10.1 Early years prospectus
[image: image40.png]O easyfundraising.org.uk |

when you Rape s

this Christmas |
|
I
N
3
-*ﬁ

(. 4 5

= o

mazoncouk Johnlewis @z, @expediacaukc sMES





[image: image2.emf]  St Andrews Pre - School   Opened in 1973. It   is located within St Andrews Hall on St Andrews Road, Felixstowe,  close to the town centre. We Provide children with fantastic learning opportunities both inside and out.      We strive to provide an educational environment for children within a bright, safe , stimulating and welcomin g  setting. We off er childcare for children aged two   –   four   years old during term time only.     Children are provided with structured play and learning activities to help them towards achieving their early  learning goals in such a wa y as to make learning fun!  We have divided our main hall into two structured areas  which enables the children to take part in fun educational activities that are age appropriate, in an environment  that helps   acquire independence and the confidence to enabl e them to reach their full potential and learn more  about the world around them.     We have a dedicated team of staff, whose enthusiasm and commitment is demonstrated when working with the  children. Our last  Ofsted inspection was 24 th   May 2017 . The nursery   was graded a s good .     Ofsted said :    This provision is good  as   Staff work cohesively together and share a clear understanding of the pre - school's  strengths. The management committee is effective in monitoring the quality of the provision. Plans for  improvement re flect input from staff, parents and children and are well targeted to enhance the existing good  outcomes for children.        The quality of teaching is good. Staff make particularly effective use of opportunities to extend children's  awareness of letter names  and sounds. This contributes positively to their readiness for moving on to school.        Staff obtain detailed information from parents about children's learning abilities and care needs before they  start. Flexible settling - in routines help children, includin g the youngest two - year - olds, to build a strong sense  of belonging at the pre - school.        Children are independent and explore their surroundings confidently as they pursue their interests. From a  young age they gain good skills in looking after themselves a nd learn how to keep their bodies healthy.     Children have a wide range of opportunities to find out about people and places in the local community. They  visit the beach, shops and take trips on the train, as well as, meeting visitors who talk to them abou t their jobs  and special skills.      It is not yet outstanding because:  Staff do not always provide enough opportunities for children to use their  home   language   within the setting.     Thank you for showing an interest in St Andrews Pre - School, please do not hesitate to contact us for  further information.    We hope you decide to join our setting and hope to see you   soon.   Yours sincerely      Anna Arnold   (Manager)      
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St Andrews Pre-School 

Welcome Letter

We would like to welcome you and your family to St Andrews Pre-School. St Andrews 
Pre-School has been providing early year’s education in Felixstowe for 40 years. We are registered with OFSTED, who ensure that our premises are suitable and the quality of care and education provided is of a high standard. We are registered to care for children from 2 years old to age 5.

Our aim is to provide a safe, stimulating and caring environment in which children are given opportunities to learn through play, and experiment and explore at their own pace. We endorse inclusion, equality and diversity through our policies and practice, and work with a wide range of multi-agencies to support children and their families.

Opening Times and Sessions (From September 2014)

The Pre-School is open from 8.40am to 3.30pm Monday to Friday, for 38 weeks of the year. Our session times are as follows:

	Morning Session       8.40am – 11.40am

Lunch Club               11.40am – 12.30pm

Afternoon Session    12.30pm – 3.30pm 




Fees

Fees are payable in advance. At the beginning of each half-term you will be issued with an invoice for the half-term ahead. Fees must be paid within 2 weeks, by cash, cheque or bank transfer. 

	Morning or Afternoon Session                                       £12.50

Lunch Club (packed lunch provided by parents)           £4 per day

Consumables Charge per session                                        50p




The term after your child reaches 3 years of age, you will be eligible to apply for 15 hours a week free Government funded places. Some of you may be entitled to 30 hours per week term time only if you meet the criteria set out by Suffolk County Council. You may split these sessions between two settings. Each term you will have the opportunity to change your child’s sessions. Lunch Club can be booked on an occasional basis at any time, subject to availability. Some families in receipt of certain benefits will be entitled to apply for 2 year old funding from the term after their child’s 2nd birthday. This will allow the child 15 / 30 hours a week of Government funded places.

If your child is on holiday or absent from the Pre-School, these sessions must still be paid for. We have a fair and robust policy for dealing with unpaid fees. Late payment of fees may incur a £10 admin fee. Continued failure to pay fees will result in a child’s places being withdrawn.

Childcare Vouchers

We will accept Childcare Vouchers from employers.

Illness and Absence

We ask that if your child cannot attend their session, that you please notify us. If your child has been unwell with sickness or diarrhoea they must not attend Pre-School for 48 hours after their last attack of illness. This is to stop the spread of infection to staff and other children.  

FREE EARLY LEARNING FOR 2 YEAR OLDS – FIND OUT IF YOUR CHILD IS ELIGIBLE
INFORMATION FROM http://www.suffolk.gov.uk
Who can receive the funding? 

Funded places will be offered to families receiving one of the following benefits:

Income Support

Income-based Jobseeker's Allowance

Income-related Employment Support Allowance

Child Tax Credit or working tax credit and your annual income less than £16,190 

Support under Part VI of the Immigration and Asylum Act 1999

The guarantee element of State Pension Credit

Working Tax Credit 4 week run on the payment you get when you stop qualifying for WTC.

