GREATWORTH

PLAYGROUP

[image: image1.wmf]
Information Pack
c/o Greatworth C/P School

Helmdon Road

Greatworth

Banbury

OX17 2DR

Telephone (01295) 711456

www.greatworthplaygroup.co.uk
email: greatworthplaygroup@sky.com

CONTENTS

Committee members and playgroup staff


3

About Greatworth Playgroup 




4

Management and administration



4

Funding







4

Accreditation






4

When can my child start Playgroup?



5

What sessions are available?




5

The first step






5

Playgroup fees






5

Terms and Conditions





6

Toileting issues






6

Collection






6

Entrances and exits





6

Fire safety






6

Health matters






6

Special needs






7

Clothing and footwear





7

Playgroup staff






7

Key workers






7

Record-keeping






7

Training






7

Complaints






8

Curriculum






8

Personal, social and emotional development

8

Communication, language and literacy


8

Mathematical development



8

Knowledge and understanding of the world

8

Physical development




8

Creative development




9

Parent helper






9

Parent helper duties





9

The benefits of parental involvement in playgroup

10
Policy documents





11

Committee Members and Playgroup Staff: 2010-2011
Officers
Chairperson


Sharon Froom




Deputy Chair


Melissa Swain

Treasurer / Fees

Sally Marie




Secretary


Fiona Edwards




Committee Members

Liz Wolstenholme  
Wendy Tims

Becky Herbert

Julie Griffith

Helen Austin
Playgroup staff
Supervisor

Liz Wolstenholme



Bed Honours, Qualified Teacher Status






Studying for EYPS

Deputy Supervisor

Becky Hartwell




Level 3 ~ CACHE Diploma in Childcare and Education







Studying for Level 4









Play Assistants

Stacey Barker




Level 3





Helen Austin




Level 2 
HELLO AND WELCOME!!

We hope you will find this booklet a useful introduction to Greatworth Playgroup and that should you decide to enrol your child or children with us, the information contained here will ensure a smooth and happy progression for them through playgroup and on to the bigger world of school.

All children are welcome to attend Greatworth Playgroup irrespective of gender, race, language, culture, disability, learning difficulty or HIV/AIDS status.

ABOUT GREATWORTH PLAYGROUP

There has been a playgroup in the village for many years and since 1990 it has enjoyed the use of the school hall.  This has given the playgroup the advantage of the support of the Reception Class teacher of Greatworth School, which in turn has helped our children to get a really good foundation for their first year in full time education.  Their familiarity with the building and many of the faces, on their first day at school is invaluable.  Links with the school are further strengthened with coordinated activities and participation in Christmas and other seasonal events. We hope to move into our own building on the school premises in February 2011.
We offer your child an opportunity to:


Have fun and friendship with children and other adults.


Learn through play in a safe, stimulating environment.


Develop at his/her own pace with plenty of adult support.


Grow in self-confidence by learning to choose from a range of occupations.


Gain independence by being apart from parents/carers for a time.


Be in a group that values everyone, whatever their sex, age, race or cultural background, and whether or not they have disabilities.

We also offer:


A specially tailored curriculum, based on the Early Years Foundation Stage framework and guidance.


A high ratio of adults to children.


The support of a personal key worker.


Opportunities for you and your family to be directly involved in the activities of the group and in your own child’s progress.

MANAGEMENT AND ADMINISTRATION

Greatworth Playgroup is run by an elected committee, which ensures that major decision-making is in the hands of the parents who use the group.  The committee are responsible for reviewing both policy and practice, and the employment and appraisal of members of staff.  Our Annual General Meeting, at which the committee for the following year is elected, is held in September and parents will be informed in good time so they are able to attend.  However, you can join the committee at any time - please contact any member for further information.  

FUNDING

Greatworth Playgroup receives no core government funding.  To operate, we solely rely on fees, government grants for 3 and 4 year olds, and fundraising activities.  The committee are therefore always looking for parental involvement for help and ideas with fundraising.  If you would like to help with fundraising or join the committee then please contact the chairperson.  

PRE-SCHOOL LEARNING ALLIANCE
We are members of The Pre-school Learning Alliance which is a leading educational charity specialising in the early years.  They provide practical support to early years settings and make a positive contribution to the care and education of young children and their families.  

