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Introduction

Runwell Village Pre-School is a well established registered company pre-school, a member of the Pre-School Learning Alliance, a Registered Charity and has an excellent Ofsted Inspection Report which can be viewed on the Ofsted website. www.ofsted.gov.uk
The Early Years Alliance is a national voluntary organisation, registered as an educational charity, whose aim is to enhance the development and education of children by encouraging parents to understand and to provide for the needs of their children through community pre-schools.
The pre-school is managed by a voluntary Committee of Trustees, which is made up of parents of children attending the pre-school and any other interested parties. It is a great way to get more involved with the pre-school, make some new friends, have lots of fun and really feel like you are doing your bit. Even if you can only spare a little time it is always greatly appreciated.
Our premises are a light and very spacious permanent building, consisting of two playrooms and two outside play areas, allowing the children room for a large variety of experiences covering all areas of development.

The pre-school is a non-profit making organisation with all income being spent on running expenses including rent of premises, staff salaries and insurance. Then on consumable items such as paint, paper, glue, sand etc., and finally, on equipment, some new and some replacements of items which have worn out. We have a very high standard of equipment and aim to maintain this.

The pre-school is registered for 30 children per session, aged between 2 years and school age, however children would not generally join us before the age of 2½ unless in exceptional circumstances as detailed within our policy documents. We are registered for the funding of eligible 2 year olds and 3 / 4 year olds.
Our Aim

· To enhance the development and education of children under school age in a parent-involving community based group.

· To provide a safe, secure and stimulating environment.

· To ensure quality of opportunity for all children and families.

· To provide a curriculum which enables children to progress towards approved Early Learning Goals.

· To give individual care and attention, providing a high ratio of staff to children.

· To give the opportunity of fun and friendship through interaction with other children and adults.

· To allow opportunities for the child and their family to be directly involved in the activities of the pre-school and the child’s progress.

The Early Years Foundation Stage
Seeks to provide:
· Quality and consistency in our setting, so that every child makes good progress and no child gets left behind;
· a secure foundation through learning and development opportunities which are planned around the needs and interests of each individual child and are assessed and reviewed regularly;

· partnership working between practitioners and parents and/or carers;

· equality of opportunity and anti-discriminatory practice, ensuring that every child is included and supported.
The principles are:

· Every child is a unique child, who is constantly learning and can be resilient, capable, confident and self-assured;

· children learn to be strong and independent through positive relationships; 
· children learn and develop well in enabling environments, in which their experiences respond to their individual needs and there is a strong partnership between practitioners and parents and/or carers; and

· children develop and learn in different ways and at different rates, which includes children with special educational needs and disabilities.

The Areas of Learning and Development
There are seven areas of learning and development that must shape educational programmes in early years settings. All areas of learning and development are important and inter-connected. Three areas are particularly crucial for igniting children’s curiosity and enthusiasm for learning, and for building their capacity to learn, form relationships and thrive. These three areas, the prime areas are:

· communication and language

· physical development

· personal, social and emotional development

Providers must also support children in four specific areas, through which the three prime areas are strengthened and applied. The specific areas are:

· literacy

· mathematics

· understanding the world

· expressive arts and design

Educational programmes must involve activities and experiences for children as follows:

· Communication and language development involves giving children opportunities to experience a rich language environment, to develop their confidence and skills in expressing themselves and to speak and listen in a range of situations.
· Physical development involves providing opportunities for young children to be active and interactive and to develop their co-ordination, control and movement. Children must also be helped to understand the importance of physical activity and to make healthy choices in relation to food.
· Personal, social and emotional development involves helping children to develop a positive sense of themselves, and others, to form positive relationships and develop respect for others, to develop social skills and learn how to manage their feelings, to understand appropriate behaviour in groups and to have confidence in their own abilities.
· Literacy development involves encouraging children to link sounds and letters and to begin to read and write. Children must be given access to a wide range of reading materials (books, poems and other written materials) to ignite their interest.
· Mathematics involves providing children with opportunities to develop and improve their skills in counting, understanding and using numbers, calculating simple addition and subtraction problems and to describe shapes, spaces and measures.
· Understanding the world involves guiding children to make sense of their physical world and their community through opportunities to explore, observe and find out about people, places, technology and the environment.
· Expressive arts and design involves enabling children to explore and play with a wide range of media and materials, as well as providing opportunities and encouragement for sharing their thoughts, ideas and feelings through a variety of activities in art, music, movement, dance, role-play and design and technology.
Characteristics of Effective Learning:
Playing and exploring – engagement

· Finding out and exploring

· Playing with what they know

· Being willing to ‘have a go’

