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We welcome you and your child to Corse & Staunton Playgroup.  Our Playgroup is run by parents and carers and we hope that you will soon feel part of the group.

Who are we?

Corse & Staunton Playgroup is a registered charity and a member of Gloucestershire Playgroup and Toddler Association (PATA).

Who are PATA?

PATA provides us with support and training and we have a local fieldworker who we liaise with on a regular basis.  Our relationship with PATA enables us to keep up-to-speed in all areas of childcare, including the Children’s Act, Child Protection, Nursery voucher scheme and the registration and inspection of our Playgroup by OFSTED.

What are the aims of our group?

We aim to provide a safe and stimulating environment, where in the company of trained, friendly staff and caring adults, children can learn through play and have fun at the same time. 

We are totally committed to The Early Years Foundation Stage with its six areas of learning:

· Personal and Social Development

· Language and Literacy

· Mathematics

· Knowledge and Understanding of the World

· Physical Development

· Creative Development

Details of the foundation stage can be found on the noticeboard at Playgroup.  Staff will also be happy to explain these further to you at any time.

We aim to encourage and enable parents and carers to become more involved with their child’s early year’s development. 

Who are the staff?

Playleader
Melanie Binning

Deputy

Sandra Smith

Assistant
Sharon Brewster

All Playgroup staff have been CRB checked and approved.  Staff have undertaken first aid and child protection training and our Playleader holds the NVQ Level 2 Early Years Care and Education (EYCE) and Diploma in Pre-school Practice (Level 3) and our Deputy holds Level 3 Childcare, Learning and Development.

How many sessions do we offer?

We offer three sessions per week during school term time.

· Tuesday in the school hall from 9am prompt to 11.30am.

· Wednesday and Friday in the Village Hall from 9.30am prompt until 12.30pm. 

We are very fortunate to be able to offer a session at our local school for any child in the year before they are due to start school.  The session has a slightly lower adult to child ratio and offers children slightly more structured activities more suited to the older child.

How much are the fees?

We charge £6.00 per village hall session until the term following the child’s third birthday.  The fee then rises to £8.50 a session which is normally covered by the Nursery Education Voucher Scheme.  NEF payments are made on an hourly basis rather than per session.  The amount of funding for 2007/2008 is £3.32 per hour.  The Gloucestershire County Council will only pay for a maximum of 15 hours per week.  If a child claims for two or more providers the funding is then shared on a pro-rata basis between providers.  Parents do not have the option of choosing one setting over another for allocating Nursery Education Funding.  This means that in some cases there is a shortfall between the amount of our fees and the amount of funding we receive.  Playgroup will charge parents for any part of our fees not covered by NEF.   The fees are payable in advance at the beginning of each term.  The Treasurer prepares the bills and passes them to you. We would appreciate prompt payment so that we can pay our bills on time. You will find that a small administration fee is added to your bill. 

Is there a discount for siblings?

We offer a sibling discount at 10%. The discount will apply for the youngest child during any period where both children attend playgroup and both children are not in receipt of nursery vouchers.When the older child is receipt of nursery funding no discount will be given.

What about Nursery Education Vouchers?

Playgroup is part of the Nursery Education voucher Scheme and is regularly inspected by Ofsted in order to monitor the standard of education provided by Playgroup.

When your child becomes eligible for vouchers you will be given a form to complete by either the Treasurer or Secretary.  If you want to know more about the voucher scheme please contact the Treasurer or Secretary.

Uniform

An optional uniform is available for you to purchase at a cost of £9 for a sweatshirt and

£5.50 for a t-shirt. We also have book bags for sale at a cost of £3.50. 

How many children can we cater for?

We are registered for a maximum of 24 children at each session.  If the number of children wanting to attend playgroup rises above this number we will create a waiting list in line with our policy statements.

What do you need to bring to a session?

Protective clothing is provided for messy activities but we do ask parents to bring a bag containing change of clothes for their child. 

If weather allows, some activities take place outside in supervised areas.  With this in mind, could parents ensure that children are covered with sun cream before coming to the session and also make sure that they bring a named sun hat during the summer months or wellington boots and outdoor coats during the winter months. 

How can you help?

Our playgroup is subject to Ofsted and Children’s Act regulations, which state that there should be an Adult to Child ratio of no more than 1:8. In order to comply with these requirements and to make life easier for everyone at each session, we do ask parents to do a playgroup duty at regular intervals, usually once a term.

A member of the committee prepares the duty rota and this will be passed to you at the beginning of each term.