WHEN CAN MY CHILD START PLAYGROUP?

Our playgroup is registered to provide care for 24 children between the ages of 2 and 5 years old.  Your child can start as soon as you like after their second birthday. The staff to child ratio is 1:4 for under 3 year olds and 1:8 for over 3 year olds.  

WHAT SESSIONS ARE AVAILABLE?

Greatworth Playgroup currently operates sessions on a Monday, Wednesday and Friday starting at 1.00pm and finishing at 3.30pm.  Tuesday and Thursday sessions start at 8.45am and finish at 11.15am and there is an additional session on Tuesdays from 11.15am to 1.45pm where children can bring a packed lunch.

Once we move into our new building, anticipated to be 28th February 2011 we will offer morning sessions from 8.45 am to 11.45am, lunch club from 11.45am to 12.30pm and afternoon sessions from 12.30pm to 3.30pm five days a week, Monday to Friday. 

The Playgroup staff and committee recommend that children attend a minimum of 2 sessions a week.  It is felt that this helps children to settle in more quickly.  However, if you do not feel this is appropriate for your child please discuss this with the playgroup supervisor or a member of the committee.  A child who is tense or unhappy will not be able to play or learn properly, so it is important for parents and playgroup staff to work together to help the child to feel more confident and secure in the group.  This takes longer for some children and parents should not feel worried if their child takes a while to settle.  Arrangements for settling in are flexible, giving time for the child to become secure.  Parents and children are encouraged to stay together at Playgroup, separating gradually according to their needs.  

Playgroup is not open all year round, we use the same term dates as the school. 

THE FIRST STEP

We operate a waiting list and in order for your child to be included we need a registration form completed and returned to the Playgroup Supervisor together with a non-refundable deposit of £10.00 (to include sweatshirt/t-shirt) which will secure your child’s place on the waiting list for entering playgroup.

Places are allocated according to the following priorities:
a. Children living in the catchment area of Greatworth School. 
b. Older children due to start school in the following year. 
c. Children with siblings already attending Greatworth Playgroup or School. 
d. Thereafter in order of placement on the list. 
As the time approaches for your child to start Playgroup, we recommend that your child visits Playgroup and stays for a whole session with their parent/carer.  There is no charge for this visit.  This visit can either be arranged with the playgroup supervisor.   

PLAYGROUP FEES

Currently, the fee is £7.50 per session, whether or not your child attends, and this amount is reviewed each term (this will increase to £9.50 a session once in the new building on extended 3 hour sessions and £2.50 for lunch club). Fees are payable every half term, however if you would prefer to pay weekly or monthly then please contact the Treasurer.  Greatworth Playgroup is a registered provider with Ofsted and Northamptonshire County Council and as such we are able to receive grant funding for children over 3 years old for up to 15 hours each week.  A child becomes eligible for this at the beginning of the full term after they have turned 3 years old; the supervisor will complete the relevant paperwork with you to enable us to claim this funding, which may be split between different providers.
TERMS AND CONDITIONS

In the event of your child leaving playgroup, for any reason other than them starting school, the Playgroup will require four weeks written notice.  If your child leaves before the end of the four-week notice period and is fee-paying, then the balance of the fees owed up to the end of the four-week period must be paid.  A Terms and Conditions form agreeing to the above must be signed prior to your child starting Playgroup.  

TOILETING ISSUES

Children that are not yet toilet trained, or are in the process of toilet training, should bring with them a named bag containing nappies/pull-ups, wipes, nappy bags and a change of clothes.  This bag can be hung on a peg and taken home again at the end of each session.  In an emergency, spare playgroup clothing will be used.  Any soiled/used nappies/pull-ups/clothes will be doubled-bagged and sent home with the child, as there are no facilities for their disposal.  We have a personal care policy available on request and a toileting plan will be written with your child’s key worker prior to them starting.  We work with parents to continue any routines regarding nappy changing and toilet training whilst your child is at playgroup.  
COLLECTION

Please do not arrive to collect your child before the end of the session.  Our collection procedure is designed to ensure maximum safety for your child at a busy time outside the school premises.  We therefore request that you remain outside the building but within the gates until a member of the Playgroup staff advises you that your child is ready for collection.

If someone other than yourself will be collecting your child please inform the Playgroup staff when your child is brought to Playgroup.  In the event of an emergency please let the Playgroup staff know who is collecting your child by telephoning the school on (01295) 711456.

