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Welcome to Manthorpe Preschool Playgroup




Welcome to Manthorpe Preschool Playgroup. The Playgroup was started in 1967 and is still going strong today. We offer care during term time for children from 9 months old until they go to school. This means we are not open during school holidays. 

We are registered with Ofsted, the government body responsible for inspecting all establishments that work with children. We can accommodate 32 children per session. 

We offer Early Years Entitlement (EYE) for all eligible children from 9 months old. Please visit www.childcarechoices.gov.uk to find out more. Funding begins at the start of the term after your child turns the appropriate age (September, January and April)

We are members of the Early Years Alliance and they work with its members to increase the standards in pre-school education. Our membership ensures that we are in touch with up to date information and training opportunities. 

Aims and Objectives

We aim to provide good quality care for each child in a safe and happy environment. We recognise that each child is an individual and it is our firm intention that the Pre-school supplies a broad and balanced curriculum, using the Early Years Foundation Stage themes. We aim to work in partnership with parents, carers and the local community, and within an Equal Opportunities framework. 










					Staff
All staff are registered with Ofsted and have submitted to an Enhanced Disclosure and Barring Service check (DBS) which has approved them to work with children. 

Manager 			- Jade Beck				2016
Deputy Manager		- Shelley Odams			2023		
Other staff members 	- Julie Schofield 			1996
 				- Kumari Silva 			2007
				- Judy Carter (Bank staff) 	1996
				
				
All our staff are all trained in first aid, health and safety, food hygiene and relevant safeguarding. Everyone attends regular training in all aspects of the playgroup environment, including (but not restricted to) Early Years Foundation Stage, Curriculum Planning, Special Educational Needs and English as a second language. Jade also has a level 6 Bachelor’s Degree with Honours in Childcare. 

Student placements 

The preschool recognises the importance of providing work placements for students studying for recognised qualifications. The work experience programme is something we have supported for many years, with students from various schools and colleges in our area. They are only admitted in numbers that do not hinder the work of the Playgroup, and they are never left alone with the children. 

[image: ]

Parental Involvement
Manthorpe Pre-School Playgroup sees parents/carers as the most important educators in their child's life. We work in partnership with you in providing care and education for your child. Relevant information is always displayed on the notice board, sent to you via Famly and you will receive a newsletter at least once each term. 
[image: ]A child’s ‘Learning Journey’ maps and follows their progress and [image: ] development throughout their time at the playgroup. We use on online Learning journey system called Famly. The Learning Journey will be updated weekly with at least one observation with pictures each week for each child and there may be more depending on what activities are on that week and if your child progresses in a particular area. Formal assessments and next steps will take place 3 times for each child (December, April, July) and we do a small update each half term to let you know how your child is settling in and how they are getting on with their progress. Parents will be able to access their child's learning journey at any time and see what their child has been doing. Messages can also be sent to playgroup through the learning journey and the playgroup staff encourage parent and carer input.
The Management Committee is responsible for the running the Playgroup and is an elected group of volunteers which ensures that the major decision making is in the hands of parents who use the group. The committee is responsible for fundraising, reviewing policies and for the employment of [image: ]staff. Everyone is welcome to attend the termly Committee Meetings, whether they [image: ]are a member of the Committee or not. It is an open forum where all parents can share ideas and make suggestions. Our Annual General Meeting is held [image: ]in the first half term. Parents are welcome to sit in on a session with their child if they wish. Please check with a member of staff first.
We operate a key person system. A key person has special responsibility for a small group of children. Parents and children know the name of their key person from the beginning of their involvement with Playgroup. The key person will ensure that the needs of the individual child are met, including settling in and talking with parents. They will assist in keeping records of the children's progress and develop a day to day rapport with parents.[image: ]Each child will receive a practitioner passport when they join Preschool which will explain all about their key person, their role, working hours and their qualifications. 
Upon joining we will ask you to complete an ‘all about me’ sheet and a parent profile sheet also so we are able to get to know you and your child more and that we can fully support you both, so please find the time to fill this in. 

