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Prospectus

Step By Step Pre-school (Billericay) is situated on the first floor of the Baptist Church in Perry Street, Billericay. This prospectus is designed to give you information about the Pre-school and should answer many of your questions. This should be read in conjunction with our policies, which give more detailed information of what we do.

Step By Step Pre-school (Billericay) aims to:

· Provide high quality care and education for children primarily below statutory school age;

· Work in partnership with parents to help children to learn and develop;

· Add to the life and well-being of its local community;

· Offer children and their parents a service which promotes equality and values diversity;

Work to its operational plan (available on request). 
We cover the Early Years Foundation Stage (EYFS) and this sets a framework for learning, development and care in all registered early years settings and schools for children aged from birth to five.  This gives each child the best possible start in life and the chance to achieve the five Every Child Matters outcomes: 

· Be Healthy 

· Stay safe

· Enjoying and achieve

· Make a positive contribution 

· Achieve economic well –being 

The EYFS consists of four themes and principles, each of which is underpinned by a set of commitments. We work to provide an environment where children feel included, safe and valued, and their individual learning is developed and extended through a wide range of positive experiences and play. 

The EYFS also provides the basis for the inspection and regulation regime which registered early years settings must operate within. The four themes and 16 commitments principles are as follows:
	Theme :- A Unique Child
Commitments 

      Child Development: Skilful communicator, competent learner.

Inclusive Practice: Equality and diversity, children’s entitlements, early support.

Keeping Safe: Being safe and protected, discovering boundaries, making choices.

Health and Well-being: Growth and developing, physical and emotional wellbeing.

	Theme :- Positive Relationships
 Commitments 
Respecting Each Other: Understanding feelings, friendship, professional relationships.

Parents as Partners: Respecting diversity, communication, learning together.

Supporting Learning: Positive interactions, listening to children, effective teaching.

Key Person: Secure attachment, shared care, independence.

	Theme :- Enabling Environments 
Commitments 
Observation, Assessment and Planning: Starting with the child, planning, assessment.

Supporting Every Child: Children’s needs, the learning journey, working together.

The Learning Environment: The emotional environment, the outdoor environment, the indoor environment.

The Wider Context: Transitions and continuity, multi-agency working, the community.

	Theme :- Learning and Development 
Commitments 
Play and Exploration: Learning through experience, adult involvement, contexts for learning.

Active Learning: Mental and physical involvement, decision making, personalised learning.

Creativity and Physical Thinking: Making connections, transforming and understanding, sustained shared thinking.

Areas of Development and Learning.


Children’s progress and learning is recorded by using the Development Matters Statements, each individual child has a report set out with all the different skills and stages of development and each area of learning is important and linked to the other: 

Personal, Social and Emotional Development 
Our programme supports children to develop:

· positive approaches to learning and finding out about the world around them;

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

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

· their awareness 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;

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

· their ability to expect to have their ways of doing things respected and to respect other people's ways of doing things.

Communication, Language and Literacy 
Our programme supports children to develop:

· conversational skills with one other person, in small groups and in large groups to talk with and listen to others;

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

· their ability to use words to describe their experiences;

· their knowledge of the sounds and letters that make up the words we use;

· their ability to listen to, and talk about, stories;

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

· knowledge of the purposes for which we use writing; and

· making their own attempts at writing.

Problem Solving, Reasoning and Numeracy
Our programme supports children to develop:

· understanding and ideas about how many, how much, how far and how big;

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

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

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

· early ideas about the result of adding more or taking away from the amount we already have.

Knowledge and Understanding of the World 
Our programme supports children to develop:

· knowledge about the natural world and how it works;

· knowledge about the made world and how it works;

· their learning about how to choose, and use, the right tool for a task;

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

· their skills on how to put together ideas about past and present and the links between them;

· their learning about their locality and its special features; and

· their learning about their own and other cultures.

