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Pre-School Prospectus

St. Mary’s Duckpool Pre-School

St. Mary’s RC Primary School Duckpool Lane Whickham Newcastle on Tyne NE16 4HB.

Telephone 0191 4881137

WELCOME TO THE PRE-SCHOOL

St. Mary’s Duckpool Pre-school provides education and childcare in pre-school sessions for children from age three years up to school age.

MISSION STATEMENT

We aim to provide a caring, safe and stimulating environment where children can learn through play at their own pace, and be cared for in a relaxed and friendly atmosphere.

We recognise that parents are the first and most important educators of their children and aim to work in close 

co-operation with them at all times.

OPENING DAYS AND TIMES

Pre-school sessions are held on weekdays 

Morning sessions 9.00am until 11.30am.
Afternoon sessions 12.35pm until 3.05pm.
Holidays mirror those of St. Mary’s School and include school INSET days.

STAFFING

There are 6 permanent members of staff:
Mrs Susan Cameron is the Pre-School manager.  She is involved in the supervisiong and planning of the Pre-School.  The Staff’s names are:

Mrs Julia Fawzi

Mrs Kroo Smith
Mrs Gillian Corrigan

Ms Joanne Porteous

Mrs Louise Young

Staff are qualified and experienced in working with young children and attend further training in order to keep up to date with current practice.
Our adult:child ratio is at least 1:8 for children aged three and over.

	The weekly structure of the pre-school sessions, involves working very closely with the school.  We use the school hall for soft play/physical education, the school’s computer suite and the reception play area, plus of course, in dry weather, a lovely large playing field.  We are confident that children moving on to the school after pre-school will find the transition much easier as they will be familiar with the building, staff and the presence of groups of older children.




PRE-SCHOOL ACCESS/PARKING

Parking is available in the church car park at the back of the school.

NB:  The gate at the back entrance to the school playground is locked from 9.15am until 3.00pm every school day.

When arriving or leaving, please take care to hold your child’s hand as you walk through the staff car park around the side of the school hall to the Pre-School.  These gates are open for deliveries to be made to the school throughout the working day and therefore vehicles may be moving in this area at any time.

STARTING PRE-SCHOOL

Parents will be invited to attend an introductory visit with their child shortly before the child is due to start.

We are well aware that the transition to pre-school can be an unsettling time for a child; parents are welcome to stay with their child as long as they feel necessary; we will contact you if your child becomes distressed or does not settle quickly after being left with us.  Familiar comfort items, such as a dummy or blanket, may be brought into pre-school to use if the child becomes upset during the settling in period.  Please try to avoid bringing any other toys from home to pre-school.  Staff may occasionally ask the children to bring in certain items, such as objects for a display table; on these occasions, please do not send any item, which if damaged would cause distress to you or your child.

THE CURRICULUM PROVIDED BY ST MARY’S DUCKPOOL PRE-SCHOOL

Children start to learn about the world around them from the moment they are born.  The care and education offered by St Mary’s Duckpool Pre-school helps the children to do this by providing the children with interesting activities that are appropriate for their age and stage of development.

For children from age 3 years old up to school age, the St Mary’s Duckpool Pre-school provides a curriculum for the Foundation Stage of education.  This curriculum is set out in a document, published by the Department for Education and Skills and titled Practice Guidance for the Early Years Foundation Stage.  St Mary’s Duckpool Pre-school follows this guidance.

The guidance divides children’s learning and development into six areas:

· Personal, Social and Emotional Development;

· Communication, Language and Literacy Development;

· Problem Solving, Reasoning and Numeracy;

· Knowledge and Understanding of the World; 

· Physical Development; and

· Creative Development.

For each early learning goal, the guidance sets out stepping stones, which describe the stages through which children are likely to pass as they move to achievement of the goal.  St Mary’s Duckpool Pre-school uses the early learning goals and their stepping stones to help us trace each child’s progress and to enable us to provide the right activities to help all of the children move towards achievement of the early learning goals.

