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Registered Charity No:  1114118
Pre-School Supervisor :  Emma Kemp
Welcome Booklet
WELCOME TO MICKLANDS PRE-SCHOOL

May we welcome you and your child to our Pre-School and hope that your time spent with us will be rewarding and enjoyable.

Micklands Pre-School was set up as a non-profit making charity by a group of mothers in the 1970s to serve the local community.  Over the years, it has grown and developed into the outstanding, graduate-led setting it is today.  We embrace the individual needs of every child and provide a vibrant atmosphere where children can flourish.
We offer early years education for all children from the age of two until they start primary school. Within a safe and warm environment, children learn to socialise, experiment, express themselves and problem solve.

We are registered with Ofsted for full day care during term time.  In our latest Ofsted inspection report, we were awarded “Outstanding” in all areas of care and education.
Aims of the Pre-School
The aims of our Pre-School are to provide a safe, happy and stimulating environment for your child to develop their learning through play.  We work in partnership with parents, building on the valuable experiences you share at home.  We provide a curriculum for the foundation stage of education in the following areas:
· Personal, social and emotional development

· Communication, language and literacy

· Problem solving, reasoning and numeracy.
· Knowledge and understanding of the world

· Physical development

· Creative development

Our emphasis is always on developing through the medium of play, using a wide range of equipment, under the supervision of qualified, experienced and enthusiastic staff.

Opening Hours and Policy
The Pre-School’s opening hours are as follows, Monday to Friday: 

Breakfast Club
8.00am – 8.45am

Morning Session
8.45am – 11.45am

Lunch Club
11.45am – 12.15pm

Afternoon Session
12.15pm – 3.15pm 

We generally follow school terms and are open for 38 weeks a year during term time. Like schools, we may also close for planning or ‘inset’ days.
We generally offer sessions for older children in the mornings and younger children in the afternoons.
Parents or carers are welcome to come along at anytime during our sessions when you can register your child and discuss the running of the group with our staff.  We encourage you to register onto our waiting list as we can only accommodate a limited number of places.
Children are able to join us from the age of 2 years although priority is given and sessions allocated on a date of birth basis.  As soon as a place becomes available for your child we will contact you and invite you along to an open session.  This will give you the opportunity to meet our staff and see what is on offer during the session.

When your child first begins at our Pre-School, you are welcome to stay with them for as long as you like in each session, until you are happy that your child is settled.  However, some parents feel their children settle better if they leave quickly, so please do what you think is best for your child.  When children start Pre-School, it is an exciting but also worrying time for their parents, and we encourage you to discuss any concerns you may have with either your child’s key person or the Pre-School supervisor.
Routine of Sessions
At the start of the session, children hang their bag and coat on the peg in the Cloakroom before coming into the main room where they are greeted by our staff.
Focused activities are available on different tables.  Whilst we emphasise that learning is through play, all activities are carefully planned in accordance with the guidance of the Early Years Foundations Stage Curriculum and are designed to meet the Early Learning Goals, of each individual child.  This means that your child’s Key person will have in mind what they hope the children will achieve through playing that particular game or activity. She will ensure that they progress towards the Early Learning Goals through unobtrusive observations, and her findings will continually be used to plan future activities for each child.  Each child’s progress is traced and recorded in a learning journey in a number of different ways such as quotes, photos, examples of work, etc. We encourage parents, and other professionals sharing in the care and education of the child, to share and add to the learning journey to enable us to build a record of the child’s achievements.  Oblivious to all this, the children have a really great time playing!
As well as this structured play, the children are free to have fun with the many toys and games in both an indoor and outdoor environment.

Should the need arise, our  Special Educational Needs Co-ordinator (SENCo), Emma Kemp, can work with individuals or groups of children who may need special focus on things like pronunciation, sometimes alleviating the need for further help such as speech therapy.

At snack time the children are able to access our healthy snack bar. The children are encouraged to help at snack time from both preparation and pouring their own drink to packing away afterwards.  The children have the opportunity to play outside on our wide range of outdoor equipment, throughout the day and we encourage this as much as possible dependant on weather.  

There is always a member of staff on the door to welcome, and say good-bye to your child and to ensure there are no “escapees”.  If you will not be collecting your child, please let a member of staff know your arrangements at the start of the session.  