Universal credit

When can my child start to receive the funded childcare?

The earliest a child can be funded is the term after their second birthday.

The table below shows the dates of birth and the earliest term which the child could be funded:

	A child who turns 2 years  between:
	Can be considered for a place from the beginning of the:

	1 September and 31 December 
	Spring Term  (January)

	1 January and 31 March 
	Summer Term (April)

	1 April and 31 August 
	Autumn Term (September)


How do I apply for the funded places? 

If you know which nursery, pre-school, or childminder you prefer, and they have an Ofsted rating of 'good' or 'outstanding', please visit them and take the proof of your benefits with you. This will either be a golden ticket that has been sent to you, or you can complete an online checker by visiting https://www.suffolk.gov.uk/children-families-and-learning/childcare-information-and-support-for-parents-and-providers/guidance-for-parents-and-carers/free-early-learning-for-2-year-olds/ and giving your chosen preschool the code given on completion of your online checker. 

To find a childcare provider, you can contact the Suffolk Families Information Service on 0845 60 800 33, or you can find your nearest childcare providers in the Family Services Directory by entering your postcode and searching ' childcare'.

Alternatively, you can visit a children's centre near you.  You can find your nearest children's centre by entering your area or postcode in the Family Services Directory and searching 'children's centres'.  Take proof of your benefits with you when you visit the children's centre, and a member of staff at the centre will check your benefits and fill in a form with you.

The children's centre will also register you for their services, and give you details of the activities available for you and your child, at the children's centre.

Where are the funded places delivered?

Ofsted registered day nurseries, pre-school playgroups and accredited childminders. You can contact the Suffolk Families Information Service to find an early years provider near you.

How many hours per week are funded?

Up to 15 hours per week for all children and up to 30 hours per week for children who meet the criteria.  Your child can start with a few hours and build up to 30.

How long will the funding be provided for?

The funding will continue until your child starts their 15/30 hours of free early education, which is provided the term after their third birthday.

Government Policy

As part of the government policy to improve the quality and range of early education, the Department for Education has created the Funded Early Education Choice Framework.  This document explains how children aged 2, 3 and 4 can take up a funded early education place, and what information is available to parents

3&4 Year Funding

All 3 & 4 years olds are entitled to 15 hours free government funding 38 weeks of the year from the term after their 3rd Birthday, some children may be entitled to 30 hours free childcare 38 weeks per year.

Parents of three and four year olds will need to meet the following criteria in order to be eligible for 30 hours free childcare: • They earn or expect to earn the equivalent to 16 hours at National Minimum or Living Wage over the coming three months. • This equates to £120 a week (or c.£6,000 a year) for each parent over 25 years old or £112.80 a week (or c.£5,800 a year) for each parent between 21 and 24 years old. • The upper limit that each parent can earn is £100,000 • This applies whether you are in paid employment, self-employed or on zero hours contract. • The parent (and their partner where applicable) should be seeking the free childcare to enable them to work. • Where one or both parents are on maternity, paternity, shared parental or adoption leave, or, if they are on statutory sick leave. • Where one parent meets the income criteria and the other is unable to work because they are disabled, have caring responsibilities or have been assessed as having limited capability to work. • Where a parent is in a ‘start-up period’ (i.e. they are newly self-employed) they do not need to demonstrate that they meet the income criteria for 12 months. • If a non-EEA national, the parent must have recourse to public funds. • Fostered children are not eligible. 

How to apply

Apply through the government’s childcare choices website.

If successful you will get a code (an 11 digit number)

To book a place take the code to your childcare provider with your child’s birth certificate and proof of address.

If you are unable to complete an online checker for whatever reason, you can contact Childcare Choices on 

0300 1234 097.

Information

Information is given to parents by newsletter, which is issued every term, this includes details of events, themes the children will be looking at, fundraising and reminders. Information is also displayed on our noticeboard as you enter the Pre-School. Please check the front desk each time you come into Pre-School for any letters and information for you to collect. Also check the top table at the end of each session for painting and crafts your child may have created.

All About Me 

Pre-school will probably be a new experience for your child and we wish to make the settling in period as easy and happy as possible. You know your child best, so to help us get to know him/her quickly we will provide an All About Me booklet. The information you provide in the booklet is very important and will give our team a valuable insight to your child’s likes/dislikes and a typical week at home. This will assist us when communicating and help build good relationships when your child/ren first enrol with us.  This information will be used to help plan activities that appeal to your child and will support their learning. Photos of family, friends and so on are a great way to start. 

The purpose of this booklet is for us to create a snapshot picture of your child as they are now. It will be placed in their Learning Journey, which is a portfolio of their achievements during the Early Years Foundation Stage (this covers the period from now until the end of the school reception year). 

Clothing

Children should come into Pre-School wearing play clothes as out activities often involve a degree of messiness, we like to encourage all children to get involved with painting, sand and water play, crafts and gardening. Please dress children in clothes which enable them to move      freely, and also allow them to go to the toilet independently, which we encourage. We have sweatshirts and polo shirts for sale, which are ideal for pre-School. An order form will be in your welcome pack if you decide to enrol. We like to take the children outside for walks and to play, please ensure that they appropriate clothing for all seasons and sun-cream during summer.

