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TEDDY BEARS PRE-SCHOOL

BOXFORD

INFORMATION PACK AND PROSPECTUS
Teddy Bears Pre-School

Boxford Village Hall

Boxford

Newbury

Berkshire

RG20 8DH

Tel : 01488 657273

Wendy@teddybearspreschool.com
or

Admin@teddybearspreschool.com
www.teddybearspreschool.com

Dear Parent / Guardian,

The Information pack and Enrolment form is a small introduction about Teddy Bears Pre- School which is held in Boxford Village hall on the following days; Tuesday, Wednesday, Thursday from 9am to 3pm and Friday 9am to 12noon. 

Children who are 2yrs plus can enjoy practical activities, songs/musical instruments, dance, nursery rhymes, circle time, adult lead table activities, self selection activities, free flow indoor/outdoor play and story time. These sessions run all four mornings 9am to 11:30am. 

There are healthy snacks and refreshments available at all times.
We run a lunch club for all children from 11:30 to 12:30 on Tuesday, Wednesday and Thursday at an additional charge of £3.50 per lunch club and from 11.30 to 12noon on Friday at an additional charge of £1.75.  This gives the children a chance to socialise at meal time and an insight into school practice. 
Our afternoon sessions for 3 years plus children only, run on Tuesday and Wednesday from 12:30 – 3pm these have a more structural format. The children can select resources for activities but are also encouraged to access adult lead activities which include: folder work, maths, P.E., science and story time. 

Our Thursday afternoon session is a fee paying and free entitlement session for 2 years plus children and runs from 12:30 to 3pm.
For more information or to be put on the waiting list, please contact our Supervisor Wendy Napier at Boxford Village Hall on the above days 

Tel. 01488 657273 or e-mail Wendy@teddybearspreschol.com or alternatively at 

3 Hatt Close, Peasemore, Newbury, Berkshire. RG20 7JR.  Tel: 01635 248108
outside the above hours.                                

1. INTRODUCTION

The Teddy Bears pre-school is a quality all-round learning facility for Pre-school children. We offer up to seven sessions per week for children aged 2-5 yrs, plus a toddler group on a Monday morning 9:45am to 11:45am (Panda Club).

We are a member of the Pre-school Learning Alliance, with high standards in all areas of our operation. We are also inspected by OFSTED. Through play, we offer the opportunity for children to develop socially, emotionally, intellectually and physically. We provide a caring, safe, stimulating and happy environment.

Teddy Bears Pre-school is LCSB registered as a charity and our number is 1024855.

AIMS OF THE PRE-SCHOOL

We aim to help your child work towards attaining the Early Learning Goals set out by OFSTED. Some of the aims of each of these areas are:

Personal, social and emotional development

To be interested, excited and motivated to learn. Be confident to try new activities, initiate ideas and speak in a familiar group.

Work as part of a group or class, taking turns and sharing fairly, understanding that there needs to be agreed values and codes of behaviour for groups of people, including adults and children to work together harmoniously.

To understand what is right and wrong and why! And to respect other peoples needs, views, cultures and beliefs.

Communication, language and literacy

To enjoy listening to and using spoken and written language and be able to readily use it in their play and interaction with others.

To respond to stories, songs, music, rhymes and poems and make up their own stories.

Attempt to write their own names and other such things such as labels and captions and begin to form simple sentences, and some punctuation.

Mathematical development

To say and use number and names in order, in familiar contexts. To be able to solve practical problems. To be able to use ‘greater’ and ‘smaller’ to compare quantities.

Knowledge and understanding of the world

To ask questions about why things happen and how they work. Find out about past and present events in their own lives, and in those of their families and other people they know. Begin to know about their own cultures and beliefs and those of people around them. 

Physical development

To move confidently, imaginatively and in safety. To move with increasing control and co-ordination. To use small and large equipment while balancing and climbing.

Creative

To be able to explore colour, texture, shape and form. To recognise and develop how sounds can be changed. To sing simple songs from memory, recognising repeated sounds and match movements to music. Use their imagination in art and design, music, dance and develop these in role-play and stories.

