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COMBERBACH COMMUNITY PRE-SCHOOL POLICY 
INTRODUCTION
Our Pre-school exists to provide a safe and caring environment for children aged 2.5 to 5 years; to develop and expand their social, physical and mental abilities. 
Pre-school sessions are currently:

	
	Morning
	Lunch
	Afternoon

	Monday
	9.15am – 12.15pm
	
	

	Tuesday
	9.15am – 12.15pm
	12.15pm – 1.15pm
	1.15pm – 3.15pm

	Wednesday
	9.15am – 12.15pm
	12.15pm – 1.15pm
	1.15pm – 3.15pm

	Thursday
	9.15am – 12.15pm
	12.15pm – 1.15pm
	1.15pm – 3.15pm

	Friday
	9.15am – 12.15pm
	
	


Children are welcome to attend any number and combination of sessions, however, Thursday afternoons are for ‘Risings’ children only (i.e. for children due to start school the following September).

There are many activities available to the children, including sand, water, construction toys, painting, climbing frame, slide, home corner, puzzles, play dough, craft table, dressing up, brio train, dolls house etc. We have an outdoor play area and children are encouraged to put their coats on and venture outside throughout the year.
During each session, children are free to play on whatever activity they choose, and we have a healthy ‘rolling snack’ system which takes place between 10am and 11am.

‘Key person time’ takes place at 11am, when children take part in a planned activity with their Key person. This is usually a small group of 4 or 5.

Tidy-up-time is followed by small or full group activities which include, role play e.g. acting out a story, circle time, table top games and musical activities.

Pre-school is run by a parent committee and is a member of the Pre-school Learning Alliance. The Pre-school Learning Alliance is a national, leading educational charity with more than thirty years experience in the field of care and education for under fives. The Pre-school Learning Alliance promotes high standards of care and education among its members.

PRE-SCHOOL COMMITTEE & FUNDRAISING
Committee members are voluntary and are elected annually at the AGM which takes place in September.

The committee meets on a regular basis throughout the year to discuss the effective running of the Pre-school, and any other matters which may arise. One of the many responsibilities of the parent-run committee is fundraising. All the monies raised buys new equipment for Pre-school, as well as helping with the day-to-day costs of running Pre-school. Fund raising events are held throughout the year and parents are asked to help or support these events. 
The committee consists of the following posts:

	Chairperson(s)
Admissions secretary
Treasurer
Secretary
	Payroll treasurer
Minutes secretary
Website co-ordinator
Fundraising


A list of committee members is on our notice board. 
ADMISSIONS
Comberbach Pre-school welcomes all children, irrespective of gender, race, language, culture, disability, learning difficulty or HIV/AIDS status.

Pre-school is registered with Ofsted to accommodate 26 children per session.

Children can begin Pre-school from the day they are two and a half years old, if places are available. We would prefer your child to be toilet trained if possible, but if this is not the case we suggest putting them in pull up trainer pants and providing a change of clothes (requirements of special needs children, in this respect, will be discussed on an individual basis)

The procedure for admissions is as follows:

An admissions form is obtained from Pre-school. This is completed by a parent or guardian and returned to Pre-school. Completed forms are dated, marked with the date received, the term and year in which the child is to start Pre-school and filed in the admissions pending file.

One month before the expected start date, two visits for the child and parent/guardian are arranged (parent/guardian must stay with the child but arrangements for settling in are flexible, giving time for the child to become secure). Details for visits and expected start dates are sent out to parents, along with introductory information and confirmation of days allocated. A contact name and telephone number are provided, should any alterations be necessary. We also have a book in the entrance hall at Pre-school to log any changes to sessions you wish to make. Pre-school policy documents are available for parents to access at the time of the visits.

Although we will endeavour to accommodate all children at Pre-school, if we have more applicants than places available, the following criteria will be considered:

Length of time on admissions pending list.


Age of child.


Comberbach Primary School criteria for allocation of oversubscribed places.

We have an Admissions Database containing each child’s details (family, contact numbers, illnesses, doctor etc), and a hard card-file is written and handed to the Pre-school Supervisor. Details held will be checked with parents each term. PLEASE LET US KNOW EMERGENCY CONTACT NUMBERS CHANGE.
Admissions will be monitored to ensure that Pre-school is open to all and not biased to one section of the community.

Parents are welcome to discuss their child’s admission with the Admissions Secretary. On admission, each child will be allocated a key person who will be available to discuss other issues as necessary. (See relevant section relating to the key person system.)

There is a written policy relating to the admission of sick children. (See section: Health & Safety.)

MISSION STATEMENT

Comberbach Community Pre-school aims to offer the best possible start in life and support children to fulfil their potential. We aim to achieve this by working in partnership with parents and children to create a preschool that meets the individual needs of children and their families.

The Early Years Foundation Stage (EYFS) is the framework that provides this assurance. The EYFS enables children achieve the five outcomes of Every Child Matters:
Staying safe

Being Healthy

Enjoying and Achieving

Make a positive contribution

Achieve economic well being.