Finally

The Pre-school is a welcoming and friendly organisation we welcome help and input from parent/carers and have an open house policy to parents/carers who wish to join in their child’s session. There are plenty of opportunities to get in involved with the Pre-School by helping out at fundraising events and at parties. The committee always welcomes new members, please ask for further information. We hope this pack will provide all the information you need to decide which nursery you would like your child to. If you have any further questions please do not hesitate to contact St Andrews Pre-School email secretary.standrews.preschool@gmail.com with your queries.

Pre-School Policies

It is important that, as parents/carers with children attending our Pre-School, you are familiar with our policies that govern the way in which we run. Discs with our policies recorded on are available for you to borrow. 

Paper copies of our policies are also available for you to view and are stored in the Parent’s Cupboard at the front of the hall. Alternatively you can view policies on our website at standrewspreschoolfelixstowe.co.uk 
By signing our Admissions form you have agreed that you have viewed our policies.

Welcome to

St Andrews

Pre-School
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Meet Our Team
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                Anna - Manager                   Meg - Deputy Manager              Wendy – Senior                         

                                                                       SENCO                             Practitioner
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          Margaret – Practitioner             Ailsa - Practitioner             Andrea - Practitioner         
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            Amie - Practitioner                 Chloe – Practitioner            Hannah – Practitioner

Staff members and qualifications
	Anna Arnold 

Manager
	Degree Early Years

certificate working with children & families
	Level 6

	Megan Emeny

Deputy Manager
	Foundation Degree in Early Years
	Level 5

	Wendy Witherspoon

Senior Practitioner
	Certificate in Early Years Practice
	Level 4

	Ailsa Godfrey
	Diploma for Children and Young Peoples Workforce
	Level 3

	Aime Hopwood
	Diploma in Early Years
	Level 3

	Andrea Sanders
	Diploma for Children and Young Peoples Workforce
	Level 3

	Chloe Milbourne
	Diploma for Children and Young Peoples Workforce
	Level 3

	Hannah Gwynaire
	Diploma for Children and Young Peoples Workforce
	Level 3

	Margaret Davey
	Practitioner
	Level 2


This is our Pre-School
There are lots of things to do here…
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You can do a drawing or                         play in the sand trey

                                 some sticking        
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Do some exploring with friends                      Go shopping in the home area

[image: image16.jpg]


           [image: image17.jpg]



                     Make something with playdough          Play on the climbing frame

Sometimes we do some cooking
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or go for a walk
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and when it is warm and sunny we go to the beach
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We enjoy playing outside
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And we LOVE to get messy!
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Sometimes we have people come to visit us
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We have visits from different pets.
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Pre-School Events
Thank you very much for showing an interest in helping out with Pre-School events. This is a great way to get involved with the Pre-School, get to know other parents and to help us raise much-needed funds to buy all the latest equipment for our children to use while they are at St Andrews.

We hold a number of events throughout the year. Some of these are held during a session for the children to join in with; these events include the Christmas party, sponsored obstacle course and sports day.

Other events are held at weekends or in the evening and these are social and fundraising events for children, parents and the wider community. These include Autumn and Easter fairs, quiz nights and a Lifestyle Evening to name a few.

At all of these events it is vital for us to have a willing body of volunteers to help us to carry out the events, usually this will mean running a stall or helping to organise materials. If you would fill in your contact details below and return them to the Pre-School it would allow us to add you to our list of parent helpers. When an event is coming up we will contact you to see if you are available to help out.

Thank you again for showing your support and we look forward to meeting you at an event soon!

Yours sincerely,

St Andrews Pre-School Committee

…………………………………………………………………………………………………

Please return the completed slip to St Andrews Pre-School

I would like to help out at Pre-School events

Name _____________________________________

Phone number ______________________________

Email address _______________________________

(if you provide an email address this will be our main way of contacting you)


[image: image29.emf]  St Andrews Pre - School Lunch Club     Dear Parents,     We offer a Lunch Club for all children, as an addition to a morning or afternoon session. It  runs from  11.40am - 12.30pm. Parents should provide a healthy packed lunch in a labelled  lunchbox containing an ice   pack. A fee of £4 per Lunch Club is payable for the half - term in  advance. Lunch Club may also be booked and paid for on an occasional basis, subject to  availability.     If you would like your child to attend Lunch Club sessions, please fill in and return th e  form below to St Andrews Pre - School. There is a limit on the number of children we can  accommodate.     … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … … …     Child’s Name   ______________________     I would like my child to attend (tick sessions on days required):    

 Lunch C lub Session  

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

    Signed   ____________________________ (parent/guardian)       Date_____________________________________________    



[image: image30.emf]    Pre - School Uniform       As your child is soon to join us, we thought this would be a good  opportunity to let you know about the St Andrews Pre - School T - shirts and  sweatshirts that are available to order.      We do not have a compulsory uniform at the Pre - School but have found  that it does help the children feel part of their new surroundings and we  do encourage anything that can help with this.      Both the sweatshirt and T - shirt are navy with a yellow St Andrew s Pre - School logo on the front. They are available in a range of sizes, as shown on  the form below, and are made from good quali ty cotton. Prices are just  £9.00 for the T - shirt and £10 .00 for the sweatshirt.      If you would like to order any of these items,   please complete the order  form below. If you would like to view a sample, please speak to a member of  staff.     ………………………………………………………………………………………………….. ... .........     ORDER FORM      Child’s Name   ________________________________       Quantity      Price                Tot al        T - Shirt    2 yrs         ________      £9 .50   each              ________      T - Shirt    3 - 4 yrs      ________     £9 .50   each              ________      T - Shirt    5 - 6yrs        ________      £9 .50   each              ________      Sweatshirt   2 yrs       ________      £10.00   each              ________      Sweatshirt   3 - 4 yrs                   ________      £10 .00   each             ________        Sweatshirt   5 - 6 yrs                   ________      £10 .00 each             ________       


St Andrews Pre-School

Admission terms and conditions
The document and the terms and conditions within it govern the basis on which St Andrews Pre-school (referred to here as ‘we’ / ‘our’ / ‘us’) agree to provide childcare services to parent(s)/guardian(s) (referred to as ‘you’). 