In addition the Teddy Bears Three plus sessions put particular emphasis on encouraging children to learn skills in preparation for school. These sessions are of a more constructive nature than the pre-school sessions.

Each child has a ‘Key worker’ assigned to them whose role is to observe and look after them. They are responsible for their welfare, daily activities, play plans, keeping records and maintaining reports. All staff are approachable should you need to discuss your child with any one of them.

We aim to give equal opportunities to all children so that they are able to be themselves and achieve their full potential, regardless of their culture, religious beliefs, ethnic origin, disabilities or special needs.

Timetable
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Day

Session

Time


Age Range

Monday
Panda Club*

9.45am - 11.45am

0-5yrs

Tuesday
Teddy Bears

9.am - 11.30am

2-5yrs



Lunch Club               
11:30am – 12:30pm

2-5 yrs

                     
Three plus
           12.30pm - 3pm

3-5yrs

Wednesday
Teddy Bears

9.am - 11.30am

2-5yrs



Lunch Club                
11:30am – 12:30pm

2-5 yrs

                      Three plus

12.30pm - 3pm                     
3-5yrs

Thursday
Teddy Bears

9.am - 11.30am

2-5yrs


                      Lunch Club                
11:30am – 12:30pm

2-5 yrs



Teddy Bears

12.30pm – 3pm

2-5 yrs

Friday

Teddy Bears

9.am - 11.30am

2-5yrs


                      Lunch Club                
11:30am – 12:00noon

2-5 yrs

*Panda Club is a session for all pre-schoolers and their parents and carers. Come along and enjoy a structured or self selection activity morning based along Pre-school lines. Experience constructive and creative play or singing and story time and much more! 

Cost per session: £3 for each family

Organisation of Teddy Bears Pre School

The pre-school is run by a parent management committee who are elected annually by the parents of children attending the pre-school. They employ the following staff:

Manager/Leadership Practitioner - Wendy Napier

1. Achieved Early Years Professional – Feb 2011 

2. BA Hon’s in Early Childhood Studies Qualified in September 2010

3. Foundation Degree in Childcare and Education (senior practitioner) Qualified in July 2009

4. Diploma in pre-school practice (level 3). Qualified Nov 2003

5. Safeguarding and child protection qualified November 2011
6. First Aid Trained January 2012
1st Supervisor – Sarah Phillips
1. Working towards Level 5

2. Intermediate Leadership Management Skills. Completed April 2008
3. Diploma in pre-school practice (level 3). Qualified June 2006

4. Paediatric First Aid Trained January 2009


2nd Deputy supervisor – Kerri Ballard
1. Diploma in pre-school practice (level 3). Qualified April 2009

2. Health & Safety Officer June 2008

3. Level 1 Food Safety Awareness in Catering March 2010
4. Paediatric First Aid Trained May 2008
5. Safeguarding universal certified November 2011

6. Lunch Club Supervisor
Play practitioner – Christine Dorrat

1. Diploma in pre-school practice (level 3). Qualified April 2009.
2. Level 1 Food Safety Awareness in Catering October 2011
3. Paediatric First Aid Trained January2012

4. Joint SENCO responsibility

5. Lunch Club Supervisor

6. Safeguarding universal trained February 2010


Play assistant – Liz Bone 
1. NVQ 3 in childcare and education. Qualified July 2011

2. Paediatric First Aid Trained March 2010

3. Safeguarding universal certified November 2011 

Play assistant – Denise Thompson

1. NVQ 2 in childcare and education. Qualified April 2010

2. Paediatric First Aid Trained July 2009
Trainee Play assistant – Delyn Deacon




1. Working towards Level 2 in childcare and education.
2. Safeguarding universal certified November 2011

3. Paediatric First Aid trained January 2012 
Trainee Play assistant – Karen Smyth




1. Working towards Level 2 in childcare and education.
2. Safeguarding universal certified November 2011

3. Paediatric First Aid trained January 2012 
Lunch-time assistant – Lin Robinson




1. Level 1 in food safety awareness in catering

Our staff ratios are never more than:

1 adult to 4 children for the 2 – 3 year olds

1 adult to 8 children for the 3 year olds and over

These ratios are always maintained. In the event of staff absence we have an emergency cover list of parents available to come in at short notice.
Panda Club Supervisors – Wendy Napier and Sarah Phillips.
Fees