Active learning – motivation

· Being involved and concentrating

· Keeping trying

· Enjoying achieving what they set out to do

Creating and thinking critically – thinking

· Having their own ideas

· Making links

· Choosing ways to do things

	Areas of Learning and Development
	Aspect



	Prime Areas
	

	Personal, Social and Emotional Development
	Self-Regulation

	
	Managing self

	
	Building relationships

	Physical Development
	Gross motor skills

	
	Fine motor skills

	Communication and Language
	Listening, attention and understanding 

	
	

	
	Speaking

	Specific areas
	

	Literacy
	Comprehension 

	
	Word reading 

	
	Writing

	Mathematics
	Number

	
	Numerical patterns

	Understanding the World
	Past and present

	
	People, culture and communities

	
	The natural world

	Expressive Arts and Design
	Creating with materials

	
	Being imaginative and expressive


Sessions
Opening times during school term time as follows:

Monday         9am-12pm  (FOR OVER 3’S)

Tuesday 
9am-12pm, 1pm-4pm
9am – 4pm ( am session, Lunch Club, pm session) OVER 3’S ONLY

Wednesday 
9am-12pm
Thursday 
9am-12pm, 1pm-4pm
                      9am – 4pm ( am session, Lunch Club, pm session) OVER 3’S ONLY

Friday 
9am-12pm
Lunch Club Tuesday and Thursday’s 12-1pm. This facility is provided for children that have settled well into pre-school and we feel are ready for this extra curriculum activity (please speak to Lynn or Hayley).
Allocation of Sessions:

On starting pre-school all children, in partnership with parents/carers, will be allocated specific days. Children attend pre-school with a minimum of two sessions per week. If you wish to increase these at any time please speak to the Supervisor who will do her utmost to accommodate this. 
Arrival and collection of children:

Children will be dropped off and collected from the single door situated on the side of the main building facing the car park. 
For both arrival and collection it is important that you are as punctual as possible.

Any child likely to be collected at any time by someone other than their Parent/Carer must submit an up to date photograph of that person to be kept on file for reference (must be over 16 years of age). If you are not collecting your child from pre-school, please advise us. (a password will be required for the first time) 
If you are unable to collect your child in the event of an emergency, please phone the Supervisor/person in charge where a password collection can be arranged.

Children are supplied with a folder to carry letters, their creations and their pre-school book club book to and from home. This procedure is to encourage the children to recognise their own names and it is important that it is returned to each session. If your child will be absent from pre-school for whatever reason please contact pre-school at the beginning of the session. Holiday absences should be advised in writing as soon as possible.

Each half term you will receive a copy of our plan of activities. 
Fees
We receive up to 15 hours universal funding for children from the term following their 3rd birthday. Until this time fees are £19.00 per session for 3 years and over and for our under 3’s it is £22.00 per session until the term after their 3rd birthday. 
Fees are payable even if you child is absent from pre-school.

You will be invoiced half termly in advance and these fees must be paid before the new half term commences. 
Any additional sessions that are extra to the 15 hour universal 3/4 year old funding
will be charged at £19.00 per session. 

Families experiencing major financial difficulties can be assured of our help with the utmost confidentiality.

Funding for Two Year Olds – FEEE2
Eligibility for two Year olds is not a universal offer. Only eligible children may access this funding through an application process.  If you feel you may be eligible 
please speak to the pre-school supervisor.
Funding for two year olds with working parents – FEEE2W
To check if you are eligible and to apply, please visit: www.beststartinlife.gov.uk
30 Hours Extended Funding for 3 and 4 Year olds.
As a setting we are unable to offer 30 hours of childcare. However, we can offer up to 21 hours, if you are eligible for the extended funded hours of childcare.
Early Years Pupil Premium 
The Early Years Pupil Premium is additional funding for early years settings to improve the provision that disadvantaged 3 and 4 year olds receive. Providers will use the additional funding to support children to reach the appropriate developmental milestones and in addition may use it to purchase additional equipment and resources. If you feel you may be eligible, please complete the relevant section on the Parent Agreement Funding Form that will be given to you to complete at the start of each term. 
Please note:

· Events are run on various days over the course of the year and all children will be given the opportunity to attend all of these irrespective of whether it is their normal pre-school session. Therefore, taking this into consideration, together with the additional administration involved fees will not be adjusted on these occasions.

· Unfortunately, It is not possible for your child to change days due to the limitation of numbers, with the exception of ongoing hospital appointments and then only if a space is available.

· If pre-school does not open due to unforeseen circumstances please note that we are unable to offer refunds or alternative sessions due to administration and running costs.
· In the event of your child leaving our setting, a full half-terms notice in writing is required in advance or you will be liable for the fees for this period.
Lunch Club

Lunch club is available as an additional service at a charge of £7.50 per session on a Tuesday and Thursday from 12pm-1pm providing there is sufficient demand. This is booked and paid for per half-term and is non refundable on absence. Please note, failure to pay outstanding fees for lunch club will temporarily suspend your place for the next half term until full payment is made. 
If you would like further information please contact us. 
Clothing

For each session please supply your child with the following:

· Clothing that is practical, washable and easy to remove for the toilet, as we do encourage children to be as independent as possible and many activities are ‘messy play’ i.e. water, sand, dough, lots of paint and gardening.