Only a parent/guardian with parental responsibility for a child can register that child for a childcare place with us. We will ask to see your child’s birth certificate, or other relevant documentation, to confirm that you have parental responsibility for the child as part of our registration process.

	Commencement date of agreement:
	
	Expiry date of agreement:
	


Our details: 

St Andrews Pre-School

Charity commission number: 1153833

Company number: 08513062

St Andrews Church Hall

St Andrews Road

Felixstowe 

Suffolk

Telephone: 01394 278326 / 07815200925

Email: manager.standrews.preschool@gmail.com / secretary.standrews.preschool@gmail.com

Ofsted URN: EY 492460

Insured by: RSA

Insurance policy number: RTT209838

(Please attach a photocopy of Birth Certificate, Passport or Child Health Record)

	Child’s Legal Surname
	
	Forenames
	

	Date of birth
	
	Name known as
	

	Name of parents/carers with whom the child lives 

	1
	Does this parent have parental responsibility? Yes / No 

	Home phone
	Mobile
	Work no

	Email address 

	National insurance Number
	Occupation

	

	2
	Does this parent have parental responsibility? Yes / No

	Home phone
	Mobile
	Work no

	Email address

	National insurance Number
	Occupation



	

	Address

Postcode

	
Name of parent with whom the child does not live

	3
	Does this parent have parental responsibility? Yes / No

	Home phone
	Mobile
	Work no

	Email address

	Address

Postcode


Emergency contact numbers - details of persons you wish to be contacted in an emergency.  Please place in order of priority. (People named here will automatically become authorised to collect your child. Persons authorised to collect your child must be over 16 years of age.)

	Name
	
	Relationship to child
	

	Address

Postcode
	

	Home phone
	Mobile
	Work no


	Name
	
	Relationship to child
	

	Address

Postcode
	

	Home phone
	Mobile
	Work no


	Name
	
	Relationship to child
	

	Address

Postcode
	

	Home phone
	Mobile
	Work no


	Name
	
	Relationship to child
	

	Address

Postcode
	

	Home phone
	Mobile
	Work no


Persons authorised to collect your child (must be over 16 yrs of age)

	Password
	


	Name 
	
	Relationship to child
	

	Address

Postcode
	

	Home phone
	Mobile
	Work no


	Name 
	
	Relationship to child
	

	Address

Postcode
	

	Home phone
	Mobile
	Work no


Doctor’s name and telephone number

	Name 
	
	Telephone

	Address

Postcode


Personal details of child

Does your child have any special needs or disability? Yes / No 

	Details 


	


What special support will he/she require in our setting? 

	Details 


	


Was your pregnancy with this child full-term?        Yes/No

If no, at what gestation was he/she born (number of weeks)

Does your child have any medical conditions? Yes / No

	Details 


	


Does your child take medication for their condition and in what circumstances should it be administered?

	Details 


	


Does your child have any allergies? Yes / No 

	Details 


	


What is the nature of the allergic reaction and what measures should be taken if a reaction occurs?

	Details 


	


If yes to any of the above;

Has a risk assessment, if required, been completed?    Yes/No

Has a health care plan and agreement to administer medicine, if required, been completed?    Yes/No

Are your child’s immunisations up to date?    Yes/No 

If necessary, can we affix plasters to cuts?    Yes / No

Does your child have any special dietary needs or preferences? Yes / No 

	Details 


	


Would you like your child to have milk at snack time? Yes / No 

(If no, please provide an alternative in a CLEARLY LABELLED drinks flask)

How would you describe your child's ethnicity or cultural background? 

	


	What is the main religion in your family? 
	


Are there any festivals or special occasions celebrated in your culture you would like to see acknowledged and celebrated while he/she is in our setting?

	


Are there any festivals or special occasions you do not wish your child to celebrate while he/she is in our setting?

	


	What language(s) is/ are spoken at home 
	


If English is not the main language spoken at home, will this be your child's first experience of being in an English-speaking environment?   Yes/No  

Discuss and agree with the manager/key person how your child may need support when settling-in

	


What other information is it important for us to know about your child? 

	


Are any of the following in place for your child?

Statement of special educational need       Yes/No

CAF
Yes/No


Names of professionals involved with child (ie specialists, speech therapists etc.)

	Name 
	
	Role
	

	Agency
	
	Telephone
	


	Name 
	
	Role
	

	Agency
	
	Telephone
	


	Do you have a health visitor?
	Yes / No 

	Name
	
	Based at
	

	Telephone
	
	
	


	Does your family have a social care worker for any reason?
	Yes / No 

	Name
	
	Based at:
	

	Telephone
	
	

	What is the reason for the involvement of the social care department with your family?

