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Windmill Pre-School

Parents Handbook
INTRODUCTION
This handbook includes information about our Curriculum Aims and other useful information for you to read.  If there is anything you would like to know more about please speak to Claire Baker, Manager of the Pre-School who will be happy to help.

FIRST DAY
Please ensure you bring the following things for your child’s first session:

Nappy changing items (if applicable)

A named change of clothes

Outside named clothing and footwear suitable for the time of year including wellington boots
Any medications required (previously discussed and agreed with Pre-School)

Child’s comforter if required

There will be a named peg for your child’s coat etc in the cloakroom and you will be required to sign your child in/out each session in the classroom.

If your child is staying for lunch please ensure they have a lunch box which is clearly named on the outside and contains an ice pack.
Please bear in mind when you are dressing your child for Pre School that we try to encourage independent skills so we would ask you not to dress them in clothes with belts or difficult buttons or in dungarees.  Lace up shoes are also very hard to deal with at this age!  Also we have messy play so the children do get dirty, paint on clothes etc so it is best to send them to Pre-School in clothing that can get dirty!
If you wish to purchase Pre School uniform we do sell sweatshirts and polo tops but they are not compulsory.

HEALTHY EATING
For the morning session, we will provide your child with a piece of fruit/vegetables/breadsticks for snack time with either milk or water for your child to drink.  Please make a member of staff aware of any allergies that your child may have.  If your child stays until 5pm we will provide them with a second snack
Lunch boxes

We would encourage you to send healthy options of cold food for your child to eat in small portions.  If you are sending grapes, tomatoes please cut them in half to avoid choking.  We generally return uneaten food with packaging so you are able to see how much your child has eaten.  We do provide water if you don’t wish to send a drink.  We have no chilling facilities so you should provide a small freezer block.
Please do not include any item of food that contains nuts because of any allergies.  
School dinners can be booked.

COMMUNICATION
The Pre-School communicate with parents via:

· A Newsletter each half term.

· Notices displayed on the notice board in the entrance hall.

· Chalk board displayed by the front door

· A closed page on Facebook (parents only)

· Being available for all questions and comments

BEHAVIOUR
At Windmill Pre-School, our ethos is one of care and tolerance for others to allow effective learning.  This requires an ordered and calm environment.  We take a positive approach to the child’s behaviour and endeavour to focus the child away from conflict.  If a child behaves in an unacceptable way, he/she will be made aware of why and when the behaviour was inappropriate.  If the problem is recurring, the staff will work with the family to resolve it.  The children are not allowed to hurt one another physically or verbally, and we discourage the bringing of violent toys – e.g. guns, swords – to the Pre-School.

In order to achieve this:

All staff receive professional appropriate training in positive behaviour in a pre-school setting and will adhere to the requirements of this policy.

We provide an ordered environment, free from the fear of being hurt or hindered.

Children are treated as individuals, with their behaviour managed in a way appropriate for them and their stage of development.

We are aware that children are from a variety of backgrounds and partnerships need to be built with each family.

We have positive expectations that children are kind, respectful, care for belongings, care for resources and care for living things.

All adults will provide a positive model for the children with regard to friendliness, care and courtesy and will offer strategies for handling any conflict.

Rules governing the conduct of the group and behaviour of the children will be discussed and agreed within Windmill Pre-School and explained to all newcomers, both children and adults.

All adults at Windmill Pre-School will ensure that the rules are applied consistently, so that children have the security of knowing what to expect and can build up useful habits of behaviour.

· Adults in Windmill Pre-School will help the children to challenge bullying behaviour appropriately.

· Adults at Windmill Pre-School will praise and endorse desirable behaviour such as kindness and willingness to share.

· We will take positive steps to avoid a situation in which children receive adult attention only in return for undesirable behaviour.  They will be given one-to-one adult support in seeing what was wrong and how to cope more appropriately.  Children will never be sent out of the room by themselves.

· Physical punishment, such as smacking or shaking, will be neither used nor threatened.

· Techniques intended to single out and humiliate individual children such as the “naughty chair” will not be used.

· Physical restraint, such as holding, will be used only to prevent physical injury to children or adults and/or serious damage to property. Any significant event of this sort will be recorded, and the parent informed the same day.

When children behave in unacceptable ways:

· In cases of serious unacceptable behaviour, such as racial or other abuse and bullying, the unacceptability of the behaviour and attitudes will be made clear immediately, but by means of explanations rather than personal blame.

· In any case of unacceptable behaviour, it will always be made clear to the child or children in question that it is the behaviour and not the child that is unwelcome.

· Adults will manage behaviour in quiet tones and not shout, or raise their voices in a threatening way.

· Adults at Pre-School will make themselves aware of, and respect, a range of cultural expectations regarding interactions between people.

· Any behaviour problems will be handled in a developmentally appropriate fashion, respecting individual children’s level of understanding and maturity. 

· Recurring problems will be tackled by the whole of Windmill Pre-School, using objective observation records to establish an understanding of the cause.  Parents will be involved in achieving an acceptable outcome.