· Soft shoes, preferably black plimsolls.

· A change of clothes in a bag.

· In cooler and wet weather please provide an outdoor coat as children are allowed to play both indoors and out.

· In warmer weather please provide a sun hat and apply sun cream before arriving at pre-school.
All the above should be clearly named.

Runwell Village Pre-School T-shirts, Sweatshirts and drawstring bags can be purchased from pre-school. The wearing of these is highly advisable but not compulsory.

The wearing of any jewellery is strictly prohibited, unless to alert of medical conditions, as we cannot accept responsibility for any injuries or loss occurring from these.

Health

Pre-school is prepared to administer medication with regard to life threatening conditions and written information will be obtained from the Parent, giving clear instructions of the dosage, administration of medication and permission for a member of staff to follow those instructions. i.e. inhalers, epipens (with a care plan)
(please note we are unable to administer any temperature controlling medications e.g Calpol or anti-biotics)
To avoid risk of infection, we ask you to keep your child away from pre-school if he/she has any of the following:

· A rash, until, he/she has been cleared by the Doctor.

· Sickness or diarrhoea within 48 hours.

· A very bad cough or cold.

· Conjunctivitis, until diagnosed and treated by the Doctor.

· Any other infectious illness.

Please advise pre-school immediately of any infectious illnesses.
Snack Time/Diet
Milk, juice, water, toast, crackers and cheese, pitta breads, crackerbreads, bread and butter, fromage frais and fruit and vegetables, or similar will be provided for snack time. Each child is supplied with ⅓ pint of full cream milk daily, so please encourage your child to have milk as this is good for their health. Snack time is an ideal opportunity for children to experience and try new foods.
A Voluntary contribution towards snack and consumables will be £1.25 per session. (healthy snack 75p, consumables 50p)
Examples of consumables that are purchased for hygiene include, gloves, tissues, hand soap, paper towels, nappy sacks, wipes. 

General Information

Personal Details:

Please inform pre-school immediately of any changes to your child’s personal details i.e. contact numbers, emergency contacts, address etc. especially mobile phone numbers.

AGM:

Our Annual General Meeting is held every year in November and all parent/carers are expected to try and attend.
Key person;

We operate a Key worker system within pre-school. Each member of staff is referred to as an ‘Auntie’ and is responsible for a small group of children. Within the setting she will keep their records, share snack time with them and be your first point of contact if you wish to see your child’s records or discuss their development. However, children are encouraged to interact with all members of staff.

Toilet:

If your child is not toilet trained, please provide Nappies, Nappy Sacks and Wipes in their named bag and feel free to discuss this with the Supervisor or their key person prior to their start date.
Comforters:

We would prefer children not to bring in toys or personal items other than necessary comforters which, of course we understand, or unless as part of a topic. This is to avoid unnecessary arguments and upset at the end of the session if toys have been lost or inadvertently put away in the storeroom.

Equal Opportunities:

Runwell Village Pre-School has a strict policy that under no circumstances should any child, individual or family be excluded from pre-school or activities on the grounds of age, gender, sexuality, class, family status, means, disability, colour, ethnic origin, culture, religion or belief. We ensure that all who wish to work in or volunteer to help in pre-school have an equal opportunity to do so.
Child Protection:

Runwell Village Pre-School provides an environment in which children are safe from abuse and in which any suspicion of abuse is promptly and appropriately responded to. We are legally obliged to inform Children’s Social Care Department of any suspected abuse. All such investigations will be kept strictly confidential. We work in line with the guidance and procedures of the relevant Local Safeguarding Children’s Board (LSCB).
Complaints Procedure:

Parents with complaints of any description should initially contact the Pre-School Supervisor/person in charge. If this is not dealt with by this person to your satisfaction, the complaint should be taken to the Committee. If the matter needs to be taken further the Committee will contact the Early Years Alliance or the Ofsted Inspection Service. Alternatively parents can contact Ofsted directly themselves. Contact number is 0300 123 1231.  Please refer to our Policy Documents for further information.

Celebrating Birthdays:

If you would like to celebrate your child/ren’s birthday at pre-school can we please suggest you bring in a fresh fruit treat to be enjoyed at snack time.
[This avoids any unnecessary concerns regarding allergies, culture and parents wishes].

Mobile Phones:

Please note that whilst on the pre-school premises during a normal pre-school session the use of mobile phones/cameras is strictly prohibited.

Policy Documents:

A full set of policy documents is available from the Administrator on request.
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