If you would like to know more about the structure of the sessions, please ask the Supervisor, or a member of staff or any of our current parents.

Late Collection of Children

Obviously, we understand when there is a real one-off emergency and you cannot get to Pre-School on time to collect your child.  In these circumstances, we ask you to call Pre-School and let us know the situation.

If children are regularly collected late from Pre-School, this causes us issues with staffing and costs.  Therefore, the following Late Collection Fees will be charged where children are persistently being collected late from Pre-School.

5 -10 Minutes Late
£4.00

10 – 20 Minutes Late
£8.00

20 – 30 Minutes Late
£12.00 and so on.

Refreshments

Milk or water, savoury snacks, and a variety of fruit & vegetables are provided at break time during each session.  We are able to cater for specific dietary requirements. 
Birthdays and Cultural Celebrations
Birthdays are very special occasions that are celebrated at break time.  Some parents send in a cakes or biscuits be handed out on the day.  Please be aware, however, that we are a permanent “nut-free zone”.  No nuts, anything containing nuts or nut products are allowed or used within the setting.  

Due to allergies at the present time, we are also a “seed-free zone”.  No seeds, anything containing seeds or seed products (this includes all types of seeded bread) are allowed or used within the setting.  As this seed policy is due to current allergies, it is not permanent and will be subject to review.

We celebrate the cultures of all our children and more, and hope that everyone enjoys these special days throughout the year.

Lunch Club
We have a daily Lunch Club session from 11.45 am – 12.15pm with children bringing along their own packed lunch box.  We have a maximum of 16 places for lunch each day.

There is a fee of £1.50 for each lunch session booked.  Lunch Club fees are payable half-termly in advance.  Lunch Club fees have to be paid for every Lunch Club session booked (even if your child is unfortunately unable to attend a session due to illness or any other reason) as they are directly used to pay for the running costs of the Club.  
Please ensure your child’s lunch box is clearly labelled, as children often have the same lunchbox as another in the session. 
Please be aware of the following when you making your child’s packed lunch:
· We are a permanent “nut-free zone”.  No nuts, anything containing nuts or nut products are allowed or used within the setting.  

· Due to allergies at the present time, we are also a “seed-free zone”.  No seeds, anything containing seeds or seed products (this includes all types of seeded bread) are allowed or used within the setting.  As this seed policy is due to current allergies, it is not permanent and will be subject to review.

Breakfast Club

We have a Breakfast Club for those parents that require wrap around care.  We aim to provide the children with a welcoming calm environment in which to enjoy a healthy breakfast to ensure a good start to the day.

Breakfast Club is run on Mondays – Fridays   during term time only from 8.00 am – 8.45 am.  Breakfast Club sessions must be booked in advance.  The cost of each Breakfast Club session is £3.00 or £12.00 for the week.  This includes a healthy continental style breakfast.  Breakfast Club fees are payable half-termly in advance.
Key Person
Each child is allocated their own Key person who will make herself known to you soon after your child starts.  The Key person will help your child settle in and will record their development during their time with us.  This means that you will always know who is keeping a special eye out for your child and with whom you can discuss their progress or any worries or concerns.  All records on each child are available for parental viewing at any time. 

Helper Rota – ‘Come in and Play’
Parents and carers are actively involved with Pre-School, helping out during one of their child’s sessions at least once a half term.  We are a community pre-school and as such hope that you as a parent will enjoy your time with us, will benefit from being involved and will make new friends.

Your child feels special on the day you are helping and has shared experiences with you, which you can chat about.  You see your child among other similar children, know what is involved in a session, and have a chance to volunteer ideas and make an important contribution to the group.  Staffs get to know you better, more and different activities may be possible, and there is more time to listen and talk to the children.  
If you can play a musical instrument or have some interesting photos or things to show that may be of interest to the children, or have a particular skill, do let us know and we can include it when you ‘come in and play!’.
At no time will a helper be left alone with a child or have responsibility for taking them to the toilet.  We have the benefit of offering a generous ratio of staff to child.  Helpers are always an extra person and not included in our adult to child ratio.

The rota is organised on a half-termly basis and is displayed in the Pre-School lobby.  The Supervisor will allocate your sessions but we are very flexible, and if you need to change, please find someone to swap with and then let the Supervisor know.
Parents or carers can be exempt from the rota for the following reasons:
· You are under 18 years old or over 65 years old
· You are pregnant or have a baby under 6 months old

However, the rota is voluntary and if you do not wish to be involved for any other reason, please inform the Supervisor.