Comberbach Pre-school will aim to provide high standards, equality of opportunity, build positive partnerships with parents and professionals, improve quality and consistency and provide learning and development planned around children’s individual needs and interests.

WHAT HAPPENS ON ARRIVAL?
We like children to arrive in time for 9.15am and to remove their outer clothes and place them in the cloakroom. They then wait in the foyer with their parent/carer until Pre-school is ready to receive them. NO CHILD MUST EVER BE LEFT UNATTENDED TO WAIT. The parent/carer may leave once the child is seated on the carpet or, as may happen with children who are unsettled, when they have been handed over to a member of staff.

** WE ASK CHILDREN WHO ON THEIR VISITS TO ARRIVE AT 9.45AM **
A member of staff will stay at the unlocked door for safety reasons. Once every parent/carer has left, the doors to the hall are locked and secured so that no child can go outside the premises unattended. As soon as possible, a register is taken to comply with fire and safety regulations. 

WHAT HAPPENS ON DEPARTURE?
At the end of a Pre-school session, each child is handed over to their parent/carer individually by a member of staff. We make sure all art work/craft is collected from the art rack. Once the child has been handed over, it is the responsibility of the parent/carer for their child’s behaviour.
The Pre-school Supervisor and key persons are available to discuss any problems or queries parents/carers may have. This should be done at the end of the session whenever possible so as to cause as little disruption as possible. 
Occasionally another person may collect a child from Pre-school. This person must be known to the staff and be named on the Registration Form. Staff must be informed beforehand about this arrangement as they will NOT release a child to any unknown/unauthorised person for safety reasons.

DRESS CODE

Children need to wear suitable clothing/footwear to suit activities such as painting, gluing, sand and water, climbing on apparatus, riding bikes etc. Although we do endeavour to protect clothing with aprons, accidents do happen! Please provide named outdoor clothing to enable children to take part in outdoor activities. During the summer months, sun caps are available for your child to wear, or you can send your child in a named sun hat/cap. Please ensure that you protect your child with sun cream prior to coming to Pre-school.
We have our own logo polo shirts and sweat shirts which can be purchased from Pre-school. This uniform is not compulsory, but on a practical level, due to the numerous messy activities we do, you may wish to avoid getting their own clothes dirty. Wearing a Pre-school sweatshirt also helps to foster a sense of belonging. If you are interested in buying uniform, please speak to any member of staff who will be able to show you samples.

If your child attends the ‘Risings’ sessions on Thursday afternoons, they need to take a ‘pump bag’ with a pair of named black P.E. pumps. Pre-school will give a book bag to all Risings children.
Please do make sure your child’s name is marked on all coats, hats, gloves, wellies etc. that are brought into Pre-school: It prevents all sorts of mix ups at going home time!
ROLLING SNACK & LUNCHES
The rolling snack takes place between 10 - 11am. Children choose to visit the “Cafe” during this time. The children will visit the toilet and wash their hands, then go to sit at the snack table. The rolling snack is supervised by Staff and often assisted by the parent/carer who is helping for the morning. Milk or water is provided for all the children, accompanied by a healthy snack such as fruit, breadsticks, cheese etc. Any child who has a medical/dietary requirement will be accommodated.

Lunch time starts immediately after a morning session of Pre-school, on Tuesdays, Wednesdays and Thursdays. Children must bring their own packed lunch and parents are requested to include an ice pack in the lunch box in order to keep food fresh and in line with current requirements.
We regard lunchtime as an important part of the day. Eating represents a social time for the children and helps them learn about basic hygiene and healthy eating. We will also use the lunchtime session to help develop children’s independence through self-feeding.

Staff are aware of food hygiene and health and safety requirements. The Local Authority Environmental Health Department and Ofsted have been informed that we are offering a supervised “packed lunch” session.

Comberbach Pre-school is committed to promoting healthy eating and will provide guidance to parents/carers (usually in the form of a leaflet – handed out when a child is signed up for the lunch session). Advice can be sought from any staff member at any time.

To reserve or vary your place on the lunch session, it is suggested that at least ½ a terms notice is given in writing to the admissions secretary, which ensures that appropriate staffing ratios can be maintained. This isn’t always necessary however, and the Supervisor or Admissions Secretary will let you know availability.
PARENTAL INVOLVEMENT

Parents are involved in managing the Pre-school via a committee which is elected at the Annual General Meeting, held in September. The Committee posts are listed on page 3 of this document.
We encourage all parents, carers and/or grandparents to be actively involved at Pre-school, and ask them to assist during one (or more!) session per half term. This enables parents to experience a ‘typical’ session at Pre-school; to see how their child interacts with other children and staff members, and helps parents to get to know staff and their children’s friends at Pre-school. Parents are very welcome to bring younger siblings of Pre-school children when they come in to help, but we would ask that no babies or toddlers come along to a Risings session on Thursday afternoon. This weekly session is for older children to help with their transition to school.
Parents are encouraged to take an active part in all fundraising activities and events such as our float at the annual Village Fete. The Committee ensures parents are well informed of activities and events by newsletter or letter. The Pre-school Supervisor also informs parents of what has been covered or will be covered in the curriculum during each week of term. Parents are encouraged to contribute to their child’s records and play plans through their key person and they can discuss their child’s progress and general welfare with them at the end of any session.

