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Payment of Fees
                          cancellation and withdrawal of child’s place
“Staff provide a stimulating and well- resourced indoor environment, offering warm, caring relationships between staff and children”
Brant Broughton Pre-School is located in the quiet Lincolnshire village of Brant Broughton, which is close to villages Stragglethorpe, Beckingham, Carlton Le Moorland, Bassingham, and Leadenham, also attracting, Coddington, North Hykeham and Waddington.
We have been an active part of the community since 1979.  During this time, we have welcomed children from all the surrounding villages, regardless of which school they will eventually attend.  

We have our own purpose built classroom located within the grounds of Brant Broughton Church of England and Methodist Primary School, we have an enclosed area to the front, side and rear of the preschool, offering a free flow system. In our garden we offer our ‘Sow, Grow and Cook Area, construction and digging area, small world, discovery and communication and communication and marking making shed, also complete with access to outdoor play areas in the school grounds, offering a tyre park, trim trail and playground, with a secure intercom system to the front of school. 

We also offer extra curriculum of Forestry school, baking, church toddler service weekly, we are a ‘here and now’ preschool with our ‘in the moment’ planning following children’s interests and experiences,
We provide a safe, stimulating and caring environment for children from 18 months to 5 years old. We promote learning through play and to work within a framework that ensures equality, diversity and cultural capital giving children the opportunity to expand their knowledge.
We realise that starting Pre-School is an important time for both children and parents alike.  Please take a few minutes to read this booklet and do not hesitate to speak to any member of staff who will be more than willing to answer any of your questions, thank you.
Staff Members

Our Staff Members are involved in the day to day running of the Pre-school.   They provide tailor made activities to enable each child to flourish as they work towards their Early Learning Goals as set out in the Early Years Foundation Stage National Curriculum.
Sally Harper Manager/Send Co            Cache Level 5 in Leadership and Management 
                                                                    CACHE NVQ in Early Years Care and Education Level 3



                            Safeguarding Children Stage 1 and 2/CAF




                            Paediatric First Aid



                            Food Safety in Catering Level 2



                           SEND Co (Special Educational Needs and Disabilities Co-ordinator)

                                                                   Fire Safety Level 2

Michelle O’Reilly Deputy Manager         Early years Educator in children’s development Level 3
                                                                    CACHE level 2 Diploma in Play-work (NVQ) (QCF) 



                           Safeguarding Children Stage 1 and 2

                                                                    SEND Co (Special Educational Needs and Disabilities Co-ordinator




                            Food Hygiene and safety Level 1 




                            Paediatric First Aid 

Emily Harper Preschool Practitioner          Early years Educator Level 3
                                                                    Cache Level 2 in Health and social care
                                                                    Cache children’s workforce and development Level 2

                                                                    Paediatric First Aid

                                                                   Safeguarding (level 1) 
                                                                   Food Hygiene (level 1) 
                                                                   Lead First Aider

Tracy Wintin Bank Staff                  Paediatric Fist aider 
                                                                   Food safety Level 2
                                                                   Safeguarding and Basic Domestic Abuse Awareness Training

In order to develop their professional skills, Brant Broughton Pre-School encourages additional training for all Staff Members, enabling them to keep abreast of the latest guidelines and to consolidate their areas of expertise. All Members of Staff wish to be called by their first names, as it allows the children to form a stronger relationship with them.

Working Together for Your Children 

Brant Broughton Pre-School has a high ratio of staff members to children within the setting.  This enables us to: 

· Give time and attention to each child and ‘listening to their voice’. 

· Talk with the children about their interests and their activities; 

· Help children to experience and benefit from the activities provided;  

· Allow the children to explore and be adventurous, in safety. 

The Learning Environment

At Brant Broughton Preschool, we aim to provide a happy, stable and caring environment where children aged 2 to 5 years can explore, achieve and progress to their fullest potential at their own pace, through both child and adult initiated activities.

To help children interact well with both with children and adults, we promote the equality of opportunities and demonstrate a positive attitude to those issues that arise from a multi-cultural society and from people who may have additional needs, offering an inclusive setting. 