Links
We have strong links with Micklands Primary School.  Whether or not your child will be attending Micklands School, in their last term at Pre-School they are taken to meet the Reception teachers and become accustomed to the school environment through weekly ‘song time’ visits.  We are also invited to the school for some assemblies and special events. We are lucky enough to be able to make use of the beautiful copse in the field.
Clothing
Please send your child in clothes they feel comfortable to play in. We often get messy when we play!  We provide protective aprons for painting and wet play, and have many changes of clothes for the “odd accident”.  Please label coats etc with your child’s name.
Disabilities

We welcome adults and children with disabilities and will help and accommodate them wherever possible.

Fees

Funded Children

From September 2010, all 3 to 5 year old children are entitled to funding for five x 3 hour sessions a week at our Pre-School for 38 weeks a year through Reading Early Years.  This funding becomes available from the term after their 3rd birthday.  For these children, we ask for a small donation of £15 per half term for each child (to help us purchase important resources as we are a non-profit making charity).  
Additional, unfunded sessions are £11.40 per 3 hour session from September 2011.
Rising 3s

Younger children aged 2 – 3 are not entitled to this funding until the term after their 3rd birthday.  We therefore charge a fee for each session booked.  Our fee from September 2011 for a 3 hour session is £11.40.  All sessions are booked for each half-term and are payable half-termly in advance.  Our policy is that your invoice should be settled within the first week of each half term.  (If payment is not prompt, places may be reallocated after 2 weeks).
Cancellation
If you have been offered a place with the group and decide not to take it, or chose to go elsewhere when you are on our waiting list, please let us know as soon as possible.  Another child on the waiting list may miss out if you do not advise us of your cancellation.  In order to meet our costs, we request a half-term's notice should an allocated place no longer be required (otherwise we must bill for that half-term or until the place is reallocated).

Allergies
Please advise the Supervisor of any allergies that your child may have, for example a reaction to nuts.  Please ensure that if your child has eaten anything containing nuts, however little, they thoroughly wash their hands and clean their teeth before attending Pre-School as another child with a nut allergy can be affected. We cannot allow any nuts or seeds in pre-school.
Health and Safety
We are situated within the grounds of Micklands Primary School. There is a “NO SMOKING” policy at all times..  No dogs are allowed within the school gates (other than Guide dogs).
Please respect the residents around the school and park cars to avoid any driveways, paths, zigzags and crossings.  Please use the school visitors’ car park and not use the staff (inner) car park.

Unless related to a specific topic, we would appreciate if you left toys, play jewellery and costumes at home, as bringing them into Pre-School can cause upset.  

If you move, change your phone number or get a new mobile number, please let us know.
At going home time, some children find it upsetting to be the last one left so please collect your child on time at the end of their session.
Access to Micklands Pre-School
Security gates are in place on the Micklands Primary School grounds.  This is not to keep out or inconvenience parents and carers who are always welcome but to significantly improve the security of the children and staff at both the Primary School and Pre-School.
Pedestrian access to Micklands Pre-School is available at all times of the day via either the All Hallows Road or Micklands Road entrances.  If the security gates are closed, please press the buzzer in order to request access.
Voluntary Donations
When doing your grocery shopping, perhaps on odd occasions you might remember us and donate a bottle of  Flash, a packet of Jey cloths, some Cif cream or some savoury snacks.  We are a charity, not run by any other authority, and have the hard task of balancing our income and expenditure.  Every little bit helps towards keeping our costs down to a minimum.  
The Committee
The Committee is made up of parents and carers of Pre-School and Toddler children, all of whom have been elected by parents at our Annual General Meeting.  The Committee consists of a Chairperson, Secretary, Treasurer and other members.

We are a charity and as such without the Committee the Pre-School could not exist.  As well as supporting the management of the Pre-School, an essential role of the Committee is fund- 
raising.  Apart from Early Years funding and fees our only other source of income is from fundraising and donations.  All funds raised are used within the group for equipment, toys and general running costs, including any building repairs.  Your support and help at any of our events is greatly appreciated and strongly encouraged!