Personal, Social and Emotional 

This area of children’s development covers:

· Having a positive approach to learning and finding out about the world around them;

· Having confidence in themselves and their ability to do things, and valuing their own achievements;

· Being able to get on, work and make friendships with other people, both children and adults;

· Becoming aware of, and being able to keep to, the rules which we all need to help us to look after ourselves, other people and our environment;

· Being able to dress and undress themselves, and look after their personal hygiene needs; and

· Being able to expect to have their ways of doing things respected and to respect other people’s ways of doing things.

Communication, Language and Literacy

This area of development covers:

· Being able to use conversation with one other person, in small groups and in large groups to talk with and listen to others;

· Adding to their vocabulary by learning the meaning of, and being able to use, new words;

· Being able to use words to describe their experiences;

· Getting to know the sounds and letters which make up the words we use;

· Listening to and talking about stories;

· Knowing how to handle books and that they can be a source of stories and information;

· Knowing the purpose for which we use writing; and

· Making their own attempts at writing.

Problem Solving, Reasoning and Numeracy 
This area of children’s development covers:

· Building up ideas about how many, how much, how far and how big;

· Building up ideas about patterns, the shape of objects and parts of objects, and the amount of space taken up by objects;

· Starting to understand that numbers help us to answer questions about how many, how much, how far and how big;

· Building up ideas about how to use counting to find out how many; and

· Being introduced to finding the result of adding more or taking away from the amount we already have.

Knowledge and Understanding of the World

This area of children’s development covers:

· Finding out about the natural world and how it works;

· Finding out about the man made world and how it works;

· Learning how to choose and use the right tool for the task;

· Learning about computers, how to use them and what they can help us to do;

· Starting to put together ideas about past and present and the links between them;

· Beginning to learn about their locality and its special features; and

· Learning about their own and other cultures.

Physical Development

This area of children’s development covers:

· Gaining control over the large movements which we can make with our arms, legs and bodies, so that they can run, jump, hop, skip, roll, climb, balance and lift;

· Gaining control over the small movements we make with our arms, wrists and hands, so that they can pick up and use objects, tools and materials; and 

· Learning about the importance of and how to look after, their bodies.

Creative Development

This area of children’s development covers

· Using paint, materials, music, dance, words stories and role-play to express their ideas and feelings; and

· Becoming interested in the way that paint, materials, music, dance, words, stories and role-play can be used to express ideas and feelings.

Play helps young children to learn and develop through doing and talking, which research has shown to be the means by which young children think.  St Mary’s Duckpool Pre-school uses the early learning goals and their stepping stones to plan and provide a range of play activities which help children to make progress in each of the areas of learning and development.  In some of these activities children decide how they will use the activity and in others, an adult takes the lead in helping the children to take part in the activity.

St Mary’s Duckpool Pre-school has a high ratio of adults to children, this helps us to:

· Give time and attention to each child;

· Talk with the children about their interests and activities;

· Help children to experience and benefit from the activities we provide; and

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

ORGANISATION / MANAGEMENT

The Pre-school is managed through the Governing Body of St. Mary’s RC Primary School.  The pre-school has its own policies and operating procedures, a summary of which is enclosed.  We ask you to sign on the last page of this booklet that you have read and accepted these policies and return the page to us when your child next attends.
The pre-school is registered with OFSTED as a provider of day care and nursery education and inspected at the recommended intervals.  The pre-school is also a member of the Pre-school Learning Alliance, whose resource centre in Gateshead provides advice, support and training for parents as well as pre-school staff.

Overall responsibility for each session rests with the senior member(s) of staff on duty.  Regular staff meetings are held to plan and review activities, organise resources and maintain equipment.  One member of staff will be your child’s key worker who will take a special interest in your child and keep your child’s record of achievement up to date. You can exchange information about your child’s interests with the staff informally at the beginning and end of each session, or by appointment at a mutually convenient time.

Home/School Files
The setting provides a home/school file for each child. Staff and parents working together on their children's home/school file is one of the ways in which the key person and Parents work in partnership. Your child's file helps us to celebrate together her/his achievements and to work together to provide what your child needs for her/his well-being and to make progress. 

