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Prospectus
‘Happy, healthy children learning to learn for the future’

Westwood Farm Community Pre-School
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0118 9429865
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Westwood Farm Community Pre-school is for children aged two and half years (where space is available) to five years.  The Pre-School is committed to enhancing the development of your child to enable them to be ready for school. We aim to provide a safe and stimulating environment for all children where the emphasis is on having fun. Children can join Pre-school for funded sessions the term after their third birthday (or from two if they qualify for funding) space allowing we can take children before they qualify for funding on a paid for basis.
This booklet describes the ethos and running of the Pre-school.

A member of the Pre-school Learning Alliance
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History of our group
Westwood Farm Community Pre-school officially started at Purley Memorial Hall in September 1965.  Before this a group of children had been meeting at a house on the Overdown Road.  A coach was run at each session starting from the Colonnade to pick up children and equipment along the route to the hall.  At first the fees for each session were 3/6d.  The group rapidly expanded and increased the number of sessions run each week.  In September 1975 the group split, with the Purley children staying at the Memorial Hall and those from the Overdown Road Estate moving to a new Community Centre building - our present location.  

The group has continued to grow and generally has about 50-60 children on the register attending between two and ten sessions per week.  We are open five days a week accommodating a maximum of 28 children each session (AM and PM) and between sessions we operate a lunch club (maximum 25 children) to provide full care between school hours.
Running of the Pre-School

The Pre-school is run by parents through a management committee, which is elected annually at the AGM in the summer term.  The committee consists of a Chair, Secretary, and Treasurer and up to twelve others ordinary members, all of whom are parents like you.  A representative of the staff is usually present at the committee meetings.  

The committee employs the staff who are responsible for all the children in their care and the day to day activities, staff also run the lunch club.  The committee also employs an Administrator who deals with admissions, fees and funding. 
The parents of the committee support the pre-school in various ways by providing practical support with HR, accounts, payroll and administration and through organising various fund raising events and in many other ways that is essential to ensure the continuing success of the Pre-school.

The Pre-school is registered with Ofsted and is inspected regularly.  A copy of our Certificate of Registration is displayed on the notice board inside Pre-School.
The Pre-school is a member of the Pre-school Learning Alliance which is a voluntary body that is registered as an educational charity and we have adopted its latest constitution.  The Pre-school Learning Alliance can provide the Pre-school with help and advice and also provides a mediation service for parents if the pre-school is unable to satisfactorily resolve a complaint.
Staff

The committee employs a Manager, Deputy Manager and 10 assistants at present; this means the pre-school has higher adult child ratios than those stated by Ofsted of 1:8 for 3 year olds and above and 1:4 for 2 year olds. Westwood Farm Community Pre-school is an equal opportunities employer.  Each member of staff is police checked before they start working and has signed to say they have read and agree to work by the Pre-school’s policies.

All staff are given the opportunity to undertake appropriate training to update their skills and underpin their knowledge and understanding of the needs of Pre-school.

Sessions

Pre-school is held in the Community Centre, Downs Way, Tilehurst, sessions take up to 28 children and are during school term time as follows:

Monday - Friday



  9.00 am  - 11.45 am

Monday - Friday
Lunch Club

11.45 am  - 12.45 pm

Monday - Friday 



12.45 pm  -   3.30 pm

*Please note that we require children attend a minimum of 4 sessions per week. 

Lunch Club

We can offer your child the flexibility of full day care Monday to Friday 9.00 am until 3.30 pm with our lunch club.  The Lunch Club can be added onto a morning or afternoon session to give parents flexibility.  Alternatively it can be used to facilitate full day care.  The children will be supervised whilst they eat their packed lunch and then go outside to our play area depending on the weather.
Fees

There is a non-refundable administration fee of £15.00 when you register with us. The current fee per session is £19.25 and cost of Lunch Club is £7.00 for 2 year olds. For 3-4 year olds the current fee per session is £16.50 and cost of Lunch Club is £6.00.  Fees are payable each term or half term in advance.  There is no refund of fees for non-attendance, but in special circumstances, such as long term illness, fees may be refunded provided that the vacancy has been filled.  In case of difficulty with payment please speak in confidence to the Administrator or Manager.
NB: If you wish to remove your child from Pre-school then we require 4 weeks notice in writing before removing a child from the register.  Failure to comply with this will result in fees still owing.

