

                                                                                                                     [image: image1.emf]













POPPY PRE-SCHOOL











OFSTED REG: 2574430




Poppy Pre-school’s Early Years Prospectus for Parents
Teapot Lane, Aylesford, Kent, ME20 7JU
01622 719322
office@poppypreschool.org.uk 
www.poppypre-school.org.uk

Welcome to Poppy Pre-school and thank you for registering your child with us.
We know how important your child is and aim to deliver the highest quality of care and education to help them to achieve their best.

This prospectus aims to provide you with an introduction to Poppy Pre-school, our routines, our approach to supporting your child’s learning and development and how we aim to work together with you to best meet your child’s individual needs. 
Our setting aims to:
· provide high quality care and education for children below statutory school age;

· work in partnership with parents to help children to learn and develop;

· add to the life and well-being of the local community; and

· offer children and their parents a service that promotes equality and values diversity.
Parents
You are regarded as members of our setting who have full participatory rights. These include a right to be:
· valued and respected;

· kept informed;

· consulted;

· involved; and

· included at all levels.
As a voluntary managed setting, we also depend on the good will of parents and their involvement to keep going. Membership of the setting carries expectations on you for your support and commitment.
Children's development and learning
aim to ensure that each child:
· is in a safe and stimulating environment;

· is given generous care and attention, because of our ratio of qualified staff to children, as well as volunteer helpers;

· has the chance to join in with other children and adults to live, play, work and learn together;

· is helped to take forward her/his learning and development by being helped to build on what she/he already knows and can do;

· has a personal key person and buddy who makes sure each child makes satisfying progress;

· is in a setting that sees parents as partners in helping each child to learn and develop; and

· is in a setting in which parents help to shape the service it offers.
The Early Years Foundation Stage

Provision for the development and learning of children from birth to 5 years is guided by the Early Years Foundation Stage and we cover these 7 areas of learning; for a full guide to this please see the following link; http://www.foundationyears.org.uk/files/2014/08/EYFS_Parents_Guide-amended.pdf
Assessment

We assess how young children are learning and developing by observing them frequently. We use information that we gain from observations, as well as from photographs of the children, to document their progress and where this may be leading them. We believe that parents know their children best and we will ask you to contribute to assessment by sharing information about what your child likes to do at home and how you, as parents, are supporting development.
Ideas and guidance for how you could help your children at home to learn and prepare for school are listed below, and there is lots of useful information on these websites;
www.wordsforlife.org.uk – with milestone guidelines and free activity booklet for families to download.

www.nationalnumeracy.org.uk – see button for everyday maths activities for under 5’s and ‘we do maths everyday’.
Working together for your children

· We maintain the ratio of adults to children in the setting that is set by the Safeguarding and Welfare Requirements. We/ also have volunteer parent helpers, where possible, to complement these ratios. 
The permanent staff who work at our setting are:

	Name
	Job Title
	Qualifications

	GEMMA CHAPMAN
	PRE-SCHOOL MANAGER
DSL & SENCO
	FOUNDATION DEGREE IN PROFESSIONAL STUDIES IN EARLY YEARS

	JACKIE ELPHICK
	BUSINESS ADMINISTRATION MANAGER
	LEVEL 3 IN PLAYWORK
BUSINESS ADMIN LEVEL 1 & 2

	MARY SMITH
	ASSISTANT
	LEVEL 3 IN CHILDREN’S CARE, LEARNING & DEVELOPMENT &
LEVEL 3 IN PLAYWORK

	KELLY HEAD
	ROOM LEADER
	LEVEL 3 - CHILDREN’S CARE, LEARNING & DEVELOPMENT 

	ANDREA MCNALLY
	ASSISTANT
	LEVEL 2 PLAYWORK 
LEVEL 3 IN CHILDRENS & YOUNG PEOPLE’S WORKFORCE

	KATIE CLARK
	ASSISTANT
	CACHE LEVEL 3 IN CHILDREN’S CARE, LEARNING & DEVELOPMENT

	CARLY UNDERWOOD
	ASSISTANT
	EYE LEVEL 3

	EMMA TATE
	ASSISTANT
	EYE LEVEL 3

	JENNY HOOKEY
	ASSISTANT
	EYE LEVEL 3

	JESS PEACHEY
	ASSISTANT
	CYPW LEVEL 3



	LEANNE WICKS
	ASSISTANT
	TRAINING FOR LEVEL3

	LAUREN CHAPMAN
	SENCO SUPPORT
	TRAINING FOR LEVEL 3


All staff are fully qualified or in training.  We all undertake continuous updates in our skills and understanding of early childhood development and learning, in order to offer the very best standard of provision we can.