FEES

Children who are eligible for the Nursery Education Grant attend free of charge for up to 5 sessions per week.  Contact the Pre-School for current fees for children not yet eligible for the grant or those using more than their 5 weekly sessions.

SNACK TIME

A healthy snack of fruit or vegetable is provided mid morning and afternoon for the children.
CLOTHING

We have a Pre-School uniform which consists of a royal blue polo t-shirt and royal blue sweatshirt both embroidered with our Pre-School logo. Please ensure that your child’s name is written in all items of uniform.
Please dress your children in sensible, comfortable clothes suitable for both messy and energetic activities.  Aprons are provided but paint and glue still manage to find a way past them at times.

Try to avoid clothes with fiddly fastenings so that your child can be independent when going to the toilet – the time taken to unfasten belts, buckles, buttons and zips can make all the difference between an embarrassing accident and success.

Health and safety regulations require children to remove shoes and socks for PE in the school hall.  Monday is PE day for the Pre-School – so please dress your children in easy fitting clothing and footwear i.e. try to avoid laces and tights.

Please bring your child’s bag with a full change of clothing every day in case of toileting accidents or spills. This bag can be left on the child’s peg at home time if unused.

Children should bring clothing appropriate for outdoor play, according to the weather.  We try to spend some time outdoors each day if possible.

On sunny summer days children should bring a sun hat and have sunscreen applied by the parent/guardian before the session.  Staff will re-apply sunscreen to the children staying for the lunch club.
How parents take part in the setting

As a member of the Pre-school Learning Alliance, our setting recognises parents as the first and most important educators of their children.  All of the staff see themselves as partners with parents in providing care and education for their child. There are many ways in which parents take part in making the setting a welcoming and stimulating place for children and parents, such as:

· exchanging knowledge about their children's needs, activities, interests and progress with the staff

· helping at sessions of the setting

· sharing their own special interests with the children

· helping to provide, make and look after the equipment and materials used in the children's play activities

· taking part in events and informal discussions about the activities and curriculum provided by the setting

· joining in community activities in which the setting takes part

· building friendships with other parents in the setting

The parents' rota

The staff will enquire as to whether parents are able and willing to help at the setting. Helping at the session enables parents to see what the day-to-day life of the setting is like and to join in helping the children to get the best out of their activities.
It is essential that parent helpers follow the setting’s confidentiality policy.
Joining in

Joining the rota is not the only means of taking part in the life of the setting. Parents can offer to take part in a session by sharing their own interests and skills with the children. Parents have visited the setting to speak to the children about festivals they celebrate and describe their jobs in the community.

Key persons and your child

Our setting uses a key person approach. This means that each member of staff has a group of children for whom she/he is particularly responsible. Your child's key person will be the person who works with you to make sure that the care and education we provide is right for your child's particular needs and interests. When your child first starts at the setting, she/he will help your child to settle and throughout your child's time at the setting, she/he will help your child to benefit from the setting's activities.

DUCKPOOL PRE-SCHOOL ADMISSIONS POLICY

Duckpool Pre-School is a pre-school unit established in order to provide sessional pre-school education for children registered to attend St Mary’s RC Primary School.  Children attend on a part time basis of up to 5 morning sessions.  

Priority will be given to applicants in the following order:

1. Children registered to attend St Mary’s RC Primary School.
2. Children who will be in their pre-school year.
3. Children who are baptised Catholics, resident within the parish boundaries of St Mary’s, Whickham or Immaculate Heart, Lobley Hill.
4. Children who are baptised Catholics outside the parish boundaries.
5. Children who are siblings of children attending St Mary’s School at the time of admission.
6. Children of other Christian denominations.
7. Children of other faith traditions.

8. Other children.

Children may be allocated places subject to availability, beginning the term/half term following their third birthday.

Children who have special educational needs or other special circumstances will be considered equally with those who meet the same admission criterion.

Catholics and other Christian applicants should provide a copy of the child’s baptismal certificate. 