It is essential that all parents take a turn to help during a playgroup session.  Without this help and support, the Playgroup cannot operate.  It is in your interest, and that of your child, that you do contribute your time to help when asked. 

When you have a rota duty please ensure that you arrive at the village hall by 9.00am to help set out the equipment.  For the school session, please arrive by 8.45am.  In half an hour we can transform the room into an inviting environment for the children. 

When you are on rota, you may find that your child “plays up” for the first few times.  You can prepare your child by talking about it beforehand.  Try and give your child the attention they need and you will be able to get involved with the others, particularly if they are allowed to “help” too.  When the novelty wears off your child will soon get used to you doing the rota. 

Helping out at a session may seem overwhelming at first, however participation is the key ingredient and you’ll soon get used to the routine.  You can benefit from learning more about your child or perhaps taking some of the ideas home with you. 

What do we do at a typical session?

Children are encouraged to explore a variety of activities through free play and planned activities with each child’s individual needs taken into consideration. 

Plans are available for parents to inspect at all times.  The plans show how we will achieve the Ages and Stages Goals through play at each session.

A typical village hall session is outlined below showing how you can help.  However, there are no hard and fast rules and we have to be flexible!

9.00 – 9.30
Setting up equipment

Staff and parent helper get equipment and toys from the storage areas and set out according to the planning sheet.   Hopefully enjoy a quick coffee before the children arrive.  Put out a bowl of soapy water and towels for handwashing.

9.25 – 9.30
Children arrive

All join in the welcome circle.  A chance for everyone to sit together, talk and set the scene for the morning activities.  Playleader takes the register and children count number of children, babies and adults at the session. 

9.45 – 10.30
Free play

Children move around the activities, as they want.  The Playleader may ask parent helper to help with an activity e.g. painting or drawing.  Assist the children as necessary with aprons and handwashing.  Keep glues and paints topped up and help with naming pieces of work. 

10.30 – 10.45
Tidy up

All equipment needs to be put in its boxes, paints and glue cleared away.  Tables, washed, sand and water cleared away while children’s hands are being washed ready for snack time.  Wipe tables and put out name cards.

11.00 – 11.15
Snack Time



Staff and parent helper to sit with children during snack time and talk. 

11.15 – 11.45
Physical Playtime

If weather permits the children are taken outside, sometimes to the nearby adventure playground.  If this is not possible the children are divided into  groups to allow for physical activities to be well structured.  One group to be taken into the big hall for physical play and the other group remains in the annexe for quiet play e.g puzzles, pre-writing skills etc.  the groups then swap after 15 – 20 minutes.

11.45 – 12.30
All Together

The children come together in the annexe for story time/music.  Parent helper to finish tidying up. 

12.30 – 1.00
Staff and parent helper to put away toys and equipment. 

Please inform the playleader of any accidents/incidents or problems that occur during the morning that she may not be aware of.  She has the overall responsibility for the safety and well being of the children. 

What snacks do we offer?

Children are offered either milk or water and a snack at the mid-morning break.  We usually have fruit and biscuits and when we have made things to eat during the morning these are eaten.  Parents are asked to inform the Playleader before the child starts playgroup if their child has any allergies (milk, wheat, nuts etc)

Who visits the group?

Visitors are invited to playgroup to talk to the children or shown them something of interest.  These include visits by the Road Safety Officer, Police Officers and so on. 

What outings do we organise?

Several outings are organised during the year.  Occasionally you may be asked to accompany your child and a letter will be sent out prior to the trip with a permission slip.  All playgroup children and their parents and younger brothers and sisters are welcome at the annual summer outing.

What happens if a child needs the toilet?

Playgroup children should be toilet trained, but parents are asked to bring a complete change of clothes to each session and nappies, wipes and nappy sacks if applicable.   Children are taken to the toilet by staff, all of whom are CRB checked and approved.  If your child has a special way of asking for the toilet, or needs to be reminded to go, please tell the Playleader.  Rota helpers cannot take a child, other than their own, to the toilet.

How do we deal with accidents and incidents?

A First Aider is always on duty.  A full stocked First Aid Kit is kept for emergencies, which complies with Early Years First Aid run by St John’s Ambulance.

We try to ensure the safety and well being of our children at all times. However, the occasional bump or graze does occur and these are recorded on an accident form.  The parent is informed of the incident and asked to sign the form.  If the parent refuses to sign for whatever reason, a witness is required to state this is so.  