The Government provides 15 hours free entitlement from the term following your child’s 3rd birthday (or from aged 2 under some circumstances – please contact us for more information).  This can be taken as any combination of sessions per week.  You do not need to apply for funding as each term Pre-school tells the Local Education Authority which children are eligible for funding based on the birth dates.  You will be given a short declaration form to fill in for each term’s funding and will be required to provide a copy of your child’s birth certificate.
** We are also able to offer the new 30 Hours funding if you qualify. You can apply at this government link:

https://childcare-support.tax.service.gov.uk/par/app/applynow  or following the link on www.childcarechoices.gov.uk 
Aims and Objectives

Our ethos – Happy, healthy children learning to learn for the future

As a community Pre-school with strong links with our Local Education Authority schools, we aim to create a community which has a distinctive level of care for all its members, one which recognises and values with unique contribution of each individual.

So that the full intellectual, social, physical and moral capabilities of each child are developed to their best potential, we aim to provide an environment which is:

· Safe, secure and happy

· Caring

· Stimulating and well planned

We wish to equip each child with the knowledge, skills and attitudes for the next stage of their educational life.

We like to encourage each child to:

· Communicate effectively

· Develop positive relationships with others

· Share and contribute

· Learn constructively

· Become independent individuals

· Work with others in a team

· Be self-confident
· Have a high level of self-esteem

· Develop knowledge of themselves and the world

· Respect themselves

· Respect and understand other people’s feelings, property, opinions, religion, abilities and disabilities

· Develop consideration and interest in others in the local, national and world community

We also offer your child:

· Individual care and attention made possible by a high adult to child ratio

· Fun and friendship with children and other adults

· The support of a personal key worker

· Opportunities for you and your family to be directly involved in the activities of the group and in your own child’s progress

We aim to work in partnership and understanding with parents who will be encouraged to become actively involved in the work of the Pre-school as an integral part of the local community by:

· Working in the group with the children by taking your turn to assist with being parent helper.  We hope parents and carers will use any skills they have to help with the pre-school

· Assisting with fundraising

· Taking part in the management of the Pre-school by serving a period of time on the committee
Admissions

Pre-school places are open to every family in the community.

NB: If your child attends another Pre-school or Nursery, we would ask that you let the administrator know.  Government funded hours may be split between two settings but we will need to complete the paperwork to reflect this and ensure that your child’s government funding is not over claimed.
Children are not eligible for a government funded place until the term following their 3rd birthday.  However, if we have space we can take them from three years old (or sometimes rising 3 i.e. the term before their 3rd birthday) at a charge. You may register your child on or after his or her first birthday by completing a Registration Form (available from our website or from the pre-school) and providing us with a copy of their birth certificate.

From September 2013 we have been offering government funded places to some 2 year olds.  To apply for this funding or to find out if you are eligible please contact your local education authority or visit the website www.childcarechoices.gov.uk .  We will be able to take up to maximum of 4 children under the age of 3 per session. 
Although it is preferable that children are clean and dry (toilet trained) when starting Pre-school we understand that all children develop at different rates and this is not always possible.  We would ask that you send them in pull-ups and to provide a supply of spares and wipes in their bag.  
You will be contacted shortly before your child’s third birthday by the Administrator to arrange when your child will be able to start and which sessions you would like them to attend.  Please note our minimum of 3 session’s per week requirement.