Learning Opportunities
During the Early Years, children develop quickly and as practitioners we aim to do all we can to give each child the best possible start in life. We follow the statutory [image: ]framework for the Early Years Foundation Stage. Our sessions at Playgroup are based upon continuous provision and interests with all areas available for children to explore, adults are on hand to help support and lead play when necessary. We have the same daily routine that is roughly the same time everyday which is in the order of; welcome time (9:30am), free play, snack time (10am), tidy up, outside play (11:15am), story time/nursery rhymes, lunch time (12:00pm), free play, tidy up time, story time, snack time (2:15pm), outside play and home time (3:00-4:00pm). During free play the children have the opportunity for painting, colouring, messy play, ICT toys, small world play, role play and many more. 

The Early Years Foundation Stage
For more information on the EYFS please visit www.gov.uk/early-years-foundation-stage 
The Early Years Foundation Stage is based around 4 Themes:
A Unique Child
Every child is a unique child who is constantly learning and can be resilient, capable,  [image: ]confident and self-assured.[image: ]
Positive Relationships
Children learn to be strong and independent through positive relationships.
Enabling environments
Children learn and develop well in enabling environments in which their experiences respond to their individual needs and there is a strong partnership between practitioners and parents and cares.[image: ]
Learning and Development
Children develop and learn in different ways. The Early Years Foundation Stage framework covers the education and care of all children in early years provision, including children with special educational needs and disabilities. 
There are seven areas of learning and development with the early year’s foundation stage; 3 Prime areas and 4 Specific areas.

Prime Areas
Communication & Language
This includes Listening and Attention, Understanding and Speaking. In both small and large groups, children are encouraged to extend their vocabulary by talking and listening, and by hearing and responding to stories, songs, and rhymes. Group discussions take place throughout the day especially during snack and Welcome time where we share thoughts and experiences, and discuss any particular topics and also the weather, the day and the month.


Personal, Social and Emotional Development
[image: ][image: ][image: ]Making relationships, Self-Confidence and Self-Awareness, and Managing Feelings and Behaviour form the aspects for this area. Within a nurturing environment, children are individually supported in developing confidence, [image: ][image: ] independence and self-respect. Children are encouraged to take part in [image: ]activities, share and co-operate with other children and adults and through activities, conversation and example, they learn acceptable ways to express their own feelings and to have respect for the feelings of others. We provide timers to children to share their toys. 


Physical development
[image: ]A range of equipment and opportunities both indoors and outdoors, allows [image: ]children to develop confidence and enjoyment in the use and development [image: ]of their own body skills. Moving and Handling and Health and Self-care are [image: ] the focus of this area. Adult supervision enables children to safely develop increasing and control in moving, climbing and balancing. We have three different outdoor areas. The children have free-flow access to our safety surfaced and grassed play area with equipment and a climbing wall which the children can use under supervision. We have a further grassed garden area with a growing garden in which the children are involved in growing fruit and vegetables. We also have a separate fenced garden called ‘Lazy Daisy’ where the children go in organised groups. At the same time children are supported in the development of the fine motor skills required to use tools, including pens and [image: ]pencils, and to handle small objects with increasing control and precision. We also promote the importance of health and hygiene talking about and encouraging healthy eating and self-care such as hand washing.
When it comes to potty training, please let us know what you are doing at home and we will mirror this at Preschool too. Let us know if there is any more ways we can support you with this too. 
We aim to ensure at least 60 minutes of outside time per day. 
Specific Areas
Mathematics
[image: ]Developing knowledge of Numbers and Shape, Space and Measure are the aspects for this area. Through activities children become familiar with sorting, [image: ]matching, ordering, sequencing and counting which form the basis for early mathematics. As they use their developing mathematical understanding to solve practical problems, children assisted to learn and use the vocabulary of mathematics, identifying shapes and learning about size, volume and number. Songs and games help children become aware of sequences. [image: ]
Understanding of the world	
This area involves learning about People and Communities, The World and Technology. Children are encouraged to talk about their families and friends and past & present events in their lives. They are assisted in exploring and understanding their environment, both within the group and also in the wider community. involvement in environmental issues such as recycling occurs on a daily basis. A range of safe and well-maintained equipment enables children to extend their technological understanding using simple tools and techniques as appropriate to achieve their intentions and to solve problems.  
Expressive Arts and Design
Exploring and using Media and Materials and Being Imaginative form the aspects for Expressive Arts and Design. Children are encouraged to use a [image: ]wide range of materials in order to express their own ideas and feelings in media such as drawing, junk modelling, art equipment including; [image: ]paint, glue, crayons and pencils provided for use of colour, shape and texture and the development of skills in painting, drawing and collage. Children join in with and respond to music and stories, and there are many opportunities for imaginative role play such [image: ] as dressing up, both individually and as part of a group.
Literacy
[image: See the source image]This area of development involves Reading and Writing. Children are supported in leaming that written symbols carry meaning and to be aware of the purposes of writing and drawing. We have a well-stocked book area giving every child the opportunity to become familiar with books and adult led activities and story time further encourage children to read and become confident with books. 
English as a Second Language[image: ]
Children whose first language is not English will be encouraged in the continued use of their first language and will be supported in developing their understanding and use of English. Close links with parents are encouraged (for example so that children can see written examples of both English and first language words). We are also able to access the support of the Lincolnshire Ethnic Minority Achievement Service, who offer advice and help [image: ]with planning, and who may assist with a home visit if appropriate.