	


NB If the child has a child protection plan, make a note here, but do not include details. Ensure these are obtained from the social care worker named above and keep these securely in the child's file.

	


	Are you eligible for:

2 year funding Yes/No                                                 30 Hour funding Yes/No

Code:                                                                                      Code:


	

	Our offer for a childcare place for your child:

	Expected start date of child’s place
	

	Agreed hours:

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Agreed times of attendance
	
	
	
	
	

	Total daily hours
	
	
	
	
	

	We are closed on bank holidays. 

	First payment due
	

	Will the child receive nursery education funding 
	Yes  □    
	No  □

	Details of any other funding provided by other third parties (e.g. employers childcare vouchers)

	

	

	

	


Terms and conditions

1.0 Our obligation to you

1.1 Once you have confirmed the place and signed this document you are liable for the cost of the sessions reserved for you child for half a term in accordance with our notice period. 

1.2 We will provide the agreed childcare facilities for your child at the agreed times (subject to any days when we are closed). If change the opening hours, we will give you as much notice of our decision as possible and, if necessary, will work with you to agree a change to your child’s hours of attendance.

1.3 We will adhere to the principles of the General Data Protection Regulations (2018) when collecting and processing information about you and your child. We explain how your data is processed, collected, kept up-to-date in our Privacy Notice which is given to you at the point of registration.

1.4 We will try to accommodate any requests you may make for additional sessions and/or extended hours of childcare.

1.5 We will notify you as soon as possible of any days we will be closed.

1.6 We will treat your child with the utmost respect and dignity. We will never use or threaten any type of punishment that could adversely affect a child’s wellbeing.

1.7 We will provide you with regular verbal updates as to your child’s progress and we will agree times to discuss with you the progress of your child or any other aspects of our childcare services as and when required.

1.8 We will comply with the requirements of the Early Years Foundation Stage and our Ofsted registration in regards to the childcare services we provide for your child.

1.9 We will provide you with details of our policies and procedures, which outline how we satisfy the requirements of the EYFS in our everyday practice; and we will notify you as and when any changes are made to our policies and procedures. We will be available to discuss or explain our policies and procedures, and/or any relevant changes, at a mutually agreed time.

1.10 We will maintain appropriate insurance to cover our childcare activities. 

1.11 We will try to make a place available to any of your other children. However, we cannot guarantee that a place will be available.

2.0 Your obligation to us

2.1 You will need to complete an admissions form and provide a copy of birth certificate and any supporting documentation before your child can start with us.

2.2 You must notify us immediately of any changes to the information you have provided to us and keep us informed of any other necessary information that may affect the childcare that we provide for your child. This includes but is not limited to address and contact information.

2.3 If necessary you will need to complete a medication consent form.

2.4 By signing this document you are giving consent for emergency treatment if necessary.

2.5 You will read and abide by our policies and procedures.

2.6 You will make yourself available as and when required to discuss the progress of your child or any factor relating to their childcare place with us at mutually agreed times.

2.7 You must immediately inform us if your child is suffering from any contagious disease, or if your child has been diagnosed by a medical practitioner with a notifiable disease. For the benefit of other children attending you must not allow your child to attend whilst they are contagious and pose a risk to other children during normal daily activities. If your child becomes infected with head lice your child will remain at home until treated. If your child is to attend the setting whilst taking medication only prescribed medication in its original box will be administered and only in accordance to the stated instructions. 

2.8 You must keep us informed of the identity of the persons who will be collecting your child. If the person who is due to collect your child is not usually responsible for collecting them we will require proof of identity. If we are not reasonably satisfied that the person collecting your child is who we were expecting, we will not release your child into their care until we have checked with you.

2.9 You must inform us immediately if you are not able to collect your child by the official collection time. You must make arrangements for another authorised person to collect your child as soon as possible. A late payment charge will be applied; please refer to the current fee schedule for details.

2.10 You will inform us as far in advance as possible of any dates on which your child will not be attending.

2.11 You will provide us with at least one half terms notice of your intention to decrease the number of hours your child attends or to withdraw your child (and end this Agreement). If insufficient notice is given you will be responsible for the full fees for your child for one half term from the date of notice. If you are ending this Agreement, notice must be given by completing our Notification of Leaving Date form which is available on request.

2.12 You must inform us if your child is the subject of a court order and provide us with a copy of such order on request.

3.0 Payment of fees

3.1 Our fees are based on a sessional fee that shall be notified to you in advance of your child starting. We may review these fees at any time but shall inform you of the revised amount at least one term before it takes effect. If you do not wish to pay the revised fee, you may end this Agreement by giving us a half terms notice in writing.

3.2 Fees must be paid on a half termly basis, in advance. We calculate the amount payable by you each term by multiplying the sessional fee by the number of sessions attended and weeks we are open during the term. Fees may be paid weekly, in advance, by special arrangement.

3.3 All payments made under the Agreement should be by bank transfer, cash or cheque. All payment, regardless of method, shall be made by you half termly, in advance by the date stated on your invoice. If payment is made by cash or cheque, it is your responsibility to sign the cash sheet as proof of payment. Late payments incur a late payment fee of £10. 