Physical Development:
Our programme supports children to develop:

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

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

· their understanding about the importance of, and how to look after, their bodies
Creative Development 
Our programme supports children to develop:

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

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

Our approach to learning and development and assessment

Learning through play

Play helps young children to learn and develop through doing and talking, which research has shown to be the means by which young children learn to think.  Our setting uses the practice guidance Early Years Foundation Stage 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. In all activities information from the practice guidance to the Early Years Foundation Stage has been used to decide what equipment to provide and how to provide it. 
As a member of Step By Step Pre-school (Billericay), your child:

· Is in a safe and stimulating environment;

· Is given generous care and attention, because of our high ratio of adults to children;

· Has the chance to join with other children and adults to play, work and learn together;

· Is helped to take forward her/his learning and development by being helped to build on what she/he already knows and can do; 

· Has the chance to establish the basis of reading and writing through well chosen stories, songs, rhymes and games; 

· Is helped to create habits of listening, sharing and concentration and pride in their achievements;
· Has a personal key worker who makes sure your child makes satisfying progress;

· Is in a Pre-school which sees you as a partner in helping your child to learn and develop; and

· Is in a Pre-school in which parents help to shape the service it offers.
The service offered by Step By Step Pre-school (Billericay)

· The Pre-school is open 38 weeks each year.

· We are closed during school holidays. 

· We are open 5 days each week, Monday to Friday. 

· We offer sessional day care between the following times: 9.00am to 12 noon (Monday to Friday), and 12.30 pm to 3.30pm (Tuesday to Friday)
· We offer the option of full day care, Tuesday, Thursday and Friday: 9.00am to 3.30pm.
· We provide care and education for young children between the ages of 2 and 5.

‘Risers’ session 

‘Risers’ currently runs on Wednesday afternoon; 12.30pm to 3.30pm;

Generally, the children will be given the option of attending this session for at least 2 terms before they leave for infant/primary school. The sessions are designed to encourage them to socialise with their peers, partake in team games, taking turns, develop more independence, and to extend their listening, literacy and concentration skills. It also aims to give the children more challenging activities which are adult directed.          Our separate ‘Risers’ policy provides a more detailed explanation on entrance conditions for these sessions.

Fees

To help meet initial administration costs, a registration fee is payable by non funded children by way of a donation. This is payable before your child’s start date and we ask for a minimum donation of £25.00. On your child’s first day we will provide a complimentary Step-By-Step T-Shirt and school bag.

The fees for non funded children are £12.25 per session, payable half-termly at the beginning of each half term. Fees must still be paid if children are absent without notice for a short period of time. If your child has to be absent over a long period of time, talk to the Senior Supervisor or the Chairman. For your child to keep her/his place at the Pre-school, you must pay the fees. If you have any difficulties with payment, please let us know and we will do our best to help.

Each term the Essex Early Years Development Plan informs the Pre-school of the criteria required to be eligible for government funding. The staff administrator will contact all parents the term before grant funding is offered. A parent/carer declaration form must be completed every term for your child, obtainable from Pre-school Administrator.

A voluntary contribution of £1.12 per session is requested for funded children to go towards our costs for snack, preschool equipment and day to day running of Pre-school.

Authorised Collection of children 
Children will only be allowed to leave the Pre-school with adults who are authorised by the child’s parents to collect their child.

A password must be given on the child’s registration form. 
Any changes made to the password must be made in writing on a change of password authorisation form available from our office administrator. The name of the person collecting the child from Pre- school is recorded in our Collection Book.

Late Collection

If you know you will be late in collecting your child from Pre-school, you must telephone to advise us immediately so we can reassure your child.  

However, parents who are persistently late collecting their children from a session will be charged £10.00 per session as this impacts on our staff setting up and clearing away and infringes on their legal break.

Working together for your children

Step By Step Pre-school (Billericay) has a high ratio of adults to children in the setting. 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.