SETTLING IN POLICY

New starters and their parent/helper are invited to visit Pre-school on two occasions prior to their first proper sessions. Responsibility for other children who accompanies them to the visit and have not reached the age of 2 years and 6 months remains with the parent/carer. This complies with the terms of our insurance policy.

For these two visits, you are asked to arrive at 9.45am instead of 9.15am. This enables new children to have a shorter morning session and to enter a calmer working atmosphere where they should see the other children playing happily. The child and parent/carer will get an opportunity to meet with their key person and discuss the child’s needs, likes/dislikes, special needs, fears etc. These records are confidential but are accessible to the child’s parents on request. 

However, should any new child be unsettled or unhappy when they arrive for their first proper sessions, their parent/carer is welcome to stay for as long as it takes to ensure their child is happy at Pre-school. This way the parent/carer can feel confident that their child will be happy when they do finally leave their child alone.

KEY PERSON SYSTEM

As a child enters Pre-school, he or she is allocated a member of staff as their key person. This is very important for the initial stages as the key person cares for the child and the child can relate to their key person instead of a group of people. 

You will always be the most important influence in your child’s life. We think it is important for a parent/carer to get involved and talk to your child’s key person at Pre-school. It means they can pick up on what you’ve told them about your child and link it to what they do during their time together. This works both ways; by finding out what’s caught your child’s imagination, you can build on that at home too.

We will keep a profile folder showing you what they are learning, how they’re developing, what they are interested in, and how they’re going to build on that.

EARLY YEARS FOUNDATION STAGE

The Early Years Foundation Stage (EYFS) was introduced in September 2008. The EYFS sets standards for the development, learning and care of children from birth to five. Essentially, each child is encouraged to develop at their own pace, have fun, make friends and learn as they play. The aim is for children to be confident and secure, so that when the time comes, they are prepared for school. Children are not pushed, or pressured, but reach their own potential.

The staff working with your child will pick up on their interests and abilities and build on them through play. They’ll think, for example, of fun ways to help develop their language skills; about what will encourage their creativity; and how they tackle small challenges. All the while, they’ll make sure each child in their care is getting the support they need, and above all is enjoying learning through play.
The six areas covered by the early learning goals and educational programme are summarised below:
1. COMMUNICATION, LANGUAGE AND LITERACY
Children’s learning and competence in communicating, speaking and listening, being read to and beginning to read and write is supported and extended. They are provided with the opportunity and encouragement to use their skills in a range of situations and for a range of purposes, and are supported in developing the confidence and disposition to do so.
2. PERSONAL, SOCIAL AND EMOTIONAL DEVELOPMENT
Children are provided with experiences and support which will help them to develop a positive sense of themselves and of others; respect for others; social skills; and a positive disposition to learn. We ensure support for children’s emotional well-being to help them to know themselves and what they can do.
3. PROBLEM SOLVING, REASONING AND NUMERACY
Children are supported in developing their understanding of Problem Solving, Reasoning, and Numeracy in a broad range of contexts in which they can explore, enjoy, learn, practise and talk about their developing understanding. They are provided with opportunities to practise and extend their skills in these areas and to gain their confidence and competence in their use.
4. KNOWLEDGE AND UNDERSTANDING OF THE WORLD
Children are supported in developing the knowledge, skills and understanding that help them to make sense of the world. Their learning is supported through offering opportunities for them to use a range of tools safely; encounter creatures, people, plants and objects in their natural environments and in real-life situations; undertake practical ‘experiments’; and work with a range of materials
5. PHYSICAL DEVELOPMENT
The physical development of babies and young children is encouraged through the provision of opportunities for them to be active and interactive and to improve their skills of coordination, control, manipulation and movement, They are supported in using all of their senses to learn about the work around them and to make connections between new information and what they already know. They are supported in developing and understanding of the importance of physical activity and making healthy choices in relation to food.
6. CREATIVE DEVELOPMENT
Children’s creativity is extended by the provision of support of their curiosity, exploration and play. They are provided with opportunities to explore and share their thoughts, ideas and feelings, for example, through a variety of art, music, movement, dance, imaginative and role-play activities, mathematics and design and technology.
CONFIDENTIALITY POLICY
From time to time, families with children at Pre-school can experience various difficulties which need to be related to staff/committee. Confidentiality will be respected at all times and the number of people who need to know will be kept to a minimum.

Parents may view their own child’s records but no information will be divulged regarding any other child. Staff will only discuss a child’s development/behaviour with the child’s parent/carer and no one else.