As responsible role models, our Staff supports a child’s individuality, their culture and their learning experiences. They achieve this by providing challenging and stimulating activities that consider a child’s needs, their interests and their personal choice, with a free flow system.
The layout of Brant Broughton Pre-School allows children to initiate and put into operation their own plans allowing them to learn through their play. All resources (materials and equipment) are easily accessible by the children and therefore encourage independence. Our resources are appropriate to their various stages of development and actively support all areas of the National Curriculum, with an ‘in the moment’ approach.
Children

The most important people at Brant Broughton Pre-School are the children. We are registered to take maximum of 18 children.
Our Staff interact with the children by encouraging, facilitating, supporting and teaching them as they play, listening to ‘their voices’ whilst playing, the children can talk about their experiences and share their enjoyment with others. As they grow in confidence they learn how to become more adventurous and independent, but most of all everyone has a fun time.

Key Person System 

Broughton Pre-School operates a Key Person system. Each member of staff has a group of children for whom they are particularly responsible for. 

Your child's Key Person will be the person who works with you to make sure that Pre-School provides the care and motivation that is right for your child's needs and interests, and this will be the starting point for your child in getting to know your child with our ‘all about me’ forms. When your child first starts at the Pre-School, we will help your child to settle and throughout your child's time at the Pre-School, and we will help your child to benefit from the Pre-School's activities.

Clothes/Uniform
Children are often involved in messy play during sessions or out in the mud kitchen and garden area, so we suggest wearing washable clothes which are not too new. 
Brant Broughton Preschool has our own uniform which is compulsory for our setting. We find having a uniform it saves your child’s own clothes and it gives them a sense of belonging and identity, uniform is available from Pre-School, Uniform can be purchased either new or nearly new, please see a member of staff for prices, details available on our ‘parent’s information board’. 

Children tend to become more independent as they progress through Pre-School and simple fastenings on jackets, trousers and shoes/trainers (Velcro type fastenings) will enable them to go the toilet without assistance as well as move between the indoor and outdoor play areas. 

For EVERY session, your child will need a water bottle, containing water only, and a complete change of clothes, just in case. They will also need a pair of Wellington boots for garden play and wet weather and a sun hat during the summer months. 
(Please can you provide a water bottle, wellingtons boots, sun hat and sun cream during warm weather and indoor shoes/slippers/crocs before your child starts school to be left at preschool)
Please can a draw string bag be left at preschool on their peg with spare clothing to get changed into just in case of an accident, water or outdoor play, and if your child is wearing nappies, please ensure that an adequate supply of nappies, wet wipes and nappy bags for your child are at preschool, and a member of staff will inform you when you require more, all bags draw string bags only. Please mark all your child’s belongings with her/his name.

Parents

Parents are important to our Pre-School. You may be able to share a special skill or interest such as music, cooking, dance or even your job.  Please feel free to talk to a member of staff and make arrangements to come along.
Remember that grandparents, carers and child-minders are welcome too. 

How Parents Take Can an Active Part in the Pre-School 

As a member of the Pre-School Learning Alliance, Brant Broughton Pre-School recognises parents as the first and most important educators of their children.  There are also many ways in which you, as parents, can take part in continuing to make our Pre-School a welcoming and stimulating environment. For example: - 

· Exchanging knowledge about your children's needs, activities, interests and progress with your child’s Key Person in their ‘home communication book’; 

· Helping during sessions; 

· Sharing your own special interests with the children;

· Helping to provide, make and look after the equipment and materials used in our activities; 

· Being part of the management of the Pre-School (committee member)
· Taking part in events and informal discussions about the activities and curriculum provided by the Pre-School; 

· Joining in community activities in which the Pre-School takes part; 

· Building friendships with other parents in the Pre-School. 
Parent Committee

Brant Broughton Pre-School is managed by a Parent Committee, it is therefore vital that enough parents become involved as, without the Committee, Brant Broughton PreSchool would cease to exist. 