The members of staff who work at Step By Step Pre-school (Billericay) and their most recent qualifications are:

	Position
	Name
	Qualifications

(most recent)
	Date completed/

to be completed

	
	
	
	

	Senior Supervisor
	Tracy Dix
	Cert EYP(Open)

level 4  

NVQ (level 3) 
	July 2009

Aug 2006



	Deputy Senior Supervisor

& Risers Supervisor

Supervisor

	Kim Wheatley

Dagmar Cantwell
	CPP (level 2)

SEN Code of Practice

and DPP (level 3)

DPP (level 3)
	Sept 2006

Autumn 2007

July 2010

Sept 2007


	Senior SEN Co-ordinator
Supervisor
	Barbara Bannell
Louise Dodge
	CPP (Level 2)

SEN Code of Practice
CPP (level 2)

DPP (level 3)


	Sept 2004

Autumn 2002
May 2008

July 2010

	
	
	
	

	Pre-school Assistant
	Karen Kempster
	BTEC(level3)
	August1998

	Assistant SENCo-ordinator
	Kathy Borowski
	CPP (level 2)
	Sept 2006

	
	
	
	

	
	
	
	

	Pre-school Assistant
	Margaret Cruickshank
	CPP (level 2)
	November 2010

	Pre-school Assistant
	Jenni Hamilton-Morris
	Master of Science degree in Health Psychology
	February 2002

	
	
	
	

	Pre-school Assistant


	Jo Smith


	CPP (Level 1)

CCP (Level 2)
	February 2010



	Administrator
	Nicola Telling
	
	


Please note that many members of staff have a number of years experience, and additional qualifications, which were gained prior to those listed above.

We aim for all staff to undertake courses run by The Essex Early Years Development & Childcare Partnership, Pre-school Learning Alliance training and other bodies, and hold up to date first-aid qualifications. Staff training is continuous to keep up to date with current best practice. All staff are encouraged to achieve a CACHE or NVQ qualification.
Staff Training days 

Staff Training is taken periodically on a Monday afternoon when the preschool is closed. 
How parents take part in the Pre-school

As a member of the Pre-school Learning Alliance, Step By Step Pre-school (Billericay) recognises parents as the first and most important educators of their children. The staff members see themselves as co-workers with you in providing care and education for your child. There are many ways in which parents take part in making the Pre-school 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 Pre-school;

· 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; 

· Being part of the management of the Pre-school;

· Taking part in events and informal discussions about the activities and curriculum provided by the Pre-school;

· Joining in community activities in which the Pre-school takes part; and

· Building friendships with other parents in the Pre-school.

Parental Involvement
If a parent wishes to help out in Pre-school sessions whether on a one-off basis or on a regular basis, they can arrange to do so with a Supervisor. Helping at the session enables you to see what the day-to-day life of the Pre-school is like and to join in helping the children to get the best out of their activities.

Joining in

Helping in session is not the only means of taking part in the life of the Pre-school. You can offer to take part in a session by sharing your own interests and skills with the children. 

Do feel free to arrange to drop into the Pre-school, if you would like to see it at work or to speak with the staff. 

Key workers 

The Pre-school has a key worker system. This means that each member of staff has a group of children for whom she/he is particularly responsible. Your child's key worker will be the person who works with you to make sure that what the Pre-school provides is right for your child's particular needs and interests. When your child first starts at the Pre-school, she/he will help your child to settle and throughout your child's time at the Pre-school, she/he will help your child to benefit from the Pre-school's activities.
Records of achievement  
The Pre-school keeps a record of achievement for each child. Staff and parents working together on their children's records of achievement is one of the ways in which Step By Step Pre-school (Billericay) and parents work in partnership. Your child's record of achievement 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. 

Your child's key worker will work with you to keep this record. To do this you and she/he will collect information about your child's needs, activities, interests and achievements. This information will enable the key worker to identify your child's stage of progress. You and the key person will then decide on how to help your child to move on to the next stage,

Learning opportunities for adults

The Pre-school staff members are all encouraged to gain qualifications in early years care and education. They also take part in further training to help them keep up-to-date with new ideas in early years care and education.

The Pre-school also keeps itself up-to-date with best practice in early years care and education through the Pre-school Learning Alliance's magazine Under Five and publications produced by the Pre-school Learning Alliance. The current copy of Under Five is available for you to read. 