Applicants may be asked for a letter of support from their minister or faith leader or suitable equivalent.

Where there are places available for some, but not all applicants within a particular criterion, distance from home address to school will be the deciding factor, with preference being given to those whose home address is nearest to the school, when measured by the shortest walking route.

In order for the Pre-School to be run in a financially viable manner, applicants wishing to attend less than 5 mornings a week may be placed as a lower priority if the remaining places cannot be filled by another applicant.

There may still be places available even if your child is in a low priority group.  There have been occasions when the Pre-School has been able to offer places to all eligible applicants.

POLICY ON THE INVOLVEMENT OF VOLUNTEERS AND STUDENTS
Once the children have settled and become familiar with the routine, parents are welcome to join in the session, either on a regular or occasional basis.  Parents helping on a regular basis will be required to apply for an Enhanced Disclosure (Police Check)

All volunteers will be required to maintain confidentiality at all times.

No volunteer will be left alone with children: they will be supervised and supported by regular staff at all times.

Parents may at times be asked to take part in sessions, for instance on special occasions or to help provide appropriate adult:child ratios on outings where extra adults may be needed according to the nature of the activities planned.

Parents will be kept informed of the pre-school’s activities verbally by the pre-school staff, by occasional newsletters and via a notice board in the cloakroom area.

SAFETY AND SECURITY POLICY AND PROCEEDURES

Attendance register

Children are entered on the register as they arrive.

Staff are listed on the duty rota and visitors are recorded in the diary/visitor’s book.

Fire precautions

The premises have been inspected by the fire officer.  Fire extinguishers are checked regularly.  Fire drills are held every half term for children and staff and details are recorded in the diary.  Fire drill procedure is displayed.  All staff and volunteers are required to be familiar with it.  Electric sockets are fitted with safety covers.

Room, water and heater surface temperatures will be monitored and maintained at safe levels.  All heaters are fitted with safety guards.

Fire exit doors must be kept clear at all times.  Prams and buggies should be left so as to leave the entrance area clear.

Smoking is not allowed anywhere on the premises.

Security

Children will be supervised at all times and never left alone.

Children who are sleeping will be checked at least every five minutes.

The entrance door is kept locked during indoor session times.  Parents should ensure that they bolt the gate after entering or leaving the building.
Visitors’ identity will be checked before admittance.

Safety

Any reportable injuries, accidents and illnesses will be notified to the relevant authority.  Equipment must be assembled correctly and regularly checked for safety and cleanliness, and damaged equipment must be removed for repair or discarded as soon as the damage is noticed.  Large equipment must not be moved when children are present and staff should not attempt to move heavy equipment single-handed.

Equipment in use must be appropriately supervised.  Adults must ensure that activities involving potential hazards, e.g. scissors or small parts, are constantly supervised.  Adults must be aware of the dangers of equipment dropped on the floor, and should encourage children to keep equipment within the designated areas and to pick up anything that is dropped.

The floor should be kept clean at all times:  spillages must be cleaned up immediately.  Hazardous substances, e.g. cleaning materials are stored in areas out of the children’s’ reach.

HEALTH AND HYGIENE POLICY AND PROCEEDURES

Infectious diseases

Infectious diseases are common among children, and can spread quickly where children are in close contact with each other.  It is important for parents and staff to work together to minimise the opportunities for infection to spread, therefore:

· Children who are infectious should stay at home – this includes those with vomiting and/or diarrhoea within the previous 24 hours; as well as those with common childhood infectious diseases.

· If unsure as to whether children are likely to be infectious, parents should check with us before bringing the child back to pre-school.

· We will notify parents in person and by means of the notice board of any possible exposure to infection – parents should notify us if their child has been exposed to, or contracts any infection.

· If a child becomes ill whilst at pre-school, this will be reported to the person in charge, the child will be made comfortable away from other children, monitored by staff and parents will be contacted as soon as possible.

· Children who are not well should not attend pre-school, even if they are not infectious.