The Committee works in close association with the Manager, Deputy Manager and Practitioners. It is responsible for reviewing policies (working with Manager), employing staff, fundraising and strategic decision-making. The Committee is elected at an Annual General Meeting, held in September and Members serve for a minimum of one year. 

You can join the Committee at any time during the year.  If you would like more information, please speak to the Manager or Committee Chair, who will be more than willing to answer your questions and provide a better understanding of the role of the Committee
The Committee meets, on average, twice during each term.  If you are unable to join the Committee, there are plenty of opportunities throughout the year for you to help with fundraising becoming a Family member. All the money raised from our fund-raising events is used to buy resources and much needed equipment for the children. 

Brant Broughton Pre-School belongs to the families that use it and Committee Membership allows you to support your child’s early education.

Record Keeping

We are required to keep records about each child at Pre-School. These include observations which detail their experiences and achievements as well as a selection of their work. (Parents can view learning journeys in the child’s marked drawer at any time)
Your child’s learning Journey will move with your child to their next educational setting and will be continued by the staff in that setting until the end of their Early Years Foundation Stage. 

All information within the setting about your child is subject to our Data Protection and Confidentiality policies. (ICO and GDPR May 2018)
Records of Achievement 

The Pre-School compiles a record of achievement for each child.  This enables us to celebrate together her/his achievements.  By working with you, we can provide and support your child’s needs.
Your child’s Key Person will collect information about your child's activities, interests and achievements. This information will enable the Key Person to identify your child's development stage and enable them to plan and progress to the next level. 

By observing the children in a systematic way, using either written notes, or photographic evidence, the Key Person can focus on each child individually. By monitoring their play, they can plan and provide activities that will enable each child to reach their individual Early Learning Goals. These observations also provide information that can be shared with you at any time.
Starting Out and ‘getting to Know your child’
A happy introduction to Brant Broughton Pre-School is important and therefore before your child attends Pre-School for the first time, you will be offered two ‘Taster Sessions’ - a visit during session time, (2 hours during the morning from 9.00am to 11.00am including snack, circle and registration time). This allows you both to become familiar with our routine and to meet the other children and staff. Parents will look through the ‘getting to know’ information and sit with a member of staff to find out relevant information about the child.
When your child starts Pre-School, we have found, from experience, that staying with your child only prolongs the potential ‘agony’ of parting. It is usually better to say ‘goodbye’ and go home (with the emphasis on home) so that we can contact you quickly, if necessary. However, we will not subject your child to any distress and if she/he really needs you to stay for a while you are very welcome to do so.
Sometimes a favourite toy or blanket from home can also help whilst settling in.
You are very welcome to telephone us at any time to check upon how your child is settling.
Parking
Please observe and obey all road markings and road signs outside the school gates and to park considerately (information of parking is on the ‘parent’s information board’
Please do not use the car park as this is for the sole use of teaching staff.

Please make sure that all gates are closed behind you when you are arriving and leaving.
At the start of The day - Welcome Time:

We would be most grateful if you could please wait outside our classroom until we open the door at the start of each session.  (We open the door at 8.45am) 

Upon entrance, encourage your children to do the following: -
              Find their arrival name tag on the coloured pegs; this will be your child’s coat peg while at preschool.
       Find their slipper/ indoor shoe basket (named and located in the pigeon holes below the coat pegs).

      To change from outdoor shoes to indoor footwear.  

       Find their name tag on the apple tree (on the lunch box door) and place it on ‘I am here today’.  (This activity is for     

       name recognition.  Please do not find your child’s name and hand it to them, they will soon learn to recognise their own    

       tag once pointed out to them). 

       Press name tag onto the blue painted panel under small sink unit with Louie (I am here today)
(Your child’s arrival name tag, slipper basket and ‘I am here’ name tag is all about your child’s interest when they start with a picture, filled in on the ‘all about me’ sheet)

Working In partnership with Parents and children - Your child will be encouraged to borrow a book from our library to read at home.  Once it has been read, please return it in the red book bag provided. Your child will then be invited to choose another title. Also, you and your child will be encouraged to borrow a toy from our toy library to take home and play together with, after you have had enough fun bring it back and choose another.  