Pre-school morning sessions = £4 per hour or free entitlement
Three plus afternoon sessions = £4 per hour or free entitlement 

Thursday afternoon session = £4 per hour or free entitlement

Lunch Club, Tuesday, Wednesday & Thursday £3.50 per club, Friday £1.75
Fees should be paid on receipt of your bill, which is usually placed in your child’s tray at Teddy Bears. Help and arrangements can be made for fees – please do not hesitate to speak to the Supervisor in confidence. Funding is available for three and four year olds from West Berkshire Council; the nursery applies for these on your behalf. Please notify supervisor of any changes to your circumstances. One month’s notice is required when leaving the pre-school.
Please note that it is at the committee’s discretion to give refunds in cases of prolonged absence.

Admission

The admission of your child may be discussed with the Supervisor at your home or at any of the pre-school sessions. Parents/guardians and their children are positively encouraged to visit the group before the child attends. You are welcome to stay during your child’s ‘settling in’ period. To help with your child’s development and to ensure continuity, it is recommended that they initially attend two sessions per week, if space available.

If your child is not toilet trained when he/she starts, please supply nappies and wipes or a change of clothes including shoes. We do hold a change of clothes for inevitable accidents (please wash and return). 
Admission Criteria

Should the need arise, priority for admission will be on the following basis:

      1.
Children who live within the catchment area – please see map.

2. Children whose names are on the waiting list – please talk to the Supervisor about putting your child’s name on the waiting list.

3. Siblings of children that already attend the pre-school.

4. At Teddy Bears pre-school 3yr olds take priority, but where possible 2 yr olds are taken in the term after their second birthday if a place is available.

5. For the Three plus sessions children will be taken the term after their third birthday (the dates for which the term ends is 31st March- 31st August - 31st December) if a place is available and at the Supervisors discretion.

Catchment Area Map
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The Daily Routine

The daily routine for the Pre-school and Three Plus sessions is flexible, but we include all the activities shown here on a regular basis.

Pre-School Activities
Free flow play


           Creativity

Table top activities



Maths

Circle time




Lunch

Milk & water




Computer activities

Self select activities



Science

Story time




Story time

Floor play




P.E.
Singing/dance



Folders

Arrivals and Departures

When bringing your child to a session, please bring them inside hall and leave them with a member of staff – Children are not to be ‘dropped off’ outside the hall.

Collecting your child is always carried out inside the hall, and if another adult is to collect your child, please inform the Supervisor when the child is brought to the session (please complete child collection form). In the event of an emergency which means that the child cannot be collected as arranged, please telephone the Supervisor on 01488-657273 before the end of the session.

Trays

All children have a named tray for their art, letters and any information to take home – please don’t forget to look in the tray and take these things with you at the end of a session.
Illness
Parents/guardians are requested to keep their child at home if they have any sickness or infectious disease.  Please advise the Supervisor of the nature of the illness, e.g. Chickenpox. Parents are asked not to bring in any child to pre-school who has been vomiting or has had diarrhoea until at least 48 hours after the condition has stopped.
Changes in circumstance

Any change of circumstances at home needs to be advised to the Supervisor or the child’s key person to aid the staff’s understanding of your child’s behaviour. Any information you give us will be treated in confidence.

PARENTAL INVOLVEMENT

There are a number of areas where parents and guardians can make a valuable contribution to the successful and smooth running of the Pre-school:

1. Share your skills and trades, e.g. Cooking, sewing, crafts, uniform showing.

2. Be part of the Committee (a chance to have your ‘say’, understand how the pre-school is run & the odd social evening!).
3. Help with fundraising.

4. Supply materials e.g. junk modelling items.

5. Help with hall and equipment maintenance.

6. Give us your ideas and comments.

7. Attend social events.

8. Be on the emergency cover list.

9. Parent Rota – every half term each child’s principal guardian is invited to help out at pre-school for a morning session. Should they be unable to attend we do make a £10 charge to contribute towards the additional staff member needed for that session.
We encourage you all to play as much of a role in the ‘Pre-school’ as you feel you can. We have an annual A.G.M (usually in September/October). This is a chance to get together with other parents/carers with a glass of wine and nibbles, it is the one time when we need everyone to make a BIG effort to attend. Obviously the new committee are voted in and you have the opportunity to see the accounts and how well the fundraising has done. 