Allocating a place to your child will be determined by date of registration form with priority given to older children.  Please read our admissions policy for our full criteria of allocating spaces.
Starting at Pre-School

Once the administrator has received your registration form and a copy of your child’s birth certificate along with your non-refundable £15.00 registration fee, we are more than happy to welcome you and your child for a visit. Once their place has been confirmed you are welcome to arrange some settling in visits to the Pre-school.  Visits help to familiarise your child with the staff and their new surroundings, whilst having their parent/carer with them. 
Home Visits 
If you feel that your child would benefit from a home visit prior to starting Pre-School, this can be arranged by talking to the Manager.

It is a very nervous time when your child starts somewhere new, for both you and your child. Be assured we will work closely with you to make sure both your child and yourselves feel as much at ease as possible. We are happy to call you or for you to call us as and when necessary you feel you need too.

What to wear
In order to feel free to explore and experiment with all kinds of materials, including messy ones, it is best to send children dressed in clothes which are easily washable and not too new. Please can they wear shoes, plimsolls or trainers but not slippers, ballet shoes or sandals to ensure they have safe footwear when using the climbing frame etc.  Your child should bring a spare change of clothes just in case they get wet (Pre-school hold a supply of spares should your child forget).  All children are requested to have a named pair of wellington boots to be left at Pre-school.

Also please ensure that your child is not wearing any jewellery.

It is good for children to practise the skills which will make them independent.  Simple clothing that they can handle themselves will enable them to go to the toilet when they want to and to put on and take off their outdoor clothes without being too dependent on other people’s help.  Pre-school offer t-shirts and jumpers for sale with the Westwood Farm Logo, please ask a member of staff for details.
Please mark all clothing and footwear with your child’s name as Pre-school cannot be held responsible for any items left in the cloakroom area.

What to bring

Every child will be provided with a drink of milk or water and a varied and nutritional snack at break time.  We therefore only ask you to provide a named water bottle and no other drinks or snacks to pre-school unless there is a medical or dietary reason for your doing so.  Water is freely available during each session.  Please do not allow your child to bring sweets to Pre-school.

It would be helpful if your child could bring a named bag to Pre-school with a change of clothes in, in case of an accident or spillage and also to take home any paintings or creations made during the session.  

In warmer weather we ask that you apply an 8 hour or all day sun cream to your child at the start of their session and to bring a named sun hat to wear outside.  

During colder weather please can ensure your child has a warm coat, hat and gloves as the children play outside for a period of time whatever the weather.
All children are requested to have a named pair of wellington boots to be left at Pre-school.
It is very important that all of your child’s items are clearly named.
Pre-School routine

Each session starts with a short play whilst children enter. Registration and discussion with the children about the theme for the week then follows. We also incorporate Pre-School codes and values; these are basic behaviour guidelines for the children whilst in Pre-School.  Free play follows this and the children are encouraged to join in all the activities on offer. During each session snack is available for the children if they wish.
We believe play is very important in each child’s development and so provide activities and learning opportunities which promote the growth of their physical, intellectual, imaginative, emotional, linguistic, moral and social skills in a safe, secure and stimulating environment.  We aim to provide a varied curriculum and encourage the children to progress at their own rate through experiencing, observing, predicting, estimating, experimenting and coming to conclusions free from the stigma of failure.  We provide play activities and equipment, which give all children equal opportunities and reflect the multi-cultural nature of our society.

Administration
We are required by law to keep full details of the children attending the Pre-school, which will be held on record for the required length of time and then shredded. We require you to complete the relevant form giving your permission for us to hold such information.
Key Workers

Our key worker system gives each member of staff particular responsibility for just a few children.  Each child in the group has one special adult to relate to, which can make settling into the group much easier.  In addition, the key worker is in a position to tailor the group’s curriculum to the unique needs of each individual child.  The key worker maintains links with the child’s home setting, working with parents through shared record keeping to ensure that all children are supported to reach their full potential.

Record Keeping

Because we have a good adult to child ratio in the group, we are able to implement an excellent record keeping system in which observations of the children in the group and at home are used as a basis for drawing up a curriculum for each child.  The records are available for discussion at the parent’s request.
Communication
The staff are always happy to discuss your child’s progress. Parents evening is held twice a year in which you can discuss your child’s development.  These are generally held in November and June.