When all these little jobs have been completed, it is time to say good bye and for a fun time to begin.
At The End of the Session - Going Home Time:

Please ring the bell and a member of staff will assist you, and we will hand your child and their belongings directly to you.  Enabling that we are handing over the correct child to the correct parent/carer, or if you want to collect your child before end of session please ring the bell and a staff member will assist with your collection of your child. If we are outside items for your child will be available for you to collect if we are outside in the garden.
Collection of Children

Please ensure that you collect your child on time as late collection can be very upsetting for some children and may result in a late charge been issued to you.  Also, if anyone other than yourself or an authorised person is to collect your child from Pre-School, the alternative person’s contact details need to be given to a member of Staff prior to collection and authorised by you, with a relevant password.
If you are running a few minutes late, please do not hesitate to telephone us.

In the event that a child is not collected by an authorised adult at the end of a session/day, we will put into practice agreed procedures.  These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child.  We will ensure that the child receives a high standard of care in order to cause as little distress as possible.

If a child is not collected at the end of the session/day, we will follow these procedures:

· The child’s file is checked for any information about changes to the normal collection routines.

· If no information is available, parents/carers are contacted at home or at work.

If this is unsuccessful, the adults who are authorised by the parents to collect their child from the setting - and whose telephone numbers are recorded on the Enrolment Form - are contacted.

· All reasonable attempts are made to contact the parents or nominated carers.

· The child does not leave the premises with anyone other than those named on the enrolment Form in their file.

· If no-one collects the child after one hour and there is no-one who can be contacted to collect the child, we apply the procedures for uncollected children.

Uncollected Children

· The child stays at setting in the care of two fully-vetted workers until the child is safely collected either by the parents or by a Social Care Worker.

· Social Care will aim to find the parent or relative.  If they are unable to do so, the child will be looked after by the local authority.

· Under no circumstances do staff to go to look for the parent, nor do they take the child home with them.

· A full written report of the incident is recorded in the child’s file.

· Depending on circumstances, we reserve the right to charge parents for the additional hours worked by our staff.

· Ofsted may be informed.
Illness/Absence (Including Unexplained Absence)

If your child has a temperature, has vomited or has diarrhoea, please do not send them to Pre-School until a clear 48 hours after the symptoms have stopped. We also request that if you or any member of your family also has any of these symptoms that you or they do not come into Pre-School, as these types of illness spread quickly throughout the setting.

Where children have been prescribed antibiotics, parents are asked to keep them at home for 48 hours before returning to the setting. Please inform us when your child is ill and not attending Pre-School at the start of their illness (ringing everyday to inform a member of staff) If your child is to be absent for any reason at all, please inform us.  This enables us to distinguish the difference between ‘Absent’ and ‘authorised absent’ for the register.
Aims

 Brant Broughton Pre-School aims to:
· Provide high quality care and education for children aged 2 - 5; 

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

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

· Offer children and their parents a service which promotes equality and values diversity.

As a member of Brant Broughton Pre-School, your child: 

· Is in a safe and stimulating environment; 

· Is given generous care and attention, because of our high ratio of adults to children; 

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

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

· Has a personal Key person who makes sure your child makes satisfying progress; 

· Is in a Pre-School which sees you as a partner in helping your child to learn and develop;  

· Is in a Pre-School in which parents help to shape the service it offers. 
The Curriculum Provided by Brant Broughton Pre-School 

Children start to learn about the world around them from the moment they are born. The care and education offered by Brant Broughton Pre-School helps children to continue to do this by providing all of the children with interesting activities that are right for their age and stage of development. 

Pre-School follows the Principles of the Early Years Foundation Stage. 
The Pre-School's Routines 

Brant Broughton Pre-School believes that the care, education, routines and activities are all equally important in the experiences that we provide for children.
Each Pre-School session is structured to: -  

· Help each child feel that she/he is a valued member of the Pre-School; 

· Ensure the safety of each child; 

· Help children to gain from the social experience of being part of a group;

· Provide children with opportunities to learn and help them to value learning. 