The Pre-school's timetable and routines

Step By Step Pre-school (Billericay) believes that care and education are equally important in the experience, which we offer children. The routines and activities that make up the Pre-school's session/day are provided in ways that:

· help each child to feel that she/he is a valued member of the Pre-school;

· ensure the safety of each child;

· help children to gain from the social experience of being part of a group; and 

· Provide children with opportunities to learn and help them to value learning.

The session

The Pre-school organises its sessions so that the children can choose from - and work at - a range of activities and, in doing so, build up their ability to select and work through a task to its completion. The children are also helped and encouraged to take part in adult-led small and large group activities, which introduce them to new experiences and help them to gain new skills, as well as helping them to learn to work with others. 

The Pre-school has space in the hall so that the children can enjoy outdoor activities e.g. bikes, climbing frame. Activities contribute to children's health, their physical development and their knowledge of the world around them. Also children have the opportunity, and are encouraged, to take part in outdoor activities. The children have the opportunity - and are encouraged - to take part in child-chosen and adult-led activities.

A typical session will generally follow a routine pattern (but this is flexible to meet the needs of children):

· Registration

· Child led free play incorporating adult led activities, stories and outdoor play
· Group snack
· End of session activities, phonics, themes, songs and rhymes
· Exit register

Clothing

The Pre-school provides aprons for the children when they play with messy activities. Please send your child in clothes, which you do not mind if they get messy. We also introduced a uniform from Jan 2006, which, although not compulsory, will benefit the children in many ways. You will receive a complimentary T-Shirt on your child’s first day when eligible for registration fee.
The Pre-school encourages children to gain the skills, which help them to be independent and look after themselves. These include taking themselves to the toilet and washing hands. Clothing which is easy for them to manage will help them to do this.

All outdoor clothing and shoes must be labelled with your child’s name. Please ask a member of staff for a label order form if you require labels. If you do not wish your child to wear a pre-school sun hat when playing outside, could you please ensure your child has a hat to wear on strong sunny days.
Soiled nappies are suitably wrapped and given to the parents at the end of the session to dispose of. Parents should supply clean nappies and wipes in a plastic bag with the child’s name on it

Shoes and Jewellery

In the interest of safety, please provide a pair of plimsoles for your child to change into when they arrive at the Pre-school.  Open toed and ‘Crocs’ sandals are not suitable footwear for pre-school especially for outdoor activities.
For safety reasons, children are not permitted to wear jewellery in Pre-school, with the exception of stud earrings. Cultural/religious requirements will be respected, but please discuss these with the Session Supervisor. In this case the parent/carer must provide a signed waiver of liability to the Pre-school. This will state that the Pre-school will not be held responsible for loss or injury caused to or by the jewellery. Staff will remove any other jewellery from children and the Pre-school will not be liable for such items.

Snacks and meals

The Pre-school makes snacks and meals a social time at which children and adults eat together. We plan the menus for snacks and meals so that they provide the children with healthy and nutritious food. Do tell us about your child's dietary needs and we will make sure that these are met.

Toilets

The Pre-school policy for children going to toilet is that the child must tell a member of staff if they wish to go to the toilet, and a member of staff (CRB checked) will take the child. If a child has an ‘accident’, the child will be treated with sympathy and understanding. If you have any concerns, please speak to the Session Supervisor.

Policies 

Copies of the Pre-school's policies are available to view at the Pre-school, please ask a member of staff. They are also available on the Pre-school website.

The Pre-school's policies help us to make sure that the service provided by the Pre-school is a high quality one and that being a member of the Pre-school is an enjoyable and beneficial experience for each child and her/his parents.

The staff and parents of the Pre-school work together to adopt the policies and they all have the opportunity to take part in the annual review of the policies. This review helps us to make sure that the policies are enabling the Pre-school to provide a quality service for its members and the local community.

Special needs

As part of the Pre-school's policy to make sure that its provision meets the needs of each individual child, we take account of any special needs which a child may have.