We hope in return for your input we can continue to give your child a great Pre-school and offer you the chance to attend a morning session to join us and see how your child is progressing.

PRE-SCHOOL POLICIES

The Pre-school has policy documents, written out in full, which are available for all parents/staff and interested parties to read. These cover:

1. Admission

2. Child Protection

3. Allegations and Complaints

4. Confidentiality 

5. Discipline and Behaviour

6. Bullying

7. Emergency

8. Employment/Equal Opportunities

9. Fire Procedure

10. Health and Hygiene

11. Lost child from care

12. Outings

13. Safety

14. Special Needs

15. Student Policy

16. No Smoking
17. Transitions
The above policies are approved by Social Services and the Pre-school Learning Alliance.

PLEASE COMMENT

Please do not hesitate to comment on, or raise any queries you may have concerning this prospectus or any aspect of the Pre-school with either Wendy Napier, the supervisor (01635 248108), or any Committee member. You can find the present Committees details on the notice board at Pre-school.

We encourage parent/carers to contribute to, and be involved with the Pre-school, and would welcome your comments, ideas and suggestions. 

Thank you, for reading this booklet, and we hope that you and you child will enjoy their time at Teddy Bears Pre-school.
Fair Processing Notice 2009 – Early Years

DATA PROTECTION ACT 1998

Early Years Settings, Schools, Local Authorities (LAs), the Secretary of State for Children, Schools and Families and the Department for Children, Schools and

Families (DCSF) (the government department which deals with education and

children’s services), the Qualifications and Curriculum Authority (QCA), Her

Majesty's Chief Inspector of Education, Children's Services and Skills (Ofsted), and the National Assessment Agency (NAA) all process information on children and pupils in order to help administer education and children’s services and in doing so have to comply with the Data Protection Act 1998. This means, among other things, that the data held about children must only be used for specific purposes allowed by law. We are therefore writing to tell you about the types of data held, why that data is held, and to whom it may be passed on.

The Early Years Setting holds information on children in order to support their

development, to monitor their progress, to provide appropriate pastoral care, and to assess how well the Setting as a whole is doing. This information includes contact details, attendance information, characteristics such as ethnic group, special educational needs and any relevant medical information. From time to time Early Years Settings are required to pass on some of this data to LAs, the DCSF and to agencies that are prescribed by law, such as QCA and Ofsted. In particular, at age five an assessment is made of all children (the Foundation Stage Profile) and this information is passed to the Local Authority and receiving maintained school.

The Local Authority (LA) uses information about children for whom it provides

services to carry out specific functions for which it is responsible. For example, the Local Authority will make an assessment of any special educational needs the child may have. It also uses the information to derive statistics to inform various decisions. The statistics are used in such a way that individual children cannot be identified from them.

The Qualifications and Curriculum Authority (QCA) uses information about

children to administer national assessments such as the Foundation Stage Profile. Any results passed on to the DCSF are used to compile statistics on trends and

patterns in levels of development. The QCA can use the information to evaluate the effectiveness of the national curriculum and the associated assessment

arrangements, and to ensure that these are continually improved.

Her Majesty’s Chief Inspector of Education, Children's Services and Skills and Ofsted do not routinely process any information about individual children. However, whilst Ofsted holds no records of individual children’s progress, it does use information about the achievement of groups of children to help inform its judgements about the quality of education in Early Years Settings.

The National Assessment Agency (NAA) uses information for those, relatively few, Settings undertaking the Foundation Stage Profile. The resulting data is passed on to the NAA which also uses information in working with schools, the QCA, and Awarding Bodies, for ensuring an efficient and effective assessment system covering all age ranges is delivered nationally.
The Secretary of State for Children, Schools and Families and the Department for Children, Schools and Families (DCSF) use information about children and pupils for research and statistical purposes, to allocate funds, to inform, influence and improve education policy and to monitor the performance of the education and children’s services as a whole. The DCSF will feed back to LAs information about children for a variety of purposes that will include data checking exercises, and use in self-evaluation analyses.