In the event of a serious injury, the emergency services will be called and the parent or second telephone contact is informed immediately.  

The parent or second telephone contact will also be informed immediately if a child becomes unwell during the session or uncontrollably upset or unsettled for any reason.  

How do we communicate with you?

Newsletters are regularly produced to give information, news and views to and from parents.  An information file is also available for reference at the village hall.  Specific policies and information in the event of an emergency are posted on the information board in the Playgroup Hall. 

How do we share your child’s progress with you?

It is important that we share your child’s achievements and experiences with you and each child is provided with a record of progress at the end of their pre-school year.  We will also share information and concerns with you throughout the year.  

As part of their job the staff make observations and assessments of the children, there are many reasons for this:

· To assess where a child’s current learning is at and plan for future learning. 

· To assess if a child may have special educational needs.

· For staff to evaluate their own practice.

· Child protection.

· As part of staff training/coursework.

· As part of the SEN (Special Educational Needs) code of practice.

These observations are confidential and kept with your child’s records.  If you wish to see them please ask the Playgroup Leader.

Any observations/reports used for coursework are anonymous.

Why do we fundraise?

Like all voluntary playgroups we have to fundraise during the year to supplement our income.  This is absolutely essential in order to keep fees to a reasonable level and maintain equipment and materials. 

What do the committee do?

The committee is a group of parents with children at Playgroup who help with the administration of the playgroup.  A playgroup must have a management committee in order to operate.

The committee deals with all the extra activity required to keep playgroup running smoothly – accounts, insurance, organising fundraising, social activities, parties and outings.  The committee is responsible for interviewing and appointing staff when necessary, for buying and maintaining equipment, producing newsletters and acting as charity trustees.  The Annual General Meeting is held during Autumn and we hope that you will consider joining us.

Is there anything else you can do?

As well as helping on rota you can support in other ways.  You could join the committee or help with fundraising events.  We welcome at any time any queries or suggestions you may have.  A list of the committee members can be found in the Parents file and on the information board. 

SUMMARY OF 

POLICIES AND PROCEDURES

Admissions

Children are generally admitted to playgroup when they reach the age of 2 years and 6 months. The general admissions policy is outlined below:

1. Preference will be given to the age of the child, ie a child going to school the following September, then according to the length of time on the waiting list. 

2. Pre-school children will be offered two sessions at the village hall on Wednesday and 

Friday and in addition will be offered a place on the Tuesday session at pre-school.

3. Non pre-school children will be offered the option of either a Wednesday or Friday morning. 

4. If the numbers at a session drop, another session will be offered to a non pre-school 

child according to length of time on the waiting list. 

Health

The health, safety and well being of all children attending the group are paramount, and we ensure this by the following measures:

· A member of staff with a current First Aid certificate is always on duty

· Any child or adult with an infectious illness will be asked not to attend a playgroup session until they are fully recovered.

· No smoking will be allowed in the village hall or school premises

· Hand washing facilities are available for children and adults and will be made to use them after using the toilet and before preparing or eating food.

· A mid-morning snack will be offered to your child.  This will be varied and sometimes from different cultures.  It is your responsibility to advise the Playgroup Leader of any allergies on your child’s registration form (peanuts, skin allergies)

Safety

· There is a minimum ratio of 1 adult for every 8 children

· The first aid box is kept accessible during a session

· Any accident occurring during a session will be recorded. These will be reviewed by Committee and staff every six months.

· The fire department carry out regular inspections and fire drills take place at least 3 times per year. 

· Prams and pushchairs are to be store outside in the entrance hall

· Safety mats will be used where needed.

· The storage areas are regularly cleaned and unsafe toys and equipment are removed

· Hot drinks are made in the lidded insulated cups.

· At the beginning and end of each session children must be signed in/out on the register.

Medication

Medication will only be given by staff upon receipt of a medication form completed by the parent. All medication should be given to staff, clearly labelled with child’s name and dosage. 

Action in the event of a serious accident or fire

Should a serious accident occur the emergency services would be contacted in the first instance. The parents will then be contacted.  

In the event of a fire, there is a map showing the location of the exits of the hall.  Parents should familiarise themselves with these maps. The playgroup mobile no. is 07706 99 76 34 and this can be used to contact emergency services and parents.

Staff Responsibilities

Staff are aware of their responsibilities to the children in relation to their developmental progress, health and safety.  In view of this, great care is taken in the planning of each session and liasing with parents and committee. 