3.4 If the payment of fees referred to in 3.3 is outstanding after the third reminder we may terminate this Agreement by giving you 7 days’ notice in writing. Upon termination of this contract the child shall cease forthwith to be admitted, and the notice to so terminate shall be regarded as a formal demand for outstanding monies. Where payment is in addition to funding hours, hours above your child entitlement will cease. 

3.5 If you have requested additional sessions or have been unable to collect your child by the official collection time and we have as a result provided you with additional childcare facilities, we will raise the applicable charges under a separate invoice for payment.

3.6 No refund will be given for periods where the place is unfulfilled due to illness or holidays on the part of either party. We are closed on bank holidays. No refund will be given if we are required to close due to emergency or bad weather. We accept no liability for other costs which you incur if we are unable to provide childcare for any reason.

3.7 In the event of late collection of your child, we reserve the right to charge a late collection charge as per our fees policy. 

4.0 Suspension of a child

4.1 We may suspend the provision of childcare to your child at any time if you have failed to pay any fees due.

4.2 If the period of suspension for non-payment of fees exceeds one month, either of us may terminate this Agreement by giving written notice, which will take effect on receipt of the notice.

4.3 We do not support the exclusion of any child on the grounds of behaviour. However, if your child’s behaviour is deemed by us to endanger the safety and well-being of your child and/or other children and adults, it may be necessary to suspend the provision of childcare whilst we try to address these issues with you and external agencies as appropriate. 

4.4 During any period of suspension for behaviour-related issues we will work with the local authority and where appropriate other welfare agencies to identify appropriate provision or services for your child.

4.5 If your child is suspended part way through the term, under the conditions stated in clause 4.3 we shall give you a credit for any fees you have already paid for the remaining part of that term, calculated on a pro rata basis. This sum may be offset against any sums payable by you to us

5.0 Termination of the Agreement

5.1 You may end this Agreement at any time, giving us at least one half terms written notice.

5.2 We may immediately end this Agreement if:

5.2.1 You have failed to pay your fees;

5.2.2 You have breached any of your obligations under this Agreement and you have not or cannot put right that breach within a reasonable period of time after we have drawn it to your attention;

5.2.3 You behave unacceptably, as we do not tolerate any physical or verbal abuse or threats towards staff.

5.2.4 We take the decision to close. We will give you as much notice as possible in the event of such a decision.

5.3 It may become apparent that the support we are able to offer your child is not sufficient to meet his/her needs. In these circumstances we will work with you, the local authority and other welfare agencies as per our procedures to identify appropriate support, at which point we may end this Agreement.

5.4 You may end this Agreement if we have breached any of our obligations under this Agreement and we have not or cannot put right that breach within a reasonable period after you have drawn it to our attention.

6.0 General

6.1 If we have to close or we take the decision to close due to events or circumstances beyond our control (e.g. extreme weather conditions) the sessional Fee will continue to be payable in full and we shall be under no obligation to provide alternative childcare to you. If the closure exceeds three consecutive days in duration (excluding any days when we would otherwise have been closed), we will credit you with an amount that represents the number of days closed in excess of three days.

6.2 If you have any concerns regarding the services we provide, please discuss them with the manager. Customer satisfaction is paramount and any concerns/complaints will be dealt with in line with our Making a Complaint Policy.

6.3 From time to time we will take photographs and video recordings of the children who attend. These photographs are used for on-going recording of our curriculum and for children’s individual development records. They are stored on our computer whilst your child is with us.  The photographs are used for display and for your child’s records within the setting. We may use any images of your child for training, publicity or marketing purposes. If you do not consent to this please notify us in writing before your child starts with us. 

6.4 We reserve the right to refuse to admit your child if they have a temperature, sickness, head lice, diarrhoea or a contagious infection or disease on arrival at our setting, or to ask you to collect your child if they become unwell whilst in our care, in line with our Managing Children who are Sick, Infectious or with Allergies Policy. We may ask you to collect your child if their behaviour is unacceptable and disruptive to the group putting your child or others at risk.

6.5 Whilst food and drink is provided on the premises, we are not a commercial kitchen and may not be able to cater for the individual needs of every child. As cross contamination cannot be ruled out, a risk assessment is conducted for children with any known allergies. Every effort is made to follow recommended food preparation guidance and to ensure that all staff involved in the preparation and serving of food are suitably trained in the preparation and serving of food. 

6.6 Any personal information you supply to us will be collected, stored and used in accordance with the principles of the General Data Protection Regulations (GDPR) (2018) and our Confidentiality Policy. By signing this document you are giving consent for us to hold and use your information in this way and to share where necessary with appropriate agencies. 
6.7 We will always discuss with you where we need to share information about your child with any other professional or agency. 

6.8 If you do not give consent for us to ask and allow other professionals/agencies to observe your child and share information (i.e. social workers/health professionals or other settings) you will state this in writing. We are required by law to override your refusal to give consent only in specific circumstances where the child or someone in the family may be in danger if we do not share that information.

6.9 At St Andrews we often take the children on outing. By sending your child to you are of the understanding that your child will take part in such outings and give your consent by signing this document. We will ask for additional consent for major outings. 

6.10 You consent for your child to be taken by ambulance, with staff to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that you will have been informed and are on your way to the hospital. 

6.11 You give consent for a trained staff member to administer first aid or CPR to your child if deemed necessary.

6.12 You give consent for an authorised person collecting your child to sign the accident or changing record on your behalf. If you do not consent this must be put to us in writing. 