The Pre-school works to the requirements of the 1993 Education Act and The Special Educational Needs Code of Practice (2001). The Pre-school's Special Educational Needs Co-ordinators are presently Barbara Bannell, Kim Wheatley and Kathy Borowski. 
Safeguarding children

Our Pre- school setting has a duty under the law to help safeguard children against suspected or actual ‘significant harm’. 

Our employment practices ensure children against the likelihood of abuse in our setting and we have a procedure for managing complaints or allegations against a member of staff.

Our way of working with children and their parents ensures we are aware of any problems that may emerge and can offer support, including referral to appropriate agencies when necessary, to help families in difficulty.
Equality and diversity policy

· Our pre-school is committed to providing equality of opportunity and anti-discriminatory practice for all children and families. We are unprejudiced to diversity in individuals both children and adults and therefore all types of person may participate in an appropriate manner in our pre-school.
The management of Pre-school

A parent management committee - whose members are elected by the parents of the children who attend the Pre-school - manages the Pre-school. The elections take place at the Pre-school's Annual General Meeting, which is held in each year. The committee is responsible for:

· Managing the Pre-school's finances and arranges fundraising events;

· Employing and managing the staff;

· Making sure that the Pre-school has - and works to - policies which help it to provide a high quality service; and

· Making sure that the Pre-school works in partnership with the children's parents.

The Annual General Meeting is open to the parents of all of the children who attend the Pre-school. It is their forum for looking back over the previous year's activities and shaping the coming year's activities.

The Pre-school encourages parents to join the committee and help the Pre-school in whatever way they can.

Birthdays

We will celebrate a child’s birthday at the Pre-school, and this takes place at our mid-session break. If you wish to contribute, we would welcome a packet of biscuits to share among the children rather than sweets. If for any reason you do not want your child’s birthday celebrated, please tell the Session Supervisor.

Newsletters

Regular newsletters are produced to let parents know of meetings and events, planned themes for the next half term, fundraising activities, committee activities and other information that the parent should be aware of.  .

Diary of Events

We arrange various events for parents and children to get involved in. Please check our parents’ noticeboard, read our newsletters or look on our website for further information. All funds raised from these events are reinvested into our Pre-school.

Emergency Procedure policy re closure of Pre-school 

The following procedure will be followed if a situation occurs which requires the Pre-school to be closed at short notice.

Situations may be -

· Weather conditions do not permit Pre-school to open

· Emergency services enforce closure due to safety issues i.e. gas leak, burst pipes, flood etc

· Church suggest closure due to no electricity, heating, water supplies etc 

· Staffing issues do not permit pre-school to open.

· Pandemic Flu

We advise our parents and carers to listen to the Heart Essex radio or check BBC Essex radio web site for further information of our closure.

A note will be placed on the door of the church if we are unable to contact parents and carers about the closure. 
Starting at Step By Step Pre-school (Billericay)

Admissions Policy

Your child’s name may be placed on our waiting list at any time. We maintain our lists on the basis of intakes to the infant school. Places will be offered on a first-come-first-served basis. Any places not taken will then be offered to the child next on the list until all the places are full.

The first days

We want your child to feel happy and safe at the Pre-school. To make sure that this is the case, the staff will work with you to decide on how to help your child to settle into the Pre-school. 

Extra sessions

If you would like an extra session for your child, please let the Session Supervisor/Administrator know, whether it is permanent or temporary, and we will let you know if there are vacancies on the session you want. Fees must be paid for the extra session.

Please also let us know if you no longer want a session, so that we are able to offer the place to another child. All changes to sessions must be made via the Pre-school.

Links with Infants Schools

We work with the Reception Class Teachers at Buttsbury Infant School, Brightside Infant School and other local schools. To assist children’s transition to school visits are arranged to meet new teachers and teachers have an opportunity to visit children in the preschool setting.  
The Pre-school cannot register children for infant school and it is for the parents to approach their chosen infant school and register their children if they wish them to be considered for a place

Step By Step Pre-school (Billericay) hopes that you and your child enjoy being members of the Pre-school and that you both find taking part in our activities interesting and stimulating. The staff members are always ready and willing to talk with you about your ideas, views or questions.
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