Medication and allergies

Parents have a responsibility to inform us of any medical conditions and allergies in order to ensure the child’s health and safety in pre-school.  This information should be noted on the child’s information form and all staff made aware of it.  Routine (e.g. inhalers) and emergency (e.g. for children susceptible to severe allergic reactions, and asthmatics) medication may be administered to children by a designated member of staff only with prior written instructions from the parent together with training from an appropriate medical professional where necessary.  Any administration of medication will be recorded on the child’s medication form and parents will be asked to sign this on each day that medication has been given.

Accidents and allergies

Parents are asked to give written consent for first aid and emergency medical treatment when they register their child with us.

Accidents will be recorded in the accident book and parents will be informed of minor accidents at the end of the session.

There will always be at least one member of staff with a current full first aid certificate on the premises.

The first aid box is regularly checked and any used items replaced promptly.

Hygiene
Children and adults are expected to wash hands after using the toilet, and before eating or helping to prepare food.  Liquid soap and paper towels are provided.

Open cuts, grazes etc. must be covered with a plaster or dressing.

Disposable gloves and aprons should be worn when dealing with sickness or incidents involving spillage of body fluids.  All such spillages will be dealt with following normal hygiene precautions in accordance with Health Authority guidelines.

Routine cleaning procedures are carried out in line with Health Authority guidelines.

Food hygiene – see refreshments policy.

EQUAL OPPORTUNITIES POLICY

Duckpool Pre-school welcomes, values and respects all children, families, staff, and volunteers.

The pre-school will through activities, attitudes and mutual respect, seek to create an environment which is free from prejudice and discrimination, which provides positive images of adults and children living in our society and which allows opportunities to talk about the rich and varied differences between us all.

No one is excluded from taking part in pre-school activities because of any aspect of their identity.  All children are encouraged to join in all activities, and where appropriate the pre-school will try to obtain the necessary support and equipment to enable them to do so.  It is not acceptable for anyone to make fun of any aspect of a person’s identity.

If members of staff hear children or adults making hurtful remarks, or see any discriminatory behaviour, they will act immediately.  The action will be:

· To say at once that this behaviour is not acceptable.

· To let the victims know that you care about their feelings and to support them in standing up for themselves.

· To explain what was offensive.

· To point out untrue statements and give correct information.

The pre-school wishes to deploy the best possible staff and will try to ensure equality of opportunity for employees.  No person will be discriminated against when seeking employment with the pre-school.

SPECIAL EDUCATIONAL NEEDS POLICY

Duckpool Pre-school welcomes all children, and aims to provide appropriate learning experiences for them, whatever their abilities, so that all have access to the Early Years Foundation Stage curriculum and are enabled to work towards the Early Learning Goals. The pre-school will endeavour to provide appropriate support and equipment for all children, and where our own resources are not adequate, we will try to seek funding to enable us to do so.

Children with special educational needs will be admitted into the pre-school after consultation between parents, pre-school staff and any professionals involved with the child. Staff, in particular the child’s key worker, will work closely with parents and outside agencies involved with the child, seeking advise and support where appropriate, and will try to undertake any necessary training to ensure that specific needs are met.

It is our policy to observe and assess all children so that particular needs can be identified and provided for.  The progress of all children is monitored, recorded and reviewed.  Information is made available to other professionals involved with the child, in consultation with the parents.  When the child is ready to move on to primary school or to another early years setting, pre-school staff will liase closely with staff from the new setting so that the child is able to move on with appropriate support.
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BEHAVIOUR MANAGEMENT POLICY

The aim of this policy is to foster a consistent, caring atmosphere within our pre-school.

We recognise the need for rules within the pre-school and the necessity for procedures for dealing with difficult behaviour.  Our rules aim to help children to develop self-discipline and respect for the needs of others.

We expect courtesy between staff and volunteers and towards children and adults in the pre-school.

Children will be encouraged to co-operate in the social organisation of the pre-school and given opportunities to develop social skills.

We use positive methods of guidance, praising children when they co-operate, share toys, take turns and help each other or adults.