The Sessions 

We organise our sessions so that the children can choose from a range of activities and in doing so, build up their ability to select and to complete their chosen task. The children are also helped and encouraged to take part in small and large group activities or key person activities. This introduces them to new experiences and to accomplish new skills, as well as helping them to learn to work with others. 

Outdoor activities contribute to children's health, their physical development and their knowledge of the world around them. The children are encouraged to take part in outdoor child-chosen activities. 
Snacks 

We provide a healthy and nutritious snack during the morning and afternoon sessions.  We make snack time a social time and involve the children in its preparation giving children the opportunity to attend the table at their leisure, and still encouraging communication and a sense of belong. 

If your child has special dietary needs or you wish your child to abstain from certain foods, please inform us and we will uphold your request. 

Please note that a small charge for snacks is made for each session that your child attends, a member of staff will give you details of this when your child starts preschool, which is due within the first fortnight of the term.
Special Needs 

As part of the Pre-School's policy to make sure that its provision meets the needs of each individual child, we consider any additional needs that a child may have. The Pre-School works to the requirements of the 1993 Education Act and The Special Educational Needs Code of Practice (2000). 

Regulatory Authority Inspections

Brant Broughton Pre-School is subject to regular Ofsted inspections. 

All staff and Committee members undergo Criminal Record Bureau checks. 
Ofsted

Piccadilly Gate

Store Street

Manchester

M1 2WD

Tel: 0300 123 1231

Complaints 

If you have a complaint, please do not hesitate to speak to Manager.  If the issue cannot be resolved to your satisfaction, The Manager will involve the Chairperson of our Committee.   If a solution cannot be reached, then outside Regulatory Authorities will be requested to become involved.

However, you do have the option to contact Ofsted directly at the above address.  

Policies 

Copies of the Pre-School's policies are always available for viewing at a parent's request and also on our website..
The Pre-School's policies help us to make sure that the service provided by the Pre-School is of high quality and that being a member of the Pre-School is an enjoyable and beneficial experience for each child and her/his parents. 
First Steps

It is never too early to register your child for a place.  Please contact Brant Broughton Preschool to arrange a visit to discuss session availability (Telephone 01400 279061) completing an ‘application to join form’, all details are available on our website on our ‘parents information’ section.  

The minimum age for starting pre-school is 18 months old.

The Service Offered by Brant Broughton Pre-School

The Pre-School is in operation during Term time only, approximately 38 weeks each year. We are closed during local School Holidays, including half-term breaks and inset days (Term dates provided on our ‘Parents information board)
We are open 5 days each week. Parents may register their child (ren) to attend as many or as few sessions as they like. Children often start off attending one or two sessions a week, building up to the full 5 days, either as funding (EYE) becomes available after age 3, or prior to leaving to start school part-time or full-time, also 2-year funding please ask a member of staff for details.
As a preschool, we have a Breakfast and After-School providing wrap around care from 8.00am to 5.30pm. Breakfast club is open 8.00am to 8.45am and the afterschool club from 3.15pm-5.30pm every day. These sessions have to be booked in advance and if your child does not attend fees are still payable. Additional costs for these sessions, please speak to the Manager for all details. 
Opening Times for non-funded children at Preschool
Morning Sessions
8.45 am to 12.00 noon (Monday to Friday)

Afternoon sessions
12.00 pm to 3.15 pm (Monday to Friday)

Full Days

8.45 am to 3.15 pm (Monday to Friday)

Also extra hours are available to stay for lunch (cost of £4.00) 
Opening times for Funded children
9am to 12.00pm, 12.00pm to 3.00pm or 9.00am to 3.00pm Monday to Friday

Children may attend for mornings, afternoons or for full days, any additional hours will be charged at £1.00 per 15 minutes from 8.45am to 9.00am and 3.00pm to 3.15pm..  
Fees 