The support and help of everyone is vital to the smooth running of the group.  The more we work together, the better the group is run and the more confidence we have that the Pre-School is meeting your needs.

Complaints Procedure

We aim to provide the highest quality education and care for all our children. We aim to offer a warm welcome to each individual child and their family and to provide a caring environment in which they can learn and develop as they play.

We believe that children, and their parents, are entitled to expect courtesy with prompt and careful attention to their needs and wishes. It is our intention to work in partnership with parents and the local community and we welcome suggestions on how we can improve our Pre-School.

We will give prompt and serious attention to any concerns about the running of our Pre-School. We anticipate that most concerns will be resolved quickly by an informal approach to the Pre-School Supervisor.  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 Pre-School to a satisfactory conclusion for all of the parties involved.

Our full “Complaints Procedure” is detailed in our “Policies and Procedures Document” available on our website www.micklandspreschool.co.uk  If you do not have access to the internet, a hard copy is available to look at in the Pre-School office.
The Role of the Office for Standards in Education, Children’s Services and Skills (Ofsted) and the Local Safeguarding Children Board

· Parents may approach Ofsted directly at any stage of the complaints procedure. In addition, where there seems to be a possible breach of the Pre-School’s registration requirements, it is essential to involve Ofsted as the registering and inspection body with a duty to ensure the Welfare Requirements of the Early Years Foundation Stage are adhered to.

· The number to call Ofsted with regard to a complaint is:

0300 123 1231

· The address to write to Ofsted is:

The National Business Unit

Ofsted

The Royal Exchange Buildings

St Ann’s Square

Manchester

M2 7LA

· Further details are displayed on the Ofsted Parents Poster on our notice board in the lobby.
Staffing
We are fortunate to have a well established and stable body of enthusiastic and experienced staff.  All our staffs periodically attend courses to further develop their skills.
EMMA KEMP is our Pre-School Supervisor. Emma joined us in January 2008. Emma is currently qualified to Level 6, BA Hons in Children’s Learning and Development and is studying towards her Early Years Professional Status. Emma also holds a Paediatric First Aid Certificate. Emma is our Safeguarding Children Officer and Special Educational Needs Co-ordinator (SENCo).
SHILPA PANDEY is our Deputy Pre-School Supervisor and Communication, Language and Literacy Co-ordinator. Shilpa joined us joined in October 2006. Shilpa holds an NVQ3 certificate in Early Years Education and an Early Years First Aid Certificate.
KATHRYN HOPPER is our Senior Pre-School Assistant who joined in April 2009. Kathryn holds an NVQ3 in Children’s Care, Learning and Development and an Early Years First Aid Certificate.

AARON JOSEPH is our Senior Pre-School Assistant who joined in November 2009.  Aaron holds an NVQ3 in Children’s Care, Learning and Development and an Early Years First Aid Certificate.

HELEN FLAXMAN is our Senior Pre-School Assistant who joined in October 2010.  Aaron holds an NVQ3 in Children’s Care, Learning and Development and a Paediatric First Aid Certificate.

SARA GARCIA is our Qualified Pre-School Assistant who joined in October 2010.  Sara holds an NVQ2 in Children’s Care, Learning and Development and an Early Years First Aid Certificate.
JAYNE HUGGINS is our Senior Pre-School Assistant who joined in April 2009.  Jayne holds an NVQ3 in Children’s Care, Learning and Development and has an Early Years First Aid Certificate.

KIRAN AHMED is our Qualified Pre-School Assistant who joined in April 2010.  Kiran holds an NVQ2 in Children’s Care, Learning and Development and an Early Years First Aid Certificate.
FELICITY TAYLOR is our Qualified Pre-School Assistant who joined us in January 2011.  Felicity holds an NVQ2 in Children’s Care, Learning and Development and an Early Years First Aid Certificate..

JULIE DAVIS is our Pre-School Assistant who joined us in April 2011

..............................................

We encourage you to find further details on our policies and curriculum by reading our ‘Policies and Procedures’ document, available on our website www.micklandspreschool.co.uk  or from the Pre-School office.

..............................................

We hope this booklet answers some of your questions but we feel the personal touch far outweighs any written information, so please come along and meet us at anytime.  Our children and staff would love to welcome you and your child to Micklands Pre-School.

12 July 2011
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