ENTRANCES AND EXITS

For your peace of mind the main school door is alarmed and is always closed to ensure your child’s safety at all times.  The door at the rear of the school is fitted with a combination lock.  

FIRE SAFETY

In line with school policy a fire drill is held once every half term and Playgroup children participate in this along with the school children.  The meeting area in case of a fire is the school playground.  Fire exits are clearly marked in the school buildings.  

HEALTH MATTERS

For the benefit of your own child, the staff, and other children attending Playgroup, please keep your child at home if they are unwell.  Our staff are qualified to administer routine first aid.  If a child becomes unwell or has a serious accident, every effort will be made to contact the parents.  When parents cannot be reached we will be responsible for contacting a doctor or summoning an ambulance if necessary. We ask parents to supply us with emergency contact numbers and full details of any relevant medical problem or allergy.  Please let us know if your emergency contact number changes, it is important that we have up-to-date information.  

In the case of vomiting or diarrhoea, children should be kept at home for 48 hours from the last occurrence of sickness or diarrhoea. If a child is being treated with antibiotics it is our recommendation that they should stay at home for a full 48 hours.  

Playgroup staff are only permitted to administer prescribed medicines and we recommend that these are taken outside of playgroup session times, if at all possible.  In instances where medicine must be administered during a session, a written contract must be made with the Playgroup and the parent/carer of the child concerned.  Cough sweets, throat sweets and non-prescribed remedies are not permitted to be carried by the children, nor administered by playgroup staff.

SPECIAL NEEDS

The number of adults present in playgroup enables us to give each child some individual attention.  They are able to progress at their own rate in all areas of development.  We are experienced in working in close liaison with professionals across the range of special needs.  If you would like to discuss the group’s ability to meet your own child’s special needs, please talk to the playgroup supervisor or your child’s key worker.
CLOTHING and FOOTWEAR

In order to feel free to explore and experiment with all kinds of material, including messy ones, it is best to send children dressed in clothes that are easily washable.  For safety reasons children should wear sensible shoes that support their feet properly.  High-heeled shoes, flip-flops and sandals that have no heel support are not permitted.  

Sweatshirts, T-shirts, fleeces and waterproof reversible jackets printed with the Playgroup logo can be purchased.  Not only do they save spoiling your child’s own clothing, but also help them feel part of this special group and are useful for identification on outings.  They are available from the staff.
PLAYGROUP STAFF

We are proud of the high ratio of adults to children in our playgroup.  This ensures individual attention to the needs and development of each child. Our staff are well trained and very experienced in working with young children.
KEY WORKERS

Our key worker system gives each member of staff particular responsibility for a specific group of children.  Each child in the group has one special adult to relate to, which can make settling into the group very much easier.  In addition, the key worker is in a position to tailor the group’s curriculum to the unique needs of each individual child.  The key worker maintains links with the child’s home setting, working with parents through shared record keeping.  This ensures that all children are supported in reaching their full potential.

RECORD-KEEPING

Because so many adults help in the group, we are able to implement an excellent record-keeping system in which observations of the children in the group, and at home, are used as a basis for drawing up a curriculum for each child.

TRAINING

Our membership of the Pre-School Learning Alliance (PLA) ensures that we are constantly in touch with new thinking in the field of child education and care.  We receive a monthly magazine offering practical advice and up-to-date information, and have access to a range of professionally produced publications.  Parents may ask to see any of these.  In addition, on-going training is available through PLA courses, which welcome both staff and parents.  Informal training is available through local meetings and conferences, and parents will always be informed about these.  We are also supported through the advisory team at Northamptonshire County Council who visit Playgroup regularly, as well as provide training for staff.
COMPLAINTS

The committee recognises that problems do arise and are always happy to discuss any concerns you may have regarding the playgroup and will endeavour to find a solution.  Your first contact should be with the playgroup supervisor; if your complaint is not resolved then there is a complaints procedure and should you wish to follow it then your point of contact is the Playgroup Chairman.  

CURRICULUM

Within the group, all children are supported in developing their potential at their own pace.  Our key worker system enables us to ensure a planned curriculum tailored to the needs of each individual child.  By means of developmentally appropriate play activities and a high level of individual adult input, we offer a curriculum that follows the Early Years Foundation Stage framework and guidance and prepares children to progress with confidence through to Reception Class.