	We are open for
	38
	Weeks each year
Term time only

	We are open for 
	5
	Days each week

	The times we are open are
	 Monday – Friday
	

	
	 9.00am – 3.00pm
	

	We provide care and education for young children between the ages of:

	2
	and
	5
	years.


 We also offer an ‘Optional Early Bird drop off’ every morning at 8.45am for £2.00.  This is an additional service available only on a pre-booked basis and payable via bank transfer in advance of booking, please speak to Gemma or Jackie for more details.

How parents take part in the setting

Our setting recognises parents as the first and most important educators of their children. All of our staff see themselves as partners with parents in providing care and education for their children. There are many ways in which parents take part in making our setting a welcoming and stimulating place for children and parents, such as:

· exchanging knowledge about their children's needs, activities, interests and progress with our staff;

· contributing to the progress check at age two;
· helping at sessions of the setting;

· sharing their own special interests with the children;

· helping to provide and look after the equipment and materials used in the children's play activities;

· being part of the management of the setting where appropriate;

· taking part in events and informal discussions about the activities and curriculum provided by the setting;

· joining in community activities, in which the setting takes part; and

· building friendships with other parents in the setting.
Key person and your child

Our setting uses a key person approach. This means that each member of staff has a group of children for whom she/he is particularly responsible.  Your child's key person will be the person who works with you to make sure that the childcare that we provide is right for your child's particular needs and interests. When your child first starts at the setting, she/he will help your child to settle and throughout your child's time at the setting, she/he will help your child to benefit from our activities.  We also operate a ‘buddy’ system in the absence of a Key Person, your child will have a buddy who will be there to support your child.
The session
We organise our sessions so that the children can choose from, and work at, a range of activities and, in doing so, build up their ability to select and work through a task to its completion. 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. Outdoor activities 
contribute to children's health, their physical development and their knowledge of the world around them. The children have the opportunity, and are encouraged, to take part in outdoor child-chosen and adult-led activities, as well as those provided in the indoor playroom(s) and we are very lucky to have a purpose built well-resourced environment in which to offer a very wide range of opportunities for children.
Snacks and meals

We make snacks and meals a social time at which children and adults eat together. We plan the menus for snacks and meals so that they provide the children with healthy and nutritious food and actively promote healthy lifestyles for children.  Please tell us about your child's dietary needs, on the admission form, and we will plan accordingly.

Health and Safety

Environmental Health agency recommends that children suffering from or having been in contact with any disease, diarrhea, mumps or chicken pox be kept away from Pre-School.  You should allow at least 48 hours after an attack of illness has ended before returning your child to Pre-School.

It is a policy of Poppy Pre-School to inform parents if their child is found to have nits or head lice so that it can be treated quickly.

You are requested to provide the name of your doctor and the name of a person who may be notified in the case of an accident or illness should you not be available.

There is always a trained first aider on site during session times.

There is a strict no jewellery policy at Poppy’s and we will not accept responsibility for any injury caused by the wearing of jewellery.

In the event of a child falling asleep at pre-school, we may deem it necessary to contact parents to collect their child.

When the weather is hot, please apply sun cream to your child for when they play outside and provide a named bottle of sun cream suitable for your child to be kept at poppy pre-school, sensible footwear must be worn, NO flip flops please. They will also need a named sun hat for them to wear.  Likewise, in cold weather please ensure that your child has a coat and hat for outside play; scarves are not advisable for playtimes.

Children should come to Pre-School in clothes that are suitable for messy play, although aprons are provided for painting.  Clothes should also be easy for the child to manage at toilet times.  All clothes should be named.

Could you please provide your child with wellingtons to keep at pre-school.
Policies

Copies of which are available for all parents on request or on our website www.poppypreschool.org.uk .
Our policies help us to make sure that the service provided by our setting is a high quality one and that being a member of the setting is an enjoyable and beneficial experience for each child and her/his parents. 