You will receive a regular newsletter issued by the committee and staff.  This will keep you informed about Pre-school news and give you details of forthcoming events.  Please also keep an eye on the notice board, as this will keep you up to date with what’s happening.

If whilst your child is attending a Pre-school session you should need to contact the staff, please ring: 0118 9429865 or you can ring or text on 07591 750224.  

Outings

Over the past couple of years, we have either invited Millers Ark into Pre-School or visited Rushall Farm and Four Kingdoms; which are very valuable experiences.  The children were able to stroke, hold and feed a variety of farm animals both big and small. This is something we hope to continue on a yearly basis.

During the term we aim to take the children in small groups for a walk around the field and park next to the Pre-School. 
Visits

We aim to have regular visits from the Police, Fire Brigade, and Dentists etc. which we find a great benefit to the children as it gives them an insight into the work of these professionals.  Children get a chance to try on the equipment and see at close hand the “tools of the trade”!  In the case of the Fire Brigade they are able to climb aboard the Fire Engine to see inside.

Voluntary termly contribution
We ask that pre-school families donate £15.00 per term as a voluntary termly contribution. These funds are essential for the pre-school to help towards providing the children with the healthy snack and vital resources that they need for that term. 
Equal Opportunities
All children and adults are welcome to the Pre-school regardless of religion, race, means or ability.

Children have a right to learn in an environment free from prejudice and without discrimination.  We promote positive images of people of both sexes and all ethnic groups with and without disabilities.  We aim to meet the needs of all children in our care in accordance with their stage of development and value them as individuals.  We try to provide opportunities for each child to explore his or her identity and to build on his or her self-esteem.

Children with Special Needs, like all other children, are admitted to the Pre-school and we will work closely with the child’s parents and any medical/social care professionals.  
Behaviour
We aim to help children to develop self-discipline and respect for others.  Discriminating behaviour and remarks are unacceptable within the Pre-school.

The Pre-school has safety rules that the children are helped to understand.  These are to be upheld and if there is a lapse by a child, he or she will be reminded and have the situation explained if necessary.

In any case of misbehaviour, it will always be made clear to the child in question that it is the behaviour and not the child that is unwelcome.  Children will be given praise and adults will endorse behaviour which the Pre-school sees as desirable, such as kindness and willingness to share, so that there is no risk of children receiving adult attention only in return for undesirable behaviour.

When children behave unacceptably an adult will explain to them why their actions are unwelcome and how they affect others in the Pre-school. Parents will always be informed of this.  They will be helped to understand that their behaviour is inappropriate and we will aim to distract and divert attention elsewhere.  
Health and Safety
The health, safety and welfare of everyone in the Pre-school are paramount at all times.

Accidents

Each Pre-school session has at least one member of staff available with a First Aid qualification.  Any accident, however slight is recorded in the accident file and this record is then shown to the parent who must sign their acknowledgement.

We ask that you sign the First Aid section on the Permissions Form giving permission for the staff to administer treatment if required.

Treatment for minor accidents only will be given.  If the accident is more serious, every effort will be made to contact the parent or named emergency contact as well as seeking appropriate medical attention.  Safe procedures are always carried out by the staff in case of injury or bleeding.

Medication

Drugs and medicines cannot be administered by the Pre-school unless prescribed by the child’s doctor and must come to Pre-school with a prescription label on.  In this case written permission and instructions must be provided by the parent.  A written record of any drugs administered is kept and countersigned by a second member of staff. If your child has been prescribed medicine, their cannot attend preschool for a full 24 hours after the first prescribed dose has been given.
Sun Cream

During the summer, we ask that you apply a 8 hour or all day sun cream to your child at the start of the session to ensure they have protection whilst playing outside.  The Pre-School staff are unable to re-apply sun cream.
Illness

No child will be accepted at a session if unwell.  No child should attend if he or she has had diarrhoea and/or vomiting within the preceding 48 hours.