Information about children may be held to provide comprehensive information back to LAs to support their day to day business. The DCSF may also use contact details from these sources to obtain samples for statistical surveys: these surveys may be carried out by research agencies working under contract to the Department and participation in such surveys is usually voluntary. The Department may also match data from these sources to data obtained from statistical surveys.
The DCSF may also disclose individual child and pupil information to independent

researchers into the educational achievements of pupils who have a legitimate need for it for their research, but each case will be determined on its merits and subject to the approval of the Department’s Chief Statistician.

The Children Act 2004 permits the disclosure of information from registered childcare providers for inclusion on Contact Point. The purpose of ContactPoint is to:-

• help practitioners working with children quickly identify a child with whom they

have contact;

• determine whether that child is getting the universal services (education,

primary health care) to which he or she is entitled;

• enable earlier identification of needs and earlier, more effective action to

address these needs by providing a tool to help practitioners identify which other practitioners are involved with a particular child; and

• encourage better communication and closer working between practitioners.

ContactPoint will hold for each child or young person in England (up to their 18th

birthday):

• basic identifying information: name, address, gender, date of birth and an

identifying number;

• name and contact details for a child’s parent or carer;

• contact details for services involved with a child: as a minimum educational

setting (e.g. school) and primary medical practitioner (e.g. GP Practice) but also

other services where appropriate; and

• the facility to indicate if a practitioner is a lead professional for a child and/or if an assessment under the Common Assessment Framework has been

completed.

ContactPoint will NOT contain any case information (such as case notes,

assessments, attendance, exam results, medical records or subjective

observations).
Access will be strictly limited to those who need it to do their job. All authorised users must have undergone relevant mandatory training, have security clearance and have a user name, a password, a PIN and a security token to access ContactPoint. To ensure high standards of accuracy, information on ContactPoint will be drawn from a number of existing systems, including the termly School Census from which pupils’ home address will be collected.

For further information go to <www.everychildmatters.gov.uk/contactpoint>

Children, as data subjects, have certain rights under the Data Protection Act 1998, including a general right of access to personal data held on them, with parents exercising this right on their behalf if they are too young to do so themselves. If you wish to access the personal data held about your child, then please contact the relevant organisation in writing:

- the Early Years Setting – please write clearly directly to your provider.
- the Local Authority at Early Years and Childcare, West Berkshire Council, Avonbank, Wets Street, Newbury, RG14 1BZ.
- the QCA’s Data Protection Officer at QCA, 83 Piccadilly, LONDON, W1J 8QA;

- Ofsted’s Data Protection Officer at Alexandra House, 33 Kingsway, London

WC2B 6SE;

- the NAA Data Protection Officer at NAA, 29 Bolton Street, London W1J 8BT;

- the DCSF’s Data Protection Officer at DCSF, Sanctuary Buildings, LONDON,

SW1P 3BT.

In order to fulfil their responsibilities under the Act the organisation may, before responding to this request, seek proof of the requestor’s identity and any further information required to locate the personal data requested.
ENROLMENT FORM

Child’s Name……………………………  Date of Birth………………

Parents / Guardians names…………………………………..….…………….
Address………………………………………………………..………………
……………….……..postcode….…….............Tel. No…………………..….

Email address..................................................................................................
Name & tel.no. of another person to contact if you are unobtainable in case of an emergency…………………………………………………………..…

Doctor’s Name. Address & and tel. No……………………………………..
………………………………………………………………………………..
Health visitor’s Name………………………………………….....................
It would be helpful if you could tell us a little of your child’s background. Has your child any health issues, allergies, or had any serious injuries?………………………………………………………..................…
Has your child had all immunisations?……………………………………

Any special issues that need to be addressed……………………………...

……………………………………………………………………………..

Any further information for the guidance of the pre-school supervisor…..

……………………………………………………………………………..

Is your child’s name on any other pre-school/nursery unit list? If so, which…………………………………………………………………...

We understand the pre-school is organised by parents and are willing to help in any way we can.

Signature(s) of parent(s)/Guardian(s)                                  Date
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