Information given to the key person will not be divulged to other parents/carers unless permission is given by the child’s parents for a specific reason, e.g. another parent may be minding another child from the Pre-school who is allergic to certain substances, not yet toilet trained, asthmatic etc.

If at any time a child’s well-being is brought into question, it will only be discussed by the Supervisor, Staff, Committee Chairperson(s) and the appropriate authorities. Any written details will be kept by the Supervisor and be unavailable to any other adult.

All parents will be made aware of our Confidentiality Policy and parents on the Duty Roster must refrain from discussing any such delicate matters which may arise during a morning’s session.

PHOTOGRAPHS AND CHILDRENS WORK
Occasionally, photographs of children participating in activities may be used for display purposes or for use in promoting the school on our website, or in local newspapers or publications. Likewise, a child’s work may be used for display purposes to promote our Pre-school and show the various topics that have been covered. Parents will be asked to sign a confidentiality form, which will be kept on file, giving/refusing permission for any photographs to be taken. 
BEHAVIOUR AND DISCIPLINE
Children’s behaviour must be managed effectively and in a manner appropriate for their stage of development and particular individual needs.
Corporal punishment is NOT given at Pre-school;  nor threatened at any time. Unacceptable behaviour such as bullying, hitting, kicking, biting, pinching or bad language will be appropriately managed and good behaviour encouraged, using positive re-enforcement. 

Children who have difficulty refraining from inappropriate behaviour will be guided by their key worker and supported by other staff, in working towards self-discipline.

If a child persists with any form of inappropriate behaviour, the parent will be contacted, usually by the Supervisor, for a discussion and parents may be asked to withdraw their child from Pre-school.

At Pre-school we encourage good manners: Praise is given for achievements, kindness to others and positive behaviour. 

COMMON ASSESSMENT FRAMEWORK (CAF) POLICY.

CAF is a key area for delivering services that are integrated, focused around the needs of children and young people.

CAF is a standardised approach to conducting assessments of children’s needs, additional needs and deciding how these should be met.

CAF documents will be used by practioners across children’s services in England.

CAF aims to provide a simple process for a holistic assessment of children’s needs and strengths, taking account of the roles of parents, carers and environmental factors on their development.

CAF aims to improve integrated working by promoting coordinated service provisions.

CAF is part of meeting the settings requirements in line with EYFS and Every Child Matters.

A CAF pre assessment may be undertaken without parental consent.

Reasons for a CAF Assessment:
· Concerns about progress.

· Needs of child unclear.

· There is a need for support from more than one agency.

· Agencies require a holistic assessment as part of their process.

Comberbach Pre-school will designate a member of staff to raise a CAF pre assessment. If it is felt that the process needs further action, parental permission will be requested.

IF AT ANY TIME, THERE IS ANY REASON FOR CONCERN THAT A CHILD MAY BE AT RISK OF SIGNIFICANT HARM, COMBERBACH PRE SCHOOL WILL FOLLOW THIER SAFE GUARDING PROCEDURES IN LINE WITH THE SETTING POLICY.

Parents/carers will be asked to advise Comberbach Pre-school if they are already sharing information with another agency, when they enrol at the setting. This information will be regarded as confidential in line with the setting policy and will only shared with relevant staff members.

In the event of a CAF being raised by the setting, a Lead Professional will be appointed. This person will be responsible for the follow up of the CAF and out comes from this. The lead professional will take a lead role to ensure that services are co ordinate, coherent and achieve the right outcomes. 

SAFEGUARDING OF CHILDREN

Comberbach Community Pre-school is committed to safeguarding and promoting the well being of all children in our setting. Our aim is to create and maintain safe environments for the children and to identify early any child welfare concerns, taking rapid action to address them.

We understand the need for joint working between agencies and other professionals. We also recognise the need for all staff to be competent and confident in recognising and responding to child welfare concerns.
The member of staff responsible for Safety of Children (SOCCO) is Julie Watson, although all staff have undertaken training.

All staff working within the Pre-school, and all members of the Committee, have undergone Criminal Records Bureau (CRB) checks to ensure that they are suitable to work with children. No member of staff will be issued with a Contract of Employment until a satisfactory CRB check has been carried out. No member of staff or volunteer will be allowed to work alone, or take a child to the toilet, without a satisfactory CRB check.

No temporary parent/helper, adult or student will be asked to take a child to the toilet, or be put in a situation where they are alone with any child. Constant supervision of all children by all staff together must be maintained to protect children and also staff, should any complaint be made by the parent/carer. When children are outside two adults will be present wherever possible.

All staff are made aware of what to look for in cases of child abuse and have an up to date understanding of safeguarding children e.g.


Physical abuse


Neglect


Emotional abuse


Sexual abuse
Staff will respond appropriately to any:

Significant changes in children’s behaviour

Deterioration in their general well-being

Unexplained bruising, marks or signs of possible abuse

Signs of neglect

Comments children make which give cause for concern.