Staff undertake first aid and child protection training as well as a number of other compulsory courses relating to Early Years Education or Pre-School Education.  They also attend courses organised by PATA and Surestart on different ways to deliver the requirements. 

Playgroup Records

A registration form must be completed for each child and if appropriate a medication form.  These records are confidential and are retained by the playleader.

Contact telephone numbers are kept by staff and will only be used in an emergency situation.  The admissions secretary also has contact telephone numbers that are used on the rota. 

Photographic Records

Photographs are taken to record the types of activities children are involved in at a session.  If you do not wish your child’s photograph to be taken, please indicate on the admissions form.

Equal Opportunities

The playgroup is committed to providing equal opportunities for all children regardless of race, culture, religion, means or ability.

Special Needs

Playgroup will abide by the Code of Practice on the identification and assessment of Special Educational Needs children.  Playgroup will co-operate with the Local Education Authority, Health and Social Service departments and will, at all times, fully involve the parents by working in a partnership, respecting the parents’ knowledge of the individual child.  

A member of staff is appointed as the Special Educational Needs Co-Ordinator.  Confidentiality is maintained at all times.

Partnership with parents

Parents are advised of forthcoming events and decisions affecting the running of the playgroup by regular newsletters. 

All new parents and children are welcomed by the Playleader and committee members will make contact as and when appropriate.

Parents Rota

A parent attends each session and a rota is published at the beginning of each half term.  Any parent who is unable to attend their scheduled rota session will be asked to undertake an alternative session.  Exceptions are made for those mothers who are in the latter stages of pregnancy and those with new babies. 

Visitors

Playgroup will welcome visitors to the group to broaden and extend the children’s knowledge and understanding of the world. The playleader will ensure that the child to adult ratio is suitable for the learning environment. Visitors will not be left unsupervised with the children at any time. 

Weapons

We actively discourage playgroup children from using toys as pretend weapons.  We ask that children do not bring any toys, weapons e.g toy guns or swords into playgroup with them. 

Behaviour of Children in Playgroup

Playgroup aims to provide a stimulating, safe environment allowing children to grow in all aspects of their development.  Positive behaviour is encouraged through our own example.

We provide simple rules and clear boundaries for children, ensuring that we are fair and consistent at all time. 

Complaints

Should any parent feel it necessary to make a formal complaint, this should be sent in writing to the playgroup chair.  The chair will take action to rectify the situation.  This may involve approaching the playgroup’s fieldworker or the Foundation Stage Consultant  should the situation not be resolved internally.  Alternatively you may contact OFSTED direct who will look into your complaint.  Their address is:  Early Years, OFSTED,  1 Temple Square, Temple Quay, Bristol, BS1 6HB.  Tel:  0117 9486955.

If you have any comments on these policies please contact the Chair, Playleader or any member of the committee.  The Complaints Policy can be found on the Playgroup Noticeboard.   A full copy of the Playgroup Policies and Procedures are available to view at Playgroup.

Child’s Details 

Name____________________________________  Date of Birth_______________________________________

Sex (Male/Female)_____________Age on Admission ___________Religion __________________​​​__________

Address ____________________________________________________________________________________

______________________________Post Code ___________________Tel. No. __________________________


Ethnic Origin (tick appropriate box)






(please state)

Black Asian
        
Black Afro 

White

Other



Caribbean




        ________________

Parent/Carer Details

Name_________________________________    
Name ______________________________________________

Address (if different to child’s)

Address (if different to child’s)

______________________________________     ___________________________________________________

______________________________________     ___________________________________________________

Postcode ______________________________ 
 Postcode ___________________________________________

Tel.No.________________________________
Tel.No.______________________________________________

Mobile No. ____________________________
 Mobile No. _________________________________________

Relationship to child ____________________
Relationship to child __________________________________

Others in Family

Name___________________________________Age____________Relationship__________________________

Name __________________________________ Age____________Relationship__________________________

Name __________________________________ Age____________Relationship__________________________

Name __________________________________
Age____________Relationship__________________________

GP and Medical Details

GP Name_________________________________Address____________________________________________

_____________________________________________________________Tel. No.________________________

Current Medication___________________________________________________________________________

If you want playgroup staff to administer medicine to your child during a session you must complete a medication record.  You will find a copy of the medication form in the admissions pack.