6.13 You agree not to put any photos of your child in the setting or taking part in setting activities or events, where other children are visible, on Facebook or any other social media. 

6.14 You give consent for us to hold the data provided to us by you and for it to be used in conjunction with the provision of care for your child in line with the general data protection regulations. It is your right to request to view all of the information held at any time.

6.15 By signing this document you give consent for your child to be photographed or videoed. Photos/videos are used in the learning journey, learning walls (viewable to other hall users), newsletter, photo album, website, closed Facebook group (viewed by approved users only), promotional literature, other publications (ie local newspapers), school activities and fundraising events. 

6.16 By signing this document I agree I have read and understood the pre-schools policies and agree to abide by them.

6.17 We ask that you endeavour to drop your chid off on time to avoid disrupting learning time for the other children. 

7.0 This Agreement

7.1 We reserve the right to vary the terms and conditions contained in this Agreement

7.2 This Agreement contains the full and complete understanding between the parties and supersedes all prior arrangements and understanding whether written or oral relating to the subject of this Agreement except to the extent that we vary terms from time to time.

	Acceptance of our offer of a childcare place

Please sign below to indicate that you have read and understood the above terms and conditions and to confirm your acceptable of a childcare place with us for your child. 

For parent(s)/guardian(s) under the age of 18, a guarantor aged over 18, must also sign the contract on your behalf. The contract would therefore be between St Andrews Pre-School, you and the guarantor.

A copy of this completed and signed contract will be provided to each signatory.

	Parent name 1
	

	Signed
	
	Date
	

	Parent name 2
	

	Signed
	
	Date
	

	Guarantor name (where applicable)
	

	Signed
	
	Date
	

	Relationship to the child
	

	Home address
	

	Daytime/work telephone
	
	Mobile
	

	Email
	

	Signed on behalf of St Andrews Preschool

	Signed 
	
	Date
	

	Name
	

	Role (owner, director or trustee)
	


ALL ABOUT ME

Pre-school will probably be a new experience for your child and we wish to make the settling in period as easy and happy as possible. You know your child well and so that we get to know him/her quickly, it would help us greatly to have some information to assist us. It is useful for us to know something about their interests, likes, dislikes and a typical week at home. This information will be used to help plan activities that appeal to your child and will support their learning. Photos of family, friends and so on are a great way to start. 

The purpose of this booklet is for us to create a snapshot picture of your child as they are now. It will be placed in their Learning Journey, which is a portfolio of their achievements during the Early Years Foundation Stage (this covers the period from now until the end of the school reception year). 

Please note:

*There are no wrong answers.

*Leave blank any questions that do not apply or you cannot/do not wish to complete.

*You do not have to give any information about your child’s home or circumstances that you do not wish to give.

*Information will be treated carefully and with respect.

We hope you will continue to let us know of any new interests or achievements your child has. This can be anything from enjoying playing in fallen autumn leaves or starting swimming lessons. You can give us this information by either discussing with the manager, your child’s key person or alternatively we have a WOW board on the wall on which you can leave a note.

If you need any further information, please don’t hesitate to ask.
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All About Me
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Stick a photo of yourself here

My name is ………………………………………………………………………………

I like to be called ……………………………………………………………………

[image: image35.wmf]Starting Pre-School

I have been left before:  yes/ no
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At preschool or playgroup              More information about being left:                                                                       With relatives                                                                                    

With friends                                                                                    

Other
My Week

This is what I like to do most weeks


Sessions, groups, and activities I go to:

My Routine- The things I do and places I go 

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Early morning


	
	
	
	
	

	Late morning


	
	
	
	
	

	Early afternoon


	
	
	
	
	

	Late afternoon


	
	
	
	
	


At the weekend I like to…………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..
Things that I like

          My favourite toys are


My favourite books are………………………………………………………………………….........

My favourite TV programme or DVD is…………………………………………………….

Music or songs that I like…………………………………………………………………………….

Activities that I enjoy (Colour the face if you like each activity)

Painting
        Play dough                     Building

                                                  

Cooking                       Being outside                 Books              


Singing                       Dancing                          Drawing

And (add your own activities)……………………………………………………….................

But, my favourite out of all of these is……………………………………………………!
When I am Upset
Things I don’t like or that make me sad

I get frightened or worried when……………………………………………….................

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………..

How to make me feel better if I get upset

At Home with Me and My Family

I live with……………………………………………………………………………………………………….

Other people who I see often or who look after me…………………………

……………………………………………………………………………………………………………

         Here are my family and people who are special to me

                                                (add photos here if you wish)

         Some information about my parents and family: ( jobs, hobbies, 

skills, languages, places they have been, etc)

My pets


Days that we celebrate and special food that we eat


Places that we visit together and things we like to do (swimming,      parks, museums, library, places of worship,etc)


Other important or interesting information about me and my family that we would like to share:

Add more photos or information on the back of this page if you wish

Visit Check List
	Information 
	Tick once information has been given
	Comments

	About the child – How we can help to settle them into nursery, show All About Me book, ask about any important information we should know such as toileting.
	