Staff are also familiar with policy and procedures for reporting and recording any concerns in Pre-school. Any concerns will be passed to the SOCCO, who will take any action necessary. Parents will be informed of any concerns or disclosures made unless local Safeguarding Children Board guidelines advise against this. Any marks on a child, or any disclosures made by a child, will be recorded and kept separate from any other documents. These will remain confidential and be kept in a secure place. These records may be shared with parents if appropriate. 
If an allegation of abuse is made against a staff member this will be investigated reported to OFSTED and appropriate action taken, in accordance with Local Children’s Safeguarding Board guidelines. Ofsted would expect the employer to consider whether the staff member should be suspended pending investigation.
Should a child may come into Pre-school with a visible injury. This will be recorded on an Existing Injuries Form. Pre-school staff do not use any form of physical intervention, e.g. restraint, unless it is deemed necessary to prevent personal injury to the child, other children, an adult, or serious damage to property. Any incident will be recorded in the Incident Book and the parent will be informed that same day. Parents will also be informed by the staff of any toileting accidents, and if a child has been changed during the session.

SPECIAL EDUCATIONAL NEEDS

Our Special Educational Needs Co-ordinator (SENCO) at Comberbach Pre-school is Louise Wingrove.
Comberbach Community Pre-school aims to have regard to the DfEE Code of Practice on special educational needs and also to the guidelines supplied to private and voluntary providers of pre-school education. We aim to provide appropriate learning opportunities for all children by acknowledging their individuality. We also aim to help them feel good about themselves and encourage their confidence and independence. 
Comberbach preschool staff will meet with parents prior to their child joining Pre-school to discuss possible changes to the setting to enable their child to attend.

In order to facilitate this, we ensure that there is suitable accessibility to the premises and its facilities. This includes the toilets, outdoor play area and equipment and the layout of the room (e.g. heights of the tables and equipment chosen).  The hall has been equipped with a disabled toilet, child sized toilets, easy access for wheelchairs (absence of steps, wide doorways, ramp with gentle incline into the garden) and a sound field system. The hall has a policy to allow access to guide dogs for blind people and hearing dogs for deaf people. Safety is of paramount importance and we have invested in finger shield door protectors which prevent the trapping of fingers in the hinged sides of the doors. 
In the event that a problem becomes apparent regarding the access and/or inclusion of any individual at Pre-school in any activity, resolutions to overcome the problem will be sought and put in place. This may involve help/advice from outside agencies. The ideas/thoughts and opinions of the child (if possible) and parents will also be sought and valued. 
We are constantly trying to further improve our provision for all children, and when possible, we will apply for grants to facilitate this. 

In meeting the needs of children with special needs, Pre-school would look at whether additional staff, volunteers or specialist help is needed and how any additional support /funding could best be used. In a situation where a child's special needs have already been noticed and acknowledged/accepted by their parents, often outside professionals will already be involved and we work closely with them. (These professionals may include specialist advisory teachers, educational psychologists, speech and language therapists, physiotherapists, area SENCOs depending on the needs of the child. We also forge links with the school to which the child will transfer, if it is possible. We would try to support the parents in whatever way we can, helping them to find information or helping them to locate support groups or forge contacts with other parents or practical help. 

Our system of observation and record keeping, which operates in conjunction with the EYFS, OFSTED and parents, enables us to monitor children's needs and progress on an individual basis. Each child's progress and achievements are shared and discussed with the parents on a regular basis. If a child's development gives us cause for concern, we will firstly discuss it with the parents. If a child needs extra help within Pre-school, an Individual Education Plan (IEP) will be developed, carried out, monitored and reviewed regularly (this is known as 'Early Action').

Communication with the parents is of paramount importance all through this process. If it is felt by the parents and staff that more help is needed, outside professionals will be approached for their help and/or advice (this is known as 'Early Action Plus'). Occasionally, a child may go through the process of 'statutory assessment' after 'Early Action' and 'Early Action Plus'. The 'statutory assessment' may possibly result in the child being given a 'statement of special needs'. This is not to label or 'pigeonhole' the child, but rather to identify what additional needs a child has and to provide extra funding to meet these needs.

Not every child who goes through statutory assessment is given a statement of special needs. A child would not usually go through the process of statutory assessment at pre-school age though. Extra intervention would be carried out at school ('school action' and 'school action plus') and the child may then possibly go through statutory assessment. This whole process is known as the Graduated Response and it is not always necessary for a child to go through the whole process. 

A situation in which a child may go through the statutory assessment process at pre-school age is when a special educational need has already been clearly identified by outside professionals, e.g. a sensory impairment, a physical handicap or an easily identified mental handicap. In this situation, Pre-school works closely with the parents and other professionals and contributes to the Statutory Assessment process. In the case where a Statement of Special Educational Needs is awarded, Pre-school will implement whatever part of the recommended intervention is relevant to them, still working closely with parents and other professionals. 