History of infectious diseases and immunisations   ________________________________________

___________________________________________________________________________________

Date of last Tetanus_________________________

Known allergies, dietary restrictions or preferences________________________________________________

Any medical procedures forbidden by family religion______________________________________________

Emergency Contacts  (if parents are not available) - Please provide two contacts if possible

Name    ​​​​​​​​​​______________________________
Name_______________________________________________

Address______________________________
Address_____________________________________________

_____________________________________     
____________________________________________________

Tel. No._______________________________
Tel. No._____________________________________________

Mobile No. ____________________________
Mobile No. __________________________________________

Relationship to child ____________________
Relationship to child __________________________________

Childminders Details (if applicable)

Name__________________________________
Address ____________________________________________

_____________________________________
Tel. No._____________________________________________

Person(s) authorised to collect child

Children will only be allowed to leave with an authorised person.  Please ensure that you tell the playleader in charge of any special arrangements you may have to make on any specific day.

Name ​​​​​​​​​​_________________________________
Name_______________________________________________

Address _______________________________
Address_____________________________________________

 ______________________________________
____________________________________________________

Tel. No. ___________________________​​_____
Tel. No._____________________________________________

Mobile No. _____________________________
Mobile No. __________________________________________

Relationship to child _____________________
Relationship to child __________________________________

Physical or Special Needs  Please give details or discuss with the Playleader, Elspeth Harley, any physical or special needs your child may have

__________________________________________________________________________________________

Please give details other professionals involved eg speech therapist

__________________________________________________________________________________________

Other Settings Attended   Please give details of any other settings attended

__________________________________________________________________________________________

Future School   If known, please give details of  which school you intend to send your child

__________________________________________________________________________________________

Granting Permission

Some routine activities of the playgroup may involve trips to a local library, park or playground during the session.  You must give permission if you want your child to take part in these activities.  If you do not give your permission please cross through the statement below.

I give permission for my child to take part in outdoor activities.

Photographs are taken during sessions to record the types of activities children are involved in.  If you do not want your child’s photograph taken please cross through the statement below.

I give permission for my child’s photograph to be taken.

Sometimes it is necessary to change nappies or underwear should they become wet or soiled during the session.   If you do not give permission please cross through the statement below.

I give permission for my child’s nappy or underwear to be changed should they become wet or soiled.

In the event of a medical emergency the play leader will seek medical advice and attention for your child.

If you do not give permission please cross through the statement below.

I give permission to Corse and  Staunton playgroup to seek  medical advice and attention for my child.

Your Child  

This is your opportunity to tell us a little about your child as they join our group.  Does your child have any favourite songs or nursery rhymes?  Are there any animals they are particularly fond of or a game they really like playing?  Is there anything that they particularly dislike or is there anything that may frighten them? This information will help the staff to get to know your child as an individual.

​​​​​​​​​​​​

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Corse & Staunton Playgroup have adopted the Gloucestershire Education Assessment and Transfer Record for the Foundation Stage.

Parent/Carer Signature____________________________________________Date_______________________

Checked and Agreed by____________________________________________Date​​​​​​​​​​​​​​​​______________________

(authorised person on behalf of playgroup)

Corse & Staunton Playgroup

MEDICATION RECORD

This Form should be completed by the parent/ carer and then passed to the Playgroup leader for their records.

Please note that medicines (including inhalers) must be looked after by staff and not left in children’s bags. 

Playgroup staff will not administer medicines unless this form has been completed.

Name of Child:


Name of Medicine:


Type of Medicine


When to be 

Administered:


Dosage:


State the reason why the medicine is to be administered:


Parent/Carers

Signature: 

Giving playgroup staff permission to administer the above medication


Staff Signature:

Of staff administering medicine.


Parent/Guardian Signature:  To say you have been notified that the medicine has been administered.


Date


STAFF
Please ensure that parents are notified of the administering of medicines when they collect their child at the end of the session and that they sign the record. 

Medication Record/ April/09.

COOL MILK SCHEME

Free milk is provided for each child at Playgroup and if you wish your child to receive free milk at snack time, please indicate below the days attended and if you require milk at that session. 

Name of Child

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________________

Tuesday (Preschool)
YES/NO

Wednesday

YES/NO

Friday


YES/NO

Please hand this form in with your admissions form. 

Corse & Staunton Playgroup

Photographic Authorisation

Photographs are taken during sessions to record the types of activities children are involved in. They are purely for Playgroup purposes.

This form should be completed by the parent/carer and then returned with the admissions form to the Playleader, for their records.

Name of Child


I give playgroup staff permission to take photographs during the session of my child

          Signature 


I do not give staff permission to take photographs during the session of my child 

         Signature


         Staff signature




       Date




Corse & Staunton Playgroup
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