Personal, Social and Emotional Development

Within a nurturing environment, children are individually supported in developing confidence, autonomy and self-respect.  Activities are provided to promote their intellectual, emotional, moral, spiritual and social development.  They are encouraged to work and concentrate independently and also to take part in the life of the group, sharing and co-operating with other children and adults.  Through activities, conversation, and practical example, they learn acceptable ways to express their own feelings and to have respect for the feelings and needs of others.  Positive images in, for example, books, toys and displays, help children embrace differences in gender, ethnicity, religion and disabilities.

Communication, Language and Literacy

Children are given the encouragement, opportunity and support to extend their communication, language and literacy skills.  They are encouraged to extend their communication, speaking and listening in different situations and for different purposes, and enjoy a wide range of books from our well-stocked book corner.  Children share and enjoy stories, songs and rhymes and the surroundings offer natural opportunities to look and learn about printed language with, for example, signs and notices.  Children are helped to understand that written symbols carry meaning, and when they are ready, to use drawn and written symbols for themselves.
Problem Solving, Reasoning & Numeracy
By means of adult-supported practical experience, children become familiar with the sorting, matching, ordering, sequencing and counting activities, which form the basis for early mathematics.  As they use their developing mathematical understanding to solve practical problems, children are assisted to learn and use the vocabulary of mathematics, identifying objects by shape, number, space and measures.  Mathematical understanding is developed through enjoyable stories, games, songs and imaginative play.
Knowledge and Understanding of the World

A safe and stimulating environment allows children to find out more about the world they live in and the people they encounter.  This lays down the foundations for later work in science, design and technology, history, geography, and information and communication technology (ICT).  They enjoy activities that encourage exploration, observation, problem solving, prediction, critical thinking, decision-making and discussion.  This is done through providing an environment with a wide range of indoor and outdoor activities, stimulating the children’s interest and curiosity.

Physical Development

A range of equipment and opportunities, both indoors and outdoors, allows children to develop and improve skills of co-ordination, control, manipulation and movement.  It also gives children confidence in what they can do and enables them to feel the positive benefits of being healthy and active.  A very high level of adult supervision enables children to safely create and meet physical challenges such as moving, climbing and balancing.  At the same time children are also supported in the development of the fine motor skills required to use tools including pens and pencils, and to handle small objects with increasing control.

Creative Development
Children are encouraged to use a wide range of resources in order to express their own ideas and feelings, through art, music, dance, role-play and imaginative play.  They are provided with a stimulating environment in which creativity, originality and expressiveness are valued and in which activities are provided enabling children to use all of their senses.

PARENT HELPER

In order for our Playgroup to operate efficiently and to keep the cost of the fees low, we require parents to act as a parent helper at Playgroup.  A rota is prepared by the supervisor and usually involves 2 sessions per half term.  If you cannot participate in this rota personally it will be your responsibility to organise an alternative person to cover your duty.  Your name and telephone number are included on the rota.  Please let the supervisor know if you do not wish your telephone number to be included.  Please note that you can only be a helper on the actual sessions your child attends. If you have younger children and need to bring them with you on your rota day, please remember that while they are welcome, they are at all times your responsibility.

Parent Helper Duties

Research has shown that children learn better when parents/carers are involved. Our parent/carer rota system gives the parent/carer the opportunity to take an active part in their children’s learning within the setting. It also gives the parent/carer the opportunity to see how their child is progressing through all areas of learning. In addition to this, the rota system provides a valuable opportunity for the children to see their parents/carers in a new role.

The duties of the parent helpers are as follows:-

1. To check the parent helper rota issued at the beginning of each term and ensure you send a representative (age over 16) to help in your sessions. If you are unable to attend your session please talk to other parents/carers and try to swap, please note any changes on the Parent Information notice board at Playgroup. Please only phone the supervisor as a last resort or in an emergency.

2. If you have younger children and need to bring them with you on your rota day, please remember that while they are welcome, they are at all times your responsibility.

3. To arrive 15 minutes before the start of the session to help set up.

4. To play with the children, in all areas of the setting, providing support where necessary – such as assisting with overalls/paper naming and removing wet paints to the drying rack – and just having fun with the children.