A child with a Statement of SEN will have an annual review to ensure that the child's needs continue to be met. If the child is still at Pre-school when it is time for his/her annual review, then Pre-school will organise and co-ordinate it. The school where it is likely that the child will move on to (if known) will be involved as far as possible. The needs and progress of children who have special educational needs will be monitored by his/her key person and the SENCO.
Pre-school promotes other children's awareness through positive images of disabilities in books and toys. We aim to make children aware of their sense of community by understanding and respecting their own needs, views, cultures and beliefs and those of others. With this and through a good adult example and good communication with all children we aim to promote tolerance, consideration and understanding.
Pre-school staff attend in-service training on special needs whenever possible which is arranged by our local training provider Early Years Consultant, and other professional bodies. We make an effort to cascade relevant information to other staff members in order to maintain continuity and share knowledge. 

We strive to provide the best service for our parents and children and we would hope that any complaint or misunderstanding can be resolved through discussion. However, the complaint procedure for parents of children with special educational needs is the same as the procedure for all other parents. For this, please see page 18 of this policy document. 

EQUAL OPPORTUNITIES
Comberbach Community Pre-school is open to all children from the village and surrounding areas. Pre-school will accept all staff, volunteers, parents, and carers who wish to work in Pre-school without prejudice to race, religion, sex or disability.
Pre-school has the responsibility to ensure positive attitudes to diversity and difference – not only so that every child is included and not disadvantaged, but so that they learn from the earliest age to value diversity in others and grow up making positive contribution to society.

 We aim to provide each child with learning opportunities based on individual learning, development and care. Overcome barriers, be alert to early signs of needs, stretch and challenge children. We will involve other agencies as necessary to meet the child’s requirements.

At pre-school we aim to provide for all children irrespective of ethnicity, culture or religion, home language, family background, learning difficulties or disabilities, gender or ability. All children will have the opportunity to experience a challenging and enjoyable learning and development experience.
All children are admitted to Pre-school determined on age, and places may be limited to allow all children to have at least one session per week.

The diversity of individuals and communities is valued and respected. No child or family is discriminated against. Children will learn to understand and respect their own needs, views, cultures and beliefs and those of other people.

Where appropriate Pre-school staff will work in partnership with other settings, professionals, with individuals and groups in the community. This helps to support the children’s development and progress towards achieving the Every Child Matters outcomes.

(For SEN details see previous section)

HEALTH & SAFETY POLICY
If your child has an infectious disease, please keep them at home. We ask that you inform Pre-school about such illnesses so that parents may be informed that measles, chicken-pox etc are doing the rounds.

Parents must keep any child who has been sick or had diarrhoea away from Pre-school until at least 48 hours has elapsed since the last attack.
Special dietary requirements are upheld for certain children at break time.

NO SMOKING – is permitted on the premises by staff, visitors or parents.
ACCIDENTS
Any accident during Pre-school sessions and treatment rendered is recorded in the Accident Book. This is signed by the parent/carer at the end of the session. First Aid can be administered by all staff, some of whom have attended First Aid courses. 
In case of emergency, a member of staff will telephone for an ambulance; the parent/carer will be informed. Once the ambulance arrives, the child will be accompanied to the hospital by a member of staff if the parent/carer has not arrived. The Registration Card, which we ask all parents/carers to complete when a child starts Pre-school, will accompany the child to hospital, so it is important to record all medical allergies, daily medicine e.g. inhalers for asthma etc., on the Registration Card. Please arrange to update the form in the event of any changes.

MEDICINE
Medicines are not usually administered unless they are for a child with special needs or have been prescribed for that child by a doctor.

They will be stored in their original container, clearly labelled and will be inaccessible to children.

The parent must give prior written permission to the Pre-school Supervisor to administer any medication and written records are kept of all medicines given and the parent must sign the record book to acknowledge the entry.

If the administration of prescription medicines requires technical/medical knowledge then individual training is provided for staff from a qualified health professional. Training will be specific to the individual child concerned. (This may apply to a child with special needs). 

A First Aid Box is kept at Pre-school for minor injuries such as grazes/cuts, this is checked frequently and replaced as necessary, (any allergies to sticking plasters must be made known to Pre-school).

At any one time there is at least one member of staff with a current first aid certificate on the premises or on outings. The first aid qualification includes training in first aid for infants and young children consistent with local authority guidelines.

It is important that written parental permission is given at the time of placement to seek any emergency medical advice or treatment which may occur in the future. This can be found on the Admission Form. 
HIV/AIDS
Comberbach Community Pre-school operates an Equal Opportunities Policy and a Health and Safety Policy. Children who may be suffering from Aids or have HIV will be treated in a manner which is consistent with these policies.

If a child who had HIV or Aids applied to attend Pre-school, then our immediate action would be to carry out a risk assessment in light of these circumstances. This is something we would do in the event of any child applying with special needs. The results of this assessment would need to be discussed by key members of the staff and Committee. Our willingness to accept any such child would depend on the outcome of the risk assessment. If any child currently attending Pre-school contracted HIV or Aids, the same procedure would apply.