If children create dangers or disruption for themselves or others, or are likely to damage property or equipment, they will be distracted, or gently restrained and/or removed from an activity.  The child will always be told why such behaviour is not acceptable.

Under no circumstances will a child ever be physically punished.

Gentle physical restraint may only be used to prevent children injuring themselves or others, or damaging property.

Shouting at, humiliating, embarrassing or frightening a child is not allowed.

If difficult behaviour is persistent or serious a record will be made in the incident book, staff will discuss the matter with the child’s parents, and if necessary staff and parents together, will consult with any relevant professionals involved with the child and decide on a course of action.

All staff and volunteers are aware of this policy and must comply with it.

CHILD PROTECTION POLICY AND PROCEEDURES

We aim to make the pre-school a place where children are safe from abuse, so we will:

· Designate an experienced member of staff with responsibility for Child Protection issues.

· Verify the identity of all employees and volunteers and ensure that they undergo the range of checks carried out by OFSTED.

· Take up references for all job applicants.

· Make all new appointments conditional upon satisfactory completion of a probationary period.

· Check the identity of all visitors before admitting them to the premises.

· Require parents to notify us of who may collect their child or of anyone who may be refused access, and we will not release children to unauthorised persons

· Notify the Duty Social Worker if any child is not collected within a reasonable amount of time after the end of the session, and a parent or other authorised person cannot be contacted.

· Make sure that children are constantly supervised.

· Ensure that no adult is left alone with a child for long periods.

· Give all employees the opportunity to attend appropriate training so that they can recognise symptoms of abuse.

· Listen to children and follow up any concerns

Any suspicion of abuse will be promptly, appropriately and sensitively followed up:

· If staff are concerned about a child’s welfare, for example if they notice changes in behaviour or unexplained marks or bruises, these concerns will be referred to the member of staff responsible for Child Protection issues and the pre-school manager, who will then discuss the matter with the child’s parents and offer appropriate support and advice.

· Pre-school staff may seek advice from the Health Visitor, Duty Social Worker or EYDCP Officers.

· If concerns still exist, then a confidential record will be set up, including objective descriptions of the child’s appearance or behaviour, an exact record of the child’s words, a note of the date and time, and the signature of the person making the record, and the Duty Social Worker will be informed.

· The child’s parent will be informed of the action taken.

CONFIDENTIALITY POLICY

The purpose of this policy is to ensure that confidential information relating to children, their families, staff, volunteers, and the pre-school is protected at all times.

Therefore the pre-school will:

· Keep written personal information in a locked filing cabinet.

· Keep any other information deemed to be of a confidential nature with regard to the pre-school or any individual connected to the pre-school in a locked filing cabinet.

· Ensure that unauthorized persons cannot access any confidential information in the pre-school/school computer.

· Disclose information about children only to authorized persons and with the parent’s knowledge.

· Require staff to share with colleagues in the pre-school and outside agencies involved with the child only such information as is necessary to ensure the child’s well being, safety and progress.

· Obtain the parents’ permission to use photographs or other material, which may identify their children in any way outside the pre-school.

· Disclose information about staff only in line with legal requirements.

Pre-school staff, Committee members, parents, students and volunteers must treat all information relating to the pre-school with the utmost confidentiality and refrain from disclosure to any outside party.  They must not:

· Discuss individual children or incidents outside the pre-school with family, friends or in public places where they could be overheard.

· Identify children by name or otherwise in any circumstances such as:  assignments or course work; verbally in discussion with tutors and fellow students.

· Disclose any personal information about each other, which they may learn during the course of their duties or as visitors to the pre-school.

· Disclose any other confidential information about the pre-school.

OUTINGS POLICY

The aims of this policy are:

· To ensure the safety and well being of the children at all times.

· To keep parents fully informed of any outings that their children take part in.

To achieve these aims we will:

· Plan activities carefully, making prior assessment visits to the venue whenever possible to ensure that all aspects of the outing are suitable for the ages and stages of development of the children involved.

· Take with us parents’ contact numbers, children’s and staff details, first aid kit and appropriate equipment.