We work together to adopt the policies.  This annual review helps us to make sure that the policies are enabling our setting to provide a quality service for its members and the local community.
Safeguarding children

Our setting has a duty under the law to help safeguard children against suspected or actual ‘significant harm’. Our employment practices ensure children against the likelihood of abuse in our setting and we have a procedure for managing complaints or allegations against a member of staff.
Any information that parents share with us will be regarded as confidential and will be treated as such.  We are only obliged to share confidential information without authorisation from the person who provided it, or to whom if:

·  it is to prevent a crime from being committed or to intervene where one may have been, or to prevent harm to a child or adult; or

· Not sharing it could be worse than the outcome of having shared it.

Our way of working with children and their parents ensures that we are aware of any problems that may emerge and can offer support, including referral to appropriate agencies when necessary, to help families in difficulty. 

Special needs
To make sure that our provision meets the needs of each individual child, we take account of any special needs a child may have. We work to the requirements of the Special Educational Needs Code of Practice.
	Our Special Educational Needs Co-ordinator is
	GEMMA CHAPMAN


The management of our setting

Our setting is a charity and as such is managed by a volunteer management committee - whose members are elected by the parents of the children who attend our setting. The elections take place at our Annual General Meeting. The committee make up the registered person with Ofsted and are responsible for:

· managing our finances;

· employing and managing our staff;

· making sure that we have, and work to, policies that help us to provide a high quality service; and

· making sure that we work in partnership with parents.
· Fundraising events
The Annual General Meeting is open to the parents of all of the children who attend our setting. It is our shared forum for looking back over the previous year's activities and shaping the coming year's plan. 
Our setting has a parent fundraising group. This group is made up of, and elected by, the parents of the children who attend the setting.
Fees

We are in receipt of nursery education funding for three and four year old; where funding is not received, then fees apply.
Session - £17.50
Lunch Club – £7.00
The fees are payable weekly in advance by bank transfer or childcare vouchers, NO CASH PAYMENTS. Fees must still be paid if children are absent without notice for a short period of time. If your child has to be absent over a long period of time, please speak to Jackie. 

For your child to keep her/his place at our setting, you must pay the fees.
We are part of the Governments ‘Free for 2 Year old’ scheme which is currently offering up to 15 hours free childcare for eligible 2 years olds where parents are in receipt of certain tax credits and Universal Credit during term time.  For more information please speak to either Jackie or Gemma or visit your local Childrens Centre or website www.childcarechoices.gov.uk .
We are also part of the government ’30 hours free childcare’ scheme. Please see ‘Fees and Vouchering’ info for more details.
Starting at our setting
The first days/ settling in
We want your child to feel happy and safe with us.  To make sure that this is the case; our staff will work with you to decide on how to help your child to settle into the setting.
Coming to Pre-School for the first time is a very big step for a small child.  It may be the first time that he or she has been in such a large room, met so many adults and children, and heard so much noise and bustle.  Some children adjust to Pre-School within a week or two, others take a little longer.  Parents will be encouraged to stay if it is deemed necessary to ensure that your child settles down, although this is not usual.

At pre-school we have a well established key person and buddy system, so that we can provide the children with a secure attachment to a significant adult in the setting.  Your child’s key person will get to know your child during their settling in period and supports your child in building their confidence and security in the setting.  The key person and buddy are also there for you as a parent and will be able to give you feedback on your child.  They are also your 1st point of contact with any queries.

You can help your child adjust to Pre-School in several ways:

* Feel free to come and visit the Pre-School as often as you would like to during the term before your child is due to start with prior agreed arrangement with the manager.
* Talk to your child about the fun he or she will have at Pre-School.

* Play ‘going to Pre-School’ games with toys and teddies and try out some of the Pre-School activities at home.

* You could buy one of the many storybooks available about starting school.

If your child does not settle in immediately, please talk to your child’s key person about ways you might help to make the adjustment.  She and other members of staff will always make time to help if problems arise.

We hope that you and your child enjoy being members of our setting and that you both find taking part in our activities interesting and stimulating. Our staff are always ready and willing to talk with you about your ideas, views or questions.
ALL THE TEAM AT POPPY PRE-SCHOOL