5. To support the staff by assisting with any topic activities, from the daily planning as may be requested. Playing with the children may involve reading with them, talking or listening to them, becoming involved in role-play/imaginary games, painting set up, construction/building, play dough shaping, or supporting the children in any areas of learning available to them on the day. You may also be asked to help prepare the children’s snack, supervise for a period whilst they help themselves under our rolling snack programme and help clear this area away.

6. To ensure that any information you gain about the development and progress of children other than your own is kept confidential. Please do share with playgroup staff any observations you make about the children, but ensure that these are not discussed with others outside playgroup.

7. We believe children learn best when they are having fun.

8. As helpers do not have the relevant police clearance checks they may only take their own child to the toilet during the session – this is a legal requirement designed to safeguard both the children in our care and the helpers. If you wish to have the relevant checks performed please notify a member of staff and this can be arranged.

9. We do not expect our parent helpers to clear up after the session, unless we have staff shortages. We would then appreciate the helper assisting us to clear away the toys at the end of the session if they are able to.

Please remember that the playgroup staff greatly appreciates the parent helper’s assistance as it ensures the smooth running of the session. If there is anything you are unsure of DO ASK!

The benefits of Parental Involvement in Playgroup

The Pre-School Learning Alliance recognises parents as the first and most important educators of their young children.  Our playgroup aims to support parents.  Parents are welcomed:


To work in the group with the children.


To work with playgroup staff to record information about their child’s progress and achievements.


To assist with fund-raising.


To take part in the management of the playgroup.


To attend open meetings of the PLA.


To attend training courses, workshops and conferences organised by the PLA.

Benefits to the setting:


Higher ratio of adults to children.


Staff are able to learn more about the families of the children.


Parents bring their own skills to the group.


Parental involvement may bring positive feedback into the community.


Staff are able to provide a larger variety of activities for the children due to the higher adult to child ratio.


Parents can provide staff more opportunity for “one to one” time, observation and assessments.


Parents can provide support and volunteer to help staff in a crisis.


Parents can be very helpful/useful in providing resources, information and donations and have useful contacts within the community.


Parents, who understand the settings’ aims, can support the staff that are working towards them.


Parents who join the committee or who attend meetings are supporting the management of the playgroup.


Involved parents provide a network of links the wider community.

Benefits to the children:


Children feel more valued and special when they see their parents in an active role within playgroup.


Children like to show other children who their parents are.


Children feel safe and more secure when their parents attend.


Children feel their parent is taking an active interest in their time at playgroup.


Children need to know that their parents are respected and accepted by the group.


Self-esteem and confidence grows in the child when he/she knows that their parent is interested.


Children’s individual needs can be discussed between parents and staff and plans can be made accordingly.


Constancy can be ensured when parents and staff talk to each other.


The children in the group can be given more “one to one” time.


Parents involved in the session help to increase the children’s communication and social skills.


Good practice learned by the children (learning new boundaries) in the session can be reinforced in the home environment as parents become more aware of them.


Parents can bring more or different resources and new ideas to the group.


Greater holistic development occurs when staff talk to the parent, they do not see the child in isolation but they come as part of a family unit.


Staff who know, understand and respect the different parenting skills are then able to understand the children better (know the parent, know the child).

There are long term benefits of parental involvement which starts within the playgroup setting – the early participation may encourage the parent to continue actively taking part in primary and secondary schools, where it is equally beneficial to all concerned.

We at Greatworth Playgroup very much appreciate and hope to keep your continued support.

POLICY DOCUMENTS

Greatworth Playgroup is OFSTED registered and inspected.  We have policy documents including those listed below which are adhered to at all times.

In line with the Early Years Foundation Stage Statutory Framework we require all parents to read the following policies/procedures when their child joins playgroup (comments and suggestions are always welcome):- 
· Admissions Policy

· Equal Opportunities Policy

· Personal Care Policy

· Safe Guarding Children Policy

· Collection of Children Policy (including Late Collection)

· Missing Child Procedure

· Parental Involvement Policy (including Parent Rota Duties) 

Should you wish to read the remaining policy documents, these are available from any member of staff on request.

We hope that your child’s time in playgroup will be a very happy and productive one.  If you have any queries or if we can be of any help, please contact the staff/committee at any time.
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