand experienced that will support project work undertaken in the Playgroup. 

We will ensure that a parental consent form is signed for each child when they start at the setting for short outings, such as to the local shops or post box. 

Safeguarding children
All policy will be discussed at your induction with the manager ,  
Listed below are some of the policy and procedures. 
Confidentiality

All information will be treated as confidential, including contact details, medical information and your child’s records. This information will be accessed only by those people who work directly with your child and only if it is in your child’s best interest i.e. medical conditions, allergies or dietary requirements.

Safeguarding and Sharing information

There may be times when Eastern Green Preschool feels that support from other professionals may be beneficial to your child. At such times we will ask for your consent before approaching outside agencies and we would encourage you to attend any meetings to discuss your child’s development and needs. 

The only exception to this is in child protection cases where it is felt that obtaining parental consent could put the child in significant way of harm.

Storing Information

All written information on your child including contact details and key person records are kept in lockable filing cabinets. All computer records are kept on a password protected computer. 
Equal opportunity 

We have a policy that states our service is fully inclusive in meeting the needs of all children, particularly those that arise from their ethnic heritage, social and economic background, gender, ability or disability. Our setting is committed to anti-discriminatory practice to promote equality of opportunity and valuing diversity for all children and families.
This is expected of all users of our setting. We work to ensure Equal Opportunities and access is an integral part of the Playgroup’s ethos, environment, curriculum and procedures through our anti-bias strategy. We expect all parents, children, staff, students and associated professions to adopt a respectful attitude and tolerance towards each other.
Special Educational Needs and Inclusion
Help is available please talk to your key person who will pass on the information to Kay Morgan who is the setting special education needs coordinator, we also have area coordinators that offer support and advise for staff and parents
Behavior Management Policy
Eastern Green Preschool playgroup believes that children flourish best when their personal, social emotional needs are met and when there are clear and developmental appropriate expectations for their behavior 
Children need to learn to consider there views and feelings, needs and rights, of others and the impact that their behavior has on people, places and objects. This is a development task that requires support, encouragement, teaching and setting the correct example

The principles that underpins how we achieve positive and considerate behavior exists within the programme for promoting personal, social and emotional development 

At no time is physical punishment used; restraint by ‘holding’ is only ever used for the protection of the child, other children or adults and for short periods. All such incidents are to be recorded and parents informed. 
Please come in to talk to us if you have any concerns with behavior or if your child talks at home about any issues they may be experiencing at preschool as this will help to resolve the issue
Good behavior will be rewarded, where appropriate reward systems are used in conjunction with the parents to maintain a consistent approach with Playgroup and home at all times.
Complaints
We work in partnership with parents and believe that everyone is entitled to expect courtesy and special attention to their needs and wishes

We welcome suggestions on how to improve our setting and will give prompt and serious attention to any concerns about the running of the setting we anticipate that most concerns will be resolved quickly by a informal approach to the appropriate member of staff, if this does not achieve the desired result, we have a set of procedures for dealing with concerns. We aim to bring all concerns about the running of our setting to a satisfactory conclusion for all of the parties involved.

We hope you would be able to talk to us and resolve any problems but you do have the right to go directly to Ofsted at any point during the procedure.
Ofsted’s contact details: 

0300 123 1231
Ofsted 
The National Business Unit

Piccadilly Gate
Store Street

 Manchester

M1 2WD
www.ofsted.gov.uk/parents
A log of any complaints is available to all parents and childcare

Professionals within the setting please see leader and deputy to view
Planning and curriculum
The curriculum is planned to meet the individual needs of all children. We work within the Early Years Foundation Stage (EYFS), this sets the standards for learning, development and care for children from birth to five. The EYFS has four themes and each theme has an overarching principle, these principles underpin everything we offer your child.

Please see large notice board at top of hall (Parents information) for all planning and weekly information
A full pack of eastern green preschool playgroup policies are available in reception for you to look at.
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