Early Years Education Entitlement (EYEE) for 3 and 4 year olds - Funded hours up to 15 hours and 30 hours per week funded if eligible.  
We provide funding for 2 year olds if eligible (all details are available on our ‘parents information’ board or on the Gov.uk.
Morning Session (8.45 am - 12 pm)

£13.00 3/4 year olds
                                                       £14.00 18 months to 2 years
Afternoon Session (12 pm - 3.15 pm)

£13.00 3/4 year olds
                                                       £14.00 18 months to 2 years

Full day (8.45 am - 3.15 pm)


£26.00
                                                       £28.00 18 months to 2 years
Fees invoice will be issued at the start of the Term, these can be paid by cash, cheque, BACS. Offering weekly, monthly or termly payment methods.
Breakfast
8.00am to 8.45am - £3.50
After school club

3.15pm to 5.30pm - £5.00
Government funding for 3 to4 year olds 
The Government offers funding to children, encouraging parents to provide their children with some form of Pre-School education.  Children are eligible to receive a funding from the term after their 3rd birthday (September, January, April). Brant Broughton Pre-School is a registered provider with Lincolnshire County Council and as such the funding will be paid directly to the Pre-School to pay for your Childs fees each term.

The funding enables you to claim 15 or up to 30 hours of preschool education a week for your child at the provider(s) of your choice, on a standard offer, provided that there is a place available.  If you use more than one provider, the funding is only payable for a maximum of 15 hours per week for 38 weeks in the year at preschool. We offer 30 hours funding, parents need to apply for a code before the term starts (September, January and April) and given to preschool too be eligible for the funding, if they do not give the code before the term starts they will wait until the following term. (All information is on our ‘parent’s information board or Gov.uk. Parents have to reapply every 3 months to see if you qualify.
To enable Brant Broughton Pre-School to claim the funding on behalf of your child, you are required to complete and sign a parental declaration form, it is recommended that in order for a child to benefit the most out of the sessions they attend for a minimum of 15 hours per week, to support continuity of care and quality education during their time at Brant Broughton Preschool.
If you require any further information about the funding, please speak to a member of Pre-School staff.
The Entitlement for Two-Year-Old Funding
Children aged two are now entitled to claim up to 15 free hours of education a week on a standard offer.  Please note that certain criteria must be met and this funding is not guaranteed for every two-year-old, even if you meet the necessary criteria.  
Please see a member of staff for leaflets or our ‘parent’s information’ board with all the relevant information.
Parents are required to complete a form and then sign a contract to state how many hours they wish to claim, and funding cannot start until a code has been issued to the preschool.  Please speak to a member of staff if you think you may be entitled to the funding. 
If your child is absent from preschool on holiday funding fees can be asked to be paid back from the government, if this is the case preschool will have to ask you to pay for your child’s absences if that is the case.
Payment of fees

Parents are invoiced half-termly, in advance. Please speak to our Manager if this presents any problems as a suitable arrangement can often be found. 

Fees must still be paid if children are absent for illness our holidays. If your child has to be absent over a long period of time, please speak to our Manager who will raise the issue with the Committee Chair person. 

For your child to keep her/his place at the Pre-School you must pay the fees in advance, within 15 days of receiving the invoice, if fees are not paid Brant Broughton Preschool will follow the policy and procedures, and your child’s place will be reduced to funded hours only and not be available until the fee are paid, or we must receive nursery education funding for your child. 

Parents can also pay by vouchers, we are registered with many companies Eden red, Sodexho and many more, please see a member of staff if you want to register.

In the unlikely event of a cheque being returned, all bank fees must be paid by the defaulter and a letter of notification will be sent.

We charge for holidays even if your child off, staff still need to be paid and places cannot be filled.

PLEASE NOTE:

If you wish to withdraw your child from Pre-School, then four week’s written notice is required.  If you wish to cancel days or sessions 4 weeks’ notice is given unless you are swapping days/sessions. Fees will be due for the period of notice, unless you are a funded child and notice does not need to be given.