A child must not attend if they have an infectious disease and where possible the Pre-school should be informed as to why the child is absent.  The Pre-school must be informed in the case of German Measles (Rubella) and we will in turn inform all parents if a case of German Measles occurs within the Pre-school.  A guide for the incubation period and exclusion periods for common infectious diseases as specified by West Berkshire Health Authority can be found on the notice board.
Any allergies, past major illnesses, etc. should be reported the Pre-school - see Registration Form.

Parents will be informed of any persistent problems brought to the attention of the Pre-school e.g. Head lice.
Hygiene

Basic hygiene rules are observed - all staff and children wash their hands after using the toilet and before handling food and drink.

Staff have been trained to deal with spillage of blood and other bodily fluids in a safe way at all times to avoid the risk of cross infection.  
Smoking is not permitted inside the Pre-school or in the Pre-school garden at any time.
Safety

Please note that all children remain the responsibility of their parent or carer until the Manager opens the session and at the end of the session when each child is handed over to his or her parent or carer.

Equipment is checked regularly for safety.  If you notice any hazards or problems with the equipment, please tell the staff or committee.

The children are made aware of rules made for their own safety, for example:

· Washing hands after using the toilet and before eating

· No throwing of sand

· No dressing-up clothes on the climbing frame

· We try to encourage no running in Pre-School

· Children are not allowed in the kitchen area
If someone other than you will be collecting your child, you must tell the Manager before or at the beginning of the session.  Anyone who may pick up your child on your behalf (other than the main collector) must be listed on your Collection Authorisation form with a password for them to use upon collection.  When someone comes to collect your child we will ask for the password.  If the person is not on the authority form or has forgotten their password the child will not be released. Then a member of staff shall contact you, to double check.

If in an emergency a child is left in the hall after a session has ended, the staff will first try to contact any of the numbers supplied by the parents.  If this has proved unsuccessful after 30 minutes, then we have a duty to contact the local child protection service.

Fire

Fire drills are carried out each half term and details are recorded.  The procedure is displayed on the notice board and parent helpers are asked to familiarise themselves with it.

The building is evacuated and the Manager takes the children to a place of safety and checks their names against the register.  The remaining staff check that the building is empty.  In the Managers absence the acting Manager for the session will deal with the evacuation procedure.

The hall is fitted with smoke alarms.

Firefighting apparatus is checked annually and all staff are asked to familiarise themselves with it.
Curriculum
The pre-school follows the EYFS (Early Years Foundation Stage) which centres on enhancing the characteristics of effective learning and encouraging your child to achieve these.  

Characteristics of effective learning:
· Playing and exploring – engagement

· Finding out and exploring

· Playing with what they know

· Being willing to have a go

· Active learning – motivation

· Being involved and concentrating

· Keeping trying

· Enjoying achieving what they set out to do

· Creating and thinking critically

· Having their own ideas

· Making links

· Choosing ways to do things

With the above in mind this then splits into prime and specific areas of learning.  

Prime areas:

· Personal, social and emotional development

· Physical development

· Communication and language

Specific areas:

· Literacy

· Numeracy

· Understanding the world

· Expressive arts and design

The pre-school topics and planning are set to incorporate the above areas.  In the topic pack at the beginning of each term you will see what the children will be achieving through the learning intentions stated on this.
For more information on this please contact the pre-school or log on to www.education.gov.uk.

Policies

A copy of all our Policies and Procedures are available for your perusal at all times, please ask a member of staff if you wish to see them.

Special Educational Needs

We aim to provide equality of opportunity for all members of our group, and this includes children with special educational needs.  Each child is able to progress at their own rate in all areas of development, and this is true for children with and without disabilities or learning difficulties.  We are experienced in working in close liaison with professionals across the range of special needs, and we operate in accordance with the Government’s Code of Practice on special educational needs.  If you would like to discuss the group’s ability to meet your own child’s needs, please talk to the Manager or your child’s key worker.  Our full special educational needs policy is available on request.