We have three volunteers who can assist with translation. They are:
Dr. Amber Porter - Arabic, Punjabi and Urdu	[image: ]
Dr Nelson Porter Suheli, French and German 
Mrs. Lisa Liu - Chinese
[image: ][image: ][image: ]
We also have one member of staff that speaks Sinhalese and Tamil.

Special Educational Needs
All children are welcomed at Manthorpe Playgroup where we aim to provide a happy, secure and inclusive environment.

All children with be supported to reach their full potential through a broad and balanced Early Years curriculum. They will be encouraged to participate in [image: ]the daily routine; most sessions will include small group activities and also free choice.
At Manthorpe Playgroup we work in partnership with parents and carers to [image: ]support children with any kind of individual need. If advice is needed, we would contact the appropriate agencies, working closely with them. We also [image: ]receive regular advice and support on SEN issues from our Early Years Support Teacher. [image: ]
Parents and carers of all children welcome at any time to talk to the staff about their child’s progress. Our Special Educational Needs Co-ordinator (SENCO) is Shelley Odams.

[image: ]




Admissions

Admissions are open to all children from 9 months old until they go to school. 

Opening times are:

Monday to Friday 8am to 4pm, term time only.  Lunch is at 12pm. 
Funding 
We offer 15 and 30 hours' free childcare it you meet the criteria. We offer all funded hours between 8am-4pm. Funding begins at the start of the term after your child turns the appropriate age (either September, January, April). Funding is only made available to the nursery [image: ]from the start of each term. Appropriate forms to be completed [image: ]will be available from the playgroup.
It is your responsibility to ensure you renew the codes on time. 	[image: ]
Please speak to Jade to find out more. 
For more information and to apply, please visit www.childcarechoices.gov.uk 
Fees	
Fees are given at the end of the month and require to be paid within 2 weeks via bank transfer, tax free childcare and vouchers. 
It may be possible to pay in instalments at the committee’s discretion. Please get in touch if you are struggling to pay an invoice and an arrangement could be made.
Fees are non-refundable due to last minute absence and we require 4 weeks notice for holidays otherwise we will need to charge due to staff: child ratios. Swapping sessions and extra sessions can be possible last minute but subject to child: staff ratios at the managers discretion. 
Fees:
· For under 2 year olds; £8 per hour & £4 per half hour
· For 2, 3 & 4 year olds; £6 per hour & £3 per half hour
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Policies[image: ]
We have a comprehensive set of policies and procedures which are always [image: ]available to be read and will be posted on Famly monthly also. Here is a selection of policy statements which you will find the most useful when looking into a Playgroup.
Accident[image: ]
All staff hold a First Aid Certificate, so in the event of an accident there are always First Aiders on duty.
Behaviour Management
The pre-school aims to create an environment in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement. The playgroup aims to:
· Allow the child to develop a positive image of self-worth and self-confidence.[image: ]
· Encourage a sense of right and wrong behaviour through social organisation.
[image: ]Corporal punishment is not performed, and shouting is only employed to avert potentially dangerous situations. Sanctions normally involve the removal of [image: ]the child from the scene of the conflict for a cooling off period. Real behavioural problems will be discussed fully with parent/carer before any action is taken.
Safeguarding Children 
We work in accordance with The Children Act 1989 and Lincolnshire Area [image: ]Child Protection Committee Code of Practice. We intend to create an environment in which children are safe from abuse, and in which any suspicions of abuse are promptly and appropriately responded to. [image: ]Our Safeguarding Lead is Jade Beck and her absence there is a deputy lead Shelley Odams, with both having the relevant and appropriate safeguard training. If you have any concerns regarding safeguarding, please speak to a member of staff you feel comfortable with and they can share the information where appropriate. 
Complaints
The pre-school will ensure that any concerns are resolved as soon as possible through the implementation of the agreed procedure. Playgroup staff are available at pick up and drop off’s every day should you have any matters of concern. You are also able to message on Famly or email us or alternatively you are able to ask for our committees contact information if you wish to take something further. If you are unable to resolve any problem by talking to them informally you may make an appointment to discuss the matter in private. If you still feel dissatisfied, you have the right to complain officially to Ofsted via email at enquiries@ofsted.gov.uk or telephone on 0300 123 4666. 
Confidentiality
The pre-school recognises that staff will have access to and be entrusted with confidential information in respect of the children who attend the pre-school. The pre-school and its staff are under an ethical and moral obligation to protect and maintain confidentiality and security of personal information.
Equal Opportunities
The pre-school is committed to providing equality of opportunity for all children and families and to all adults committed to their education and [image: ]care. It will take positive action to eliminate discrimination in all areas of its work.
Health & Food Hygiene
The pre-school will promote a healthy lifestyle and a high standard of hygiene in its day-to-day work with children and adults. 
Health and Safety
The pre-school considers the safety of young children of paramount [image: ]importance. It will take the necessary precautions to ensure that the safety of [image: ] both children and adults is never compromised.
Outings 
We try and provide outings annually for children to the pantomime or farm etc. This will be with parents’ permission and a form filled in. We often take walks in the village to our local pumphouse that we decorate and we use our 3 big outdoor areas including our Lazy Daisy Forest area. 
Toys & Equipment	[image: ]
[image: See the source image][image: ]All toys and equipment used by the pre-school will be safe, clean and regularly checked.
Visitors
All visitors will be welcomed, treated politely and their enquiries dealt with as soon as possible.