	

	Session times
	
	

	Fee’s and payment’s
	
	

	How we run our daily routine
	
	

	What to bring
	
	

	Trays & pegs
	
	

	Illness & Absence
	
	

	Clothing & Outings
	
	

	Newsletter,

Facebook, Website
	
	

	Snack Charge
	
	

	Curriculum, Key worker, two week baseline, explain about parent evenings and Learning journeys
	
	

	Policies
	
	

	Safeguarding & 

Data Protection
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Dear Parents/carers

Facebook has become a fantastic way to communicate and advertise, so we have now created our own St Andrews Pre-school page and ask for you all to join it. This will enable us to keep you up-dated on important news and up and coming events.

Thank you


	

Pre-School Uniform





As your child is soon to join us, we thought this would be a good opportunity to let you know about the St Andrews Pre-School T-shirts and sweatshirts that are available to order. 



We do not have a compulsory uniform at the Pre-School but have found that it does help the children feel part of their new surroundings and we do encourage anything that can help with this. 



Both the sweatshirt and T-shirt are navy with a yellow St Andrews Pre-School logo on the front. They are available in a range of sizes, as shown on the form below, and are made from good quality cotton. Prices are just £9.00 for the T-shirt and £10.00 for the sweatshirt. 



If you would like to order any of these items, please complete the order form below. If you would like to view a sample, please speak to a member of staff.



…………………………………………………………………………………………………..............



ORDER FORM 



Child’s Name ________________________________ 



Quantity 		Price 		         Total  



T-Shirt 	2 yrs	 		________ 		£9.50 each 	         ________ 



T-Shirt 	3-4 yrs 		________		£9.50 each 	         ________ 



T-Shirt 	5-6yrs 			________ 		£9.50 each 	         ________ 



Sweatshirt	2 yrs			________ 		£10.00 each 	         ________ 



Sweatshirt	3-4 yrs		            ________ 		£10.00 each	         ________  



Sweatshirt	5-6 yrs		            ________ 		£10.00 each	         ________ 





  Total ________ 



I enclose cash/cheque (payable to St Andrews Pre-School) for £ ___________________



Name of Parent/Guardian __________________ 



Signed_________________________________





St Andrews Hall, St Andrews Road, Felixstowe, Suffolk, IP11 7EB       Tel: 01394 278326   Mobile: 07815 200925

Charity no. 1153833
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St Andrews Pre-School Opened in 1973. It is located within St Andrews Hall on St Andrews Road, Felixstowe, close to the town centre. We Provide children with fantastic learning opportunities both inside and out. 



We strive to provide an educational environment for children within a bright, safe, stimulating and welcoming setting. We offer childcare for children aged two – four years old during term time only.



Children are provided with structured play and learning activities to help them towards achieving their early learning goals in such a way as to make learning fun! We have divided our main hall into two structured areas which enables the children to take part in fun educational activities that are age appropriate, in an environment that helps acquire independence and the confidence to enable them to reach their full potential and learn more about the world around them.



We have a dedicated team of staff, whose enthusiasm and commitment is demonstrated when working with the children. Our last Ofsted inspection was 24th May 2017. The nursery was graded as good.



Ofsted said: 

This provision is good as Staff work cohesively together and share a clear understanding of the pre-school's strengths. The management committee is effective in monitoring the quality of the provision. Plans for improvement reflect input from staff, parents and children and are well targeted to enhance the existing good outcomes for children. 



 The quality of teaching is good. Staff make particularly effective use of opportunities to extend children's awareness of letter names and sounds. This contributes positively to their readiness for moving on to school. 



 Staff obtain detailed information from parents about children's learning abilities and care needs before they start. Flexible settling-in routines help children, including the youngest two-year-olds, to build a strong sense of belonging at the pre-school. 



 Children are independent and explore their surroundings confidently as they pursue their interests. From a young age they gain good skills in looking after themselves and learn how to keep their bodies healthy.  Children have a wide range of opportunities to find out about people and places in the local community. They visit the beach, shops and take trips on the train, as well as, meeting visitors who talk to them about their jobs and special skills. 



It is not yet outstanding because: Staff do not always provide enough opportunities for children to use their home language within the setting.



Thank you for showing an interest in St Andrews Pre-School, please do not hesitate to contact us for further information. 

We hope you decide to join our setting and hope to see you soon.

Yours sincerely 



Anna Arnold

(Manager)











image1.png

St Andrews Pre-School Limited ‘

PLA Membership No.
34139













St Andrews Pre-School Lunch Club



Dear Parents,



We offer a Lunch Club for all children, as an addition to a morning or afternoon session. It runs from 11.40am-12.30pm. Parents should provide a healthy packed lunch in a labelled lunchbox containing an ice pack. A fee of £4 per Lunch Club is payable for the half-term in advance. Lunch Club may also be booked and paid for on an occasional basis, subject to availability.



If you would like your child to attend Lunch Club sessions, please fill in and return the form below to St Andrews Pre-School. There is a limit on the number of children we can accommodate.



……………………………………………………………………………………………………………………………………………………………………



Child’s Name ______________________



I would like my child to attend (tick sessions on days required):



		

		Lunch Club Session



		Monday

		



		Tuesday

		



		Wednesday

		



		Thursday

		



		Friday

		









Signed ____________________________ (parent/guardian)





Date_____________________________________________







St Andrews Hall, St Andrews Road, Felixstowe, Suffolk, IP11 7EB       Tel: 01394 278326   Mobile: 07815 200925

Charity no. 1153833