Staff
	Staff Name
	Position
	Qualifications
	First Aider

	Clare Worlin
	Manager
	NVQ 3 in Childcare

Working towards BA (Hons) Early Childhood studies
	Yes

	Cheryl Beisly
	Deputy Manager
	DCE 3 in Childcare
	Yes

	Nicki Layfield
	Pre-school Practitioner and Pre-School Administrator 
	CYPW 3 in Childcare

Working towards BA (Hons) Early Childhood studies
	Yes

	Janie Muir
	Pre-school Practitioner
	NVQ 3 in Childcare
	Yes

	Sarah Clarke
	Pre-school Practitioner
	NVQ 3 in Childcare
	Yes

	Adele Mandrell
	Pre-school Practitioner
	CYPW 3 in Childcare
	Yes

	Sarah Hawker
	Pre-school Practitioner
	CYPW 3 in Childcare
	Yes

	Amanda Fox 
	Lunch Club and Pre-school Practitioner
	CYPW 3 in Childcare
	Yes

	Julie Woodman
	1:1, Lunch Club
	
	


Training

Our membership of the Pre-school Learning Alliance ensures that we are constantly in touch with new thinking in the field of child education and care.  We receive a monthly magazine offering practical advice and up to date information, and we have access to a range of professionally produced publications.  In addition ongoing training is available through the Pre-school Learning Alliance, West Berkshire Council and other external companies.  
Management and Administration
Decision making

The Pre-school is run by an elected management committee, which ensures that major decision making is in the hands of the parents who use the Pre-school.  The committee is responsible for reviewing both policy and practice, and for employment and appraisal of staff members.  The Annual General Meeting, at which the committee for the following year is elected, is held in May or June and parents will be informed in good time so that they have the opportunity to attend.  

Complaints Procedure

As a member of the Pre-School Learning Alliance we aim to provide the highest quality education and care for all our children.  We aim to offer a welcome to each individual child and family and a caring environment within which all children learn and develop as they play.

We believe children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes.  Our intention is to work in partnership with parents and the community generally and we welcome suggestions on how to improve our group at any time.

Making concerns known

A parent who is uneasy about any aspect of the group’s provision is welcomed to talk over any worries and anxieties with the Pre-school Manager or Chairperson.
Meeting
If this does not have a satisfactory outcome within a couple of weeks, or if the problem recurs, the parent should put the concerns or complaint in writing and request a meeting with the Manager and the Chair of the committee.  Both the parent and the Manager should have a representative present if required and an agreed record if the discussion should be made.

Most complaints should be resolved informally or at this initial stage.
Mediator
If the matter is still not sorted out to the parent’s satisfaction, the parent should again contact the Chair of the committee.

If the parent and Pre-school cannot reach an agreement, it might be helpful to invite an external mediator, or one who is acceptable to both parties, to listen to both sides and offer advice.  A mediator has no legal powers but can help to clarify the situation.  Staff or volunteers within the Pre-school Learning Alliance will be available to act as mediator if both parties wish it.
· The Mediator will help define the problem, review the action so far and suggest further ways in which it might be resolved.

· The Mediator will keep all discussion confidential.  They will meet with the group if required and will keep an agreed written record of any meetings that are held and any advice given.

The role of the registering authority

In some circumstances it will be necessary to bring in the Ofsted registration and inspection unit, who have a duty to ensure laid down requirements are adhered to and whom the Pre-school Learning Alliance works in partnership with to encourage high standards.  Ofsted would be involved if a child appeared to be at risk or where there seemed to be a possible breach of registration requirements.  In these cases both parents and Pre-school would be informed and the West Berkshire Council development worker would work with Ofsted to ensure a proper investigation of the complaint followed by appropriate action.

We believe that most complaints are made constructively and can be sorted out at an early stage.  We also believe that it is in the best interests of the Pre-school and parents that all complaints are taken seriously and dealt with fairly and confidentially.
A copy of our complaints policy is displayed on the noticeboard for all parents to read.
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