Volunteers
The pre-school recognises the wealth of knowledge and expertise that volunteers can bring to our provision and therefore we welcome all [image: ]volunteers and parent helpers.	
School transitions 
When it comes to transitioning to school, Preschool ensures we do what we can to make it as smooth as possible for all children. We liaise with the school, pass over relevant information, arrange teachers to come in for visits, talk to the children about starting school and have relevant books and uniform in the provision for children to pay with and get used to.
Starting Playgroup
The pre-school recognises that for children to play and learn successfully, they must feel safe and happy. It aims to ensure that children look forward to their pre-school sessions and that parents/carers feel welcome and involved from the beginning. You are welcome to visit Playgroup for a free morning taster session with your child before they start.
Settling In
The pre-school recognises that for children to play and learn successfully, they must feel safe and happy. It aims to ensure that children look forward to their pre-school sessions and that parents/carers feel welcome and involved from the beginning. [image: ]In the first days, it is important that parents/carers and staff work together to help settle your child. It takes longer for some children than others, and parents should not worry if their child takes a while to settle in. You are welcome to stay if needed but are encouraged to only stay for a brief period. We will ask you to fill in an ‘ all about me’ sheet and a parent profile sheet to help us find out more about your child and their family so we can support you all as much as possible. 
Nappies/Toilet Training
We are happy to accept children who are using Nappies. All we ask is that you provide your own nappies and wipes, along with any creams you like to use. We do have emergency supplies, but we do prefer you to provide your own to avoid any allergic reactions.
We are happy to fit in with your chosen toilet training regime when your child is ready. Please liaise with staff as to your child's needs. Please provide spare pants and a change of clothes in case of accidents while your child is training, although we do have plenty of spares.
What to Wear
In order to allow children to explore and experiment freely, please do not send them in their best clothes as they will get messy. Make sure your child can cope with the clothes they are wearing; e.g. will a belt hinder their trip to the toilet?
Manthorpe Pre-School Playgroup sweatshirts and polo shirts are always available to buy in a variety of sizes, at a very reasonable price. Please ask a staff member for more information. 
Breakfast, snacks and lunch
We offer breakfast at a charge of £1 each day. Morning and afternoon snacks are both provided by Playgroup and we ask for a lunch box to be provided for children who are here from 12pm. We do not have a big fridge for all lunch boxes so they are kept in the cool back room area so please provide an ice pack in the warmer months to keep the lunches fresh. We ask the lunches are healthy and balanced and that any grapes/sausages etc are cut appropriately to avoid choking. We only allow juice at lunch time so if you wish your child to still have juice this will only be provided to them with their lunch. The rest of the time they are offered fresh drinking water they are able to help themselves too and both milk and water is offered at both snack times. 
We have a parent board in the porch that will be changed weekly and a photo will be uploaded to Famly. This will include the snack provided to children daily. We will send home all food that wasn’t eaten at lunch time in their lunch box so you are able to see what they have eaten. 
Sleep
If your child requires a nap, please let us know how your child likes to sleep and timings and any necessary helpful information. Staff have had training on safe sleeping and we have appropriate beds and bedding to accommodate this. 
Medication 
If your child requires any medication then please let a member of staff know and you will need to fill in a form in order for us to administer this. We are not allowed to give children Aspirin and it must be in date. We do not have a setting Calpol so if you wish your child to be given Calpol then please provide this. We are able to keep medication here and store it for their time with us so please let us know. 