The identity of any such child would remain confidential unless the parents specified otherwise.

PREVENTION OF HIV AND HEPATITIS B
All members of staff must be aware that blood is potentially dangerous and that the above illnesses can be transmitted through infected blood from one person reaching that of another. It is imperative that the highest standards of First Aid and hygiene are practised at all times.
CUTS/GRAZES
1. The person administering First Aid should be wearing disposable gloves.

2. The wound should be washed with cool boiled water or antiseptic diluted with correct amounts of water.

3. The wound should be dried with disposable gauze and a sterile dressing applied if necessary.

4. All used dressings/gauze etc should be put into a plastic bag, sealed and put in the outside bin.

5. The person administering the First Aid should wash their hands using an antibacterial wash.

BLOOD SPILLAGE
This applies to blood from a nose bleed or deep wound spillage on to the floor:

1. The member of staff attending to the spillage must wear disposable gloves and an apron.

2. A diluted disinfectant solution should be used and the spill mopped up with disposable towels.

3. Proceed as stated in paragraphs 4 and 5 above of Cuts/grazes Policy.

HYGIENE
The children are encouraged to wash their hands after using the toilet. Tissues are available for children to use to blow/wipe their noses and a bin is provided for their disposal. We ask children not to cough over other children or to drink from another child’s cup at snack time.

FIRE DRILL
1. The Supervisor will blow a whistle informing the children, who will form a line. All children will be led out of the building via the relevant Fire Exit to a specified point of assembly.

2. A member of staff will check the kitchen, toilets and store cupboards to ensure nobody is left before leaving the building.

3. The Fire Brigade will be telephoned. 

4. The Register will have been collected and a roll call is taken at the assembly point. All will stay assembled

5. Nobody may re-enter the building until it has been declared safe to do so by the Fire Officer in charge. 

Fire practises are held regularly each term. Fire extinguishers are checked annually by the fire officer. The register is taken at each session for numbers in case of fire. Fire doors are kept closed but with quick access. Exit doors are kept free from play equipment. Safety plugs are in all electrical sockets. Children are not allowed in the kitchen area.

OUTINGS PROCEDURE
Outings vary from a trip pond dipping to a local pond, a walk in Marbury, to a day trip to Stockley Farm or Walton Gardens, for example. On most outings we ask for parent/carer volunteers to come along. There will be one adult to two children. Parental consent is obtained for outings when the child joins the group. Parents sign a general consent form for short outings and special forms are issued to parents before major outings.

GENERAL SAFETY
The hall door is locked but is quickly released in the event of fire. The glass in the doors is safety glass. All equipment/toys are to British Safety Standard and any damaged toys are removed immediately. Children are supervised by adults at all times and never out of sight of an adult. The outdoor play area is securely fenced with the required ratio of adults to child supervising any outdoor play. A member of staff will be positioned at the door while children are entering or leaving the premises to ensure that no child leaves until an appropriate adult is there to collect them and the child has been “called”. No unknown person is admitted to the premises without relevant identification. The equipment/toys are laid out safely on the floor, carpet or table so as not to cause injury to a child or adult.

Occasionally a small group of children may be taken out to the playing field to do such things as collecting leaves, bark rubbings, watching any activities on the farm beyond the playing field etc. On these occasions the correct ratio of adult/child is maintained and enough staff remain on the premises to supervise the remaining children. At the end of the session the premises are left clean and tidy and every room is checked to make sure no-one is left behind and locked in.
The area of the building considered unsafe is the kitchen. All cleaning materials are kept in the kitchen cupboard away from the children during a session, but are locked away after a session.

The safety of each child is paramount. Although children are safely handed over to their parent/carer on departure from Pre-school, Pre-school will not release any child to their parent/carer is deemed unfit to care for their child.
1. PARENT/CARER UNDER THE INFLUENCE OF DRINK/DRUGS
In the event of this occurring, Pre-school would contact the emergency telephone number of the child’s records. Social Services and/or the police would be contacted if the situation got out of control or it if was thought the child was in an unsafe situation. It would be helpful to discuss such an occurrence with the parents and any other relevant parties i.e. Social Services at a later date to resolve any such situation happening again.

2. DIVORCE/SEPARATION
In the event of a family breakdown, Pre-school would require a written statement from the parents stating who has custody of the child and if the other parent has any access to the child at the end of a Pre-school session. The child would only be handed over to the custodial parent. The Police/Social Services would be contacted if there was any adverse behaviour from the parent with no access.

3. LOST/UNCOLLECTED CHILDREN
In the event of a child going missing there would be an immediate search of all rooms/cupboards in the Hall. Failing to find the child would cause the search to widen. Bearing in mind the remainder of the children would still require supervision, one member of staff would look to see if any of the exit doors had been used and to search the immediate area - outside storeroom, car park, playground etc. At this stage, if the child had not been found, then the Police would be contacted and the parent/carer at home would be alerted in case the child had left the Pre-school to walk home. Parents at work would also be contacted at this point. One member of staff would use his/her car to follow the child’s journey to/from home to see if the child had followed this course. Once the Police arrived, the Supervisor would accept the procedure recommended by the Police and co-operate fully.