· Maintain appropriate adult:child ratios according to the nature of the outing, e.g. 1:3 for coach trip to farm etc.

· Obtain written parental consent to all group outings, giving parents full information as to destination, proposed activities, date, departure and return times, mode of transport, adult to child ratio, equipment and clothing required.

· Ensure that all parents are made aware, at the time when their child is registered with the pre-school, that small groups of children may take part in spontaneous outings during the session, for example to the library or park, and obtain written consent for such outings on the acceptance sheet at the end of this prospectus.

· Respect the wishes of any parents who may not wish their children to take part in such outings and ensure that these children remain in the pre-school.

· Keep records of all outings, both planned and spontaneous, including date, time, names of children and staff, venue, details of activities.

· Inform parents when their children have participated in spontaneous outings.

REFRESHMENTS POLICY

It is the parents’ responsibility to inform the staff of any allergies or special dietary requirements, whether medical, cultural or religious, that their child may have.

Food provided will be nutritious, varied and offer choice.

Perishable food will be stored in the school refrigerator.

Staff and children must wash hands before preparing or eating food.

Cuts or open wounds must be covered with a waterproof dressing.

Separate cloths/sponges must be used for washing up and cleaning work surfaces.

Tables must be cleaned with anti-bacterial cleaner.

COMPLAINTS PROCEDURE

If parents or carers are unhappy about anything in the pre-school, they can be assured that their concerns will be dealt with sympathetically, promptly and in strictest confidence.  We believe that most complaints are made constructively and can be settled quickly, but the following procedure is in place to protect the best interests of the children, parents and the pre-school, and to ensure that complaints will be taken seriously and dealt with fairly.

Any parent with a complaint should first of all speak to the pre-school staff, or to the Governing body of St Mary’s RC Primary School if this is more appropriate.

If they are not satisfied, then they should put their concerns in writing to the Governing body of St Mary’s RC Primary School and make an appointment to discuss the matter.  Parents and the pre-school may both ask someone else to be present to support them, and an agreed written record of the discussion should be made.

If the problem cannot be resolved at this stage, then the parents or pre-school may:

· Seek advice from Gateshead EYDCP

· Seek advice from the Gateshead branch of the Pre-school Learning Alliance

· Bring in an independent mediator to listen to both sides, help to define the problem, review action taken so far, and suggest further ways of resolving the situation

· If appropriate, inform OFSTED, which has a duty to ensure that the pre-school meets the registration requirements.

Any member of staff who wishes to make a complaint should follow the above procedure.
Useful telephone numbers:

St Mary’s RC Primary School:  0191 4205828

OFSTED:  0845 6014771

Gateshead Early Years Development & Childcare Partnership:  0191 4824133

Gateshead Pre-School Learning Alliance:  0191 4771254
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 St Mary’s Duckpool Pre-school
Please complete, detach and return this sheet to the Pre-school at your next visit. 

I confirm that I have the read the preceding prospectus and accept the enclosed policies.

I understand that copies of the full policies are available for inspection in the Pre-school upon request.

Signature ……………………………………………………………………..    Date  ……………………………………..

Outings

I do/do not give permission for my child ……………………………………………………… to be taken on spontaneous outings, within normal pre-school session times, by the staff of St Mary’s Duckpool Pre-school in accordance with the Pre-school Outings Policy.

Signature ……………………………………………………………………..    Date  ……………………………………..

Sunscreen

I do/do not give permission for Pre-school staff to apply hypoallergenic high SPF sunscreeen to my child when necessary.

Signature ……………………………………………………………………..    Date  ……………………………………..

Photographs

We have started to take photographs of the children when they are engaged in pre-school activities, this helps with displays, booklets etc.  Please let us know if you object in any way to your child’s photograph being used.

I do/do not give permission for my child to have their photograph taken.

Signature ……………………………………………………………………..    Date  ……………………………………..

I do/do not give permission for photographs that include my child, to be used on the school website.

Signature ……………………………………………………………………..    Date  ……………………………………..
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