· Adults will be aware that some kinds of behaviour may arise from a child’s special needs.

ILLNESS 
We would like to advise you that the Pre-School requests that children who have vomiting or diarrhoea should not return to the setting until 48 hours have elapsed since the last bout of vomiting or diarrhoea has occurred.  This is to prevent the condition from spreading amongst pupils and staff, and also to ensure that the child is feeling better.
ACCIDENTS AT HOME
If your child has an injury sustained at home which leaves a mark we will ask you to complete an “Existing injury form”.  We are required to do this in order that we have a record so please ask a member of staff about it if the need arises.

CONFIDENTIALITY

The Pre-School’s work with children and their families sometimes brings us into contact with sensitive information.  It is the Pre-School’s aim to ensure that all such information be kept strictly confidential and will only be shared in accordance with our Data Protection Policy (Please see on our website). All parents are given a copy of our data protection statement.  

COMPLAINTS PROCEDURE

A parent who is unhappy about any aspect of the Pre-School’s provision should first talk to the Manager.  If this does not result in a satisfactory outcome, the parent should put the concerns in writing and request a meeting with the Manager and the Committee Chairperson.  Both parent and Manager may have an associate present if wished, and an agreed written record of the discussion should be made.

Parents who have a complaint of any kind regarding Windmill Pre-School should arrange to see Claire Baker (our Manager) to discuss and hopefully resolve the problem.

If parents decide to make a formal complaint in writing or by email, the Chairperson will investigate this complaint and get back to the parent with their account of the findings and any action taken within 28 days.

A parent is able to contact Ofsted if they feel it necessary and the contact number is 0300 1231231.
SAFEGUARDING CHILDREN

The designated Safeguarding Children’s Officers at Windmill Pre-School is Alina Hawes who works in Class 2 and in her absence, Claire Baker.  Windmill Pre-School is committed to ensuring that we operate within current guidelines with regard to this matter.  We have a Safeguarding Children’s Policy which is available to read on request. 
.PARENTAL INVOLVEMENT
One of the most important and unique aspects of the Pre-School is the “hands-on” contribution that parents can make to their child’s pre-school education.  Parents significantly influence their children’s learning.  Their continued involvement and the two-way flow of knowledge are crucial to the success of the child’s leaning.  We also welcome any special skills parents could share with the children, e.g. musical, artistic, cooking.

Resources are always tight and we rarely have any extra money to spare so we really appreciate support from parents whether you offer to help us with a fund raising event by volunteering to man a stall or by buying tickets.  The Pre-School has a Management Committee which is made up of volunteers who are normally parents of children attending the Pre-School.

THE WINDMILL PRE-SCHOOL COMMITTEE

The Annual General Meeting of the Pre-School is normally held during May.  All parents are invited to attend for a brief discussion of the year’s activities with Committee members.  Parents wishing to join the Committee are warmly welcomed.  The Committee members (mostly parents with children at the Pre-School) are elected at this meeting.

The Committee is generally involved with fundraising events for the purchase of new equipment etc for the Pre-School.

Current Committee Members

Chair & Safeguarding Officer    Bryony Smith - 07741647242
Secretary   Laura Craig - 07852265451
Treasurer   Lisa Lambert - 07967192236

Fundraising -    Emily Shelford - 07792532583



FINANCIAL MATTERS
Children who are eligible for funding (term after your child turns 3 years of age) receive either universal funded 15 hours per week or 30 hours subject to parental eligibility.  Information relating to this can be found at:  
https://www.childcarechoices.gov.uk/

Funding can be used for whole days ie 6.5 hours; 8.30am-3pm or for half days; 9am – 12 midday or 9am – 1pm.  Additional hours are charged at £6.00 per hour. Unfunded sessions ie for two year olds are charged at the same rate.  You need to be aware that we normally charge for a child’s sessions, if they are not in receipt of funding, including lunch cover, that fall on an Inset day or when we go out which is usually once a year.  This is because the staff are required to work on these days.  We also do not refund fees if we have to close for bad weather and unforeseen circumstances eg loss of services such as water or electricity, or viral epidemic.  
We cannot guarantee any changes/increases to sessions during the academic year but will do our best to accommodate parental choice.

We require all parents to pay invoices on time ie the date as given on the bottom of the invoice or we will charge an additional amount.  It is really helpful for us if you pay directly into our bank account, bank details are on your child’s invoice.  There will be an additional cost of £10 should your payment be late.  We also accept payment for additional/unfunded hours by voucher and are registered with a number of different companies, please check with Donna for more details.
If you need to discuss the charges this can be done in confidence with the  Office Manager, Donna Clarke at any time.

TRANSFERRING TO MAIN SCHOOL
Most children who attend Windmill Pre-School move on to Brill C of E Combined School, however, attendance at Windmill Pre-School does not guarantee a place there.  

The School operates one admission time per year for all pupils so if your child’s fifth birthday is between 1 September-31August they will commence school in September. 