If for some reason a child was not collected after a reasonable length of time at the end of the Pre-school session the following procedure would be put into operation:

All emergency contact numbers kept on file for the child would be telephoned. If we are unable to make any contact with the child’s parent/grandparent/carer etc., as a final resort the local Police and Social Services must be contacted. 

STAFFING POLICY
During every Pre-school session, the ratio of adult to child is:

1:4 for 2 yr olds and 1:8 for 3 yrs and over. 
Each member of staff is also a key person for a given number of children, who will take a special interest in them.

Staff are appointed with equal opportunities in mind and the best candidate is appointed without prejudice. Staff are qualified or will seek qualifications to work with children. Staff are able to attend courses for in-service training which Pre-school will assist with financially. It is advisable for all staff to hold a First Aid Certificate.

New staff will undergo an induction programme in which they learn about the Pre-school’s policies and practices. The timing and duration will be determined by the Pre-school Supervisor.

The current staff are:
	Louise Wingrove
	Supervisor, ENCO, SOCCO

	Zoe Jones
	Deputy Supervisor

	Carol Richardson
	Assistant

	Sarah Jones
	Assistant

	Julie Watson
	Assistant, SENCO

	Alex Robins
	Assistant


In the absence of the Pre-school Supervisor the Deputy will take charge. Two qualified assistants will always be on site when children are present.

STUDENT PLACEMENT POLICY
Occasionally, Pre-school may be asked to place a student. A written request from the college/school by the course tutor is required to enable Pre-school to decide whether a student would gain sufficient practical experience from us for their particular course. Since students would not have been police checked, they would not be allowed out of sight of adult supervision or be allowed to play with a child in isolation.

If a child study by a student is requested, then the student must have the written permission of the child’s parents and the student must understand that any written record/information of the child is confidential.

TOY POLICY
Toys for Pre-school will enhance your child’s enjoyment and will help develop new skills during the course of their play. The toys are kept in good order, clean and packed away carefully to ensure longer life. The toys are suitable, safe and challenging for 2 to 5 year olds. Certain toys have been chosen to reflect different cultures. Material bought for the craft table will widen a child’s approach to creativity. Paints are non-toxic and scissors are blunt ended. No child is allowed to move from the craft table whilst holding scissors.

COMPLAINTS POLICY

Hopefully, any complaint/misunderstanding can be remedied within the Pre-school session. Any serious complaint made against any member of staff, Committee member or parent helper however, must be reported to the Supervisor. If not resolved satisfactorily at this stage, the complaint will be investigated by the committee. Interested parties should make submissions in writing and committee decisions will also be in writing. If not resolved at this stage, any parent may contact Ofsted, but we would expect to be notified that this action has been taken.

FEES & FINANCES 
The charges for sessions are detailed on the Registration Form. Fees are charged per half term and must be paid within the first two weeks of that term.
A bill will normally be issued at the beginning of each half-term. The bottom section of this bill is detached, and enclosed with payment. We welcome payment by cash or cheque (payable to Comberbach Community Pre-school), or by direct payment via internet or telephone banking. We do not issue receipts, but if you require one, please ask at Pre-school.

Comberbach Community Pre-school is a registered charity, and as such our aim is not to make a profit. We aim to keep our fees as low as possible, and use any income to cover the basic costs of running Pre-school, e.g. staff salaries, rent, insurance etc.

Any increases in fees are usually decided on an annual basis. However, if the number of children attending Pre-school fluctuates greatly between terms, then the Committee may find it necessary to adjust fees at the end of a term so that the basic running costs are covered. Therefore it is of vital importance that you inform Pre-school as soon as possible if you require your child to drop or pick up a session.

If your child misses a session whether through holiday or illness then, regrettably, fees are still payable in full.
Pre-school must also receive half a terms notice if your child is leaving (except when starting school). If the required notice is not received, then the half term’s fees must be paid in full.

Our accounts are audited annually by an external source and a copy of the accounts is made available at our AGM which is held in September.

RECORDS

	Admissions
	Admissions Pending
Daily Register

	Duty Roster
	Telephone number of parent’s/carer’s for parent/carer helper

	Receipts
	Record of payment made

	Registration Forms
	Electronic database and admissions cards stored at Pre-school in case of emergency

	Accidents
	Recorded in the Accident Book

	Incidents
	Recorded in Incident Report Book

	Key person Profile files
	

	Special needs children’s Profile files
	


All records are confidential and no unauthorised person may have access to them. Parents may view their own child’s records at any time.

PARENTS ARE TO SIGN THE ATTACHED SHEET TO SAY THAT THEY HAVE READ AND ACCEPT THE POLICIES AS THEY STAND.
Policy Document updated: November 2011
Verified by Chairperson: 

Name: 

Signature:

Date:  
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