Swapping/extra sessions
If you wish to swap your sessions, please can you try and give us two weeks' notice where possible or this can be last minute at the managers discretion. 
Allergies and intolerances 
If your child has an allergy or intolerance, please let us know and ensure it has been put on their registration form. We may ask you to fill in a separate form depending on the allergy and the severity. 
Accidents
If your child has a minor accident at Preschool then we will let you know when you pick up and there will be a form to sign to acknowledge this. If the accident is more severe, we will use the emergency contact information and follow our procedures. 
Tablets
We have 3 children’s amazon tablets at Playgroup that the children are able to use. These are password protected, adult controlled and child friendly so the children are only able to access games and videos age appropriate. We only have games and videos that are beneficial for learning on them and we limit their use on them with timers to ensure they are not overused. Technology use is part of the EYFS requirements for ‘understanding the world’ with being able to operate a simple games programme on a digital device being a next step for all children to achieve before starting school. Please note that these are not used every day and are out occasionally for children to use. 
Pick up and drop off
Pick up and drop off are at the door usually however if you wish to come in then please let us know and we can welcome you in. If you require a chat then let us know and we can accommodate this for you also. We will give you a brief summary of your child’s day with us on pick up and we will let you know if there has been any issues, concerns or worries. If you would like to know anything specific about your child’s day then please ask and we can let you know. For safeguarding reasons, we can only hand over children at pick up times to people over the age of 16, unless they have legal parental responsibility.
Enrolment
If you have any questions or would like to arrange a visit, please do not hesitate to [image: ]contact us. Our telephone number, email and address are on the front of this Prospectus. If you would like your child to come to Manthorpe Pre-School Playgroup. please [image: ]complete the forms and return them to Playgroup. A free taster session can be arranged. 
Contributions
Government funding is meant to cover the delivery of early education and care only, this means we do not receive any funding for snacks and other enhancements and experiences we give to your children. This voluntary contribution will go towards the healthy and balanced snacks in the morning and in afternoon that we provide your children, seasonal and holiday activities and gifts, trips such as the pantomime, the farm, birthdays, special visitors and all the other exciting activities and resources we love to provide your children with. We ask for either £30 3 times a year at each big term or £15 6 times a year at each smaller team, leaving it up to parents/carers what is more affordable for them. 
ANY voluntary amount is greatly received and appreciated! Whether this is £3, £5 or £10 etc. We will send a letter out each smaller term as a reminder and each one will have the list of activities we will be doing that term with the voluntary contributions provided so you are able to see each term what this is going towards. 
Holidays and illness 
Fees are non-refundable due to last minute absence and we require 4 weeks notice for holidays otherwise we will need to charge due to staff: child ratios. Swapping sessions and extra sessions can be possible last minute but subject to child: staff ratios at the managers discretion. 
Withdrawal from preschool[image: ]
If you intend to take your child out of preschool, please can you give us four weeks' notice in writing or email.
Late Collection Charge
[image: ]If you are regularly more than 10 minutes late to pick your child up and without good reason, you will be charged £4 per half hour after the first 10 minutes. 
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