[image: image1.wmf]Busy Fingers

Registered Charity No: 308133
Main Street, Little Downham, Ely, Cambridgeshire, CB6 2ST
Telephone:  01353-698633. 
E-mail; busyfingerspreschool@gmail.com  

www.busyfingers-preschool.co.uk
Prospectus
Our Setting
Busy Fingers Pre-School is a registered charity. Our premises consist of a purpose built building offering a bright spacious area for activities and a special designated area for ‘wet’ and ‘messy’ play. We also have a carpeted area for the ‘home corner', role play, and floor activities and a ‘quiet’ room with a book corner. There are child-sized toilets as well as full disabled access throughout the building.
Our outside consists of artificial grass with fixed play apparatus and a large area is fitted with paving slabs suitable for wheeled toys. The large roof over hangs this area so provides shade on hot days and shelter on wet days. We also have a large sandpit, gardening area and a mud kitchen. 
Mission Statement
At Busy Fingers Pre-School our aim is to provide the children who attend the setting with a happy, safe, secure and stimulating environment in which they can develop socially, emotionally, physically and intellectually to their full potential.
We aim to provide a setting where we shall enhance development and education by building on from what individual children already know and can do. 
Our Objectives
· To ensure that the pre-school offers opportunities for all children whatever their race, culture, religion, means or ability.
· To provide a tailored curriculum working with the DfES Early Years Foundation Stage Curriculum.
· Provide individual care and attention from caring and dedicated staff
· To support children by using an individual keyworker system and provide regular up to date reviews of your child’s progress.
Session Times and Fees
Sessions will run from 9am-12pm, 12pm-3pm or 9am-3pm.  

All children from the age of 2 years and 6 months are welcome to access any of the sessions.  All children qualify for government funded early years childcare provision from the term after they are three years old.

To see if you are eligible for additional funding please visit:

 http://www.gov.uk/help-with-childcare-costs/free-childcare-and-education-for-2-to-4-year-olds
If your child is eligible you will need to complete a form which we supply, and provide evidence of date of birth by way of birth certificate, passport or benefits book, which must include child’s name and date of birth. 
Our Fees per three hour session are £12.20.  
We will review these fees at regular intervals to ensure they remain in line with government funding and the cost of running the pre-school.
For Admission information – please see Policies and Procedures.
To maintain the preschool’s income and to cover out-goings, fees are payable for each session that a child is registered for, regardless of whether the child attends or not.
All outstanding fees must be paid within the first two weeks of the term. A child’s place at the pre-school is conditional upon prompt payment of fees.
Fees must be paid either:
· In full, by the due date on the invoice or
· Weekly payments (by arrangement only) 
· Or you can pay online
Payments can be made in cash, by cheque or on-line. Please ask for details if you wish to pay on-line. If fees are not paid on time a 15% admin fee may be added with a new payment date given. If they are still not paid, the child may lose their place and parents will have to re-enrol their child at a cost of £25 or the place will be offered to the next child on the waiting list. Outstanding debts may be recovered through the Small Claims Court.
Snack Time and Lunch Time

Children attending the morning group will bring in a healthy snack from home.

Children attending the afternoon session (or all day) will bring in a packed lunch from home. (They will not need a separate snack for the afternoon.)
At Busy Fingers Pre-school we aim to promote healthy eating; We ask that you provide a snack in a named pot, for the children to enjoy during our ‘rolling snack’ time.  
Children will be supervised at all times and will be offered milk or water to drink at snack times.  

Foods NOT permitted at Busy Fingers:

Nuts or nut products

Chocolate

Sweets

The Management
Busy Fingers Pre-School is a registered charity and is run by a parent- management committee that is elected each year at the Annual General Meeting from the parents/carers and friends of the group who volunteer to form the Committee of Busy Fingers Pre-School.  The Annual General Meeting is open to all parents/carers of the children registered at the pre-school and this ensures that major decision making is in the hands of the people using the pre-school.
The Committee employs a Pre-School Manager who is responsible for the day to day running of the Preschool.
The Staff
Almost all the staff employed at Busy Fingers Pre-school hold or are working towards a nationally recognised qualification in early years childcare.  It is our policy that all staff hold a first aid certificate and are trained in Basic Child Protection. All staff are committed to delivering quality care and education for all children and continue to update their skills, knowledge and understanding by participating in our on-going training programme.
Key Person
Our key person system gives each member of staff particular responsibility for a group of children.  The key person is in a position to tailor the group’s curriculum to each individual child.  The key person maintains links with the child’s parent/carer and home setting, working with parents/carers through shared record keeping to ensure that all children are supported in reaching their full potential.  It is not the role of the key person to carry out all observations; these will be completed by different staff members.  The key person will collate all information and update records as necessary and feed this information back to parents/carers at termly reviews.
Parental Involvement  
Our Pre-School lobby helps us to communicate with parents/carers.  You will be able to find various posters informing parents/carers of forthcoming events and our pre-school notice board holds a copy of important information such as policies and procedures, Ofsted report and Pre-school Learning Alliance contact details, Snack Menu, and staff pictures. 
We recognise that parent/carers are the first and most important educators of their young children, and research shows that children do learn better when their parent/carer is involved.  Parents/carers are invited to help in our pre-school, we offer termly stay and play sessions but if a parent/carer would like to help out for a whole session, this can be arranged. This gives parent/carers the opportunity to take an active part in the pre-school, to see what happens there and to talk about it afterwards with their child. Other children or siblings are unable to attend these sessions.  
Our Pre-school is of charity status. Funding and fees cover day to day running costs of the pre-school. However, fundraising is still a vital part of the Pre-school’s existence, allowing much needed resources to be purchased to enhance the children’s learning experiences. Throughout the year our committee hold various fundraising events and really need your assistance to help them run successfully. All events are well publicised through newsletters, closed Facebook page only available for the parent/carers of Busy Fingers Pre-School, notices and Little Downham Parish News.  
As a Committee-run Pre-school, we have an expectation of parents and members of our local community to become committee members. All parents have a vested interest in the Pre-school through their child. Support from all is welcomed and expected at some stage during their child’s time at Busy Fingers; without it the Pre-school would not survive.  Those who wish to take an active part in the management of the Pre-school have the opportunity to play a vital role in their child’s pre-school education and also by providing a much-valued resource to the local and wider community.  If you wish to become involved please speak to the manager of the preschool who can put you in touch with a committee member. There are also opportunities for parents to support many of our fundraising events throughout each school year.
Settling In - Induction Visit
It is important that parents/carers and Pre-school staff work together to help a child feel confident and secure in the group.  We offer an induction visit where your child can come and spend some time with us just before their start date. Any concerns or issues you may have can be approached at that time with the Pre-school Manager or Deputy.  We will provide a book bag at your induction session and provide you with any relevant paperwork.  

The settling in process can take longer for some children than others. On the ‘big’ day, if you need to stay for a while to settle your child in, then we work with you. As soon as you feel comfortable to leave, tell us and then your child that you will be back to collect them. We will work together to settle your child within the Pre-School. You are welcome to stay with your child until everyone is happy they are ready to be left. 
Should your child be upset they will be comforted and occupied. If staff are unable to comfort them, then you will be contacted and a variety of options are then available;
· You can return and stay with child for remainder of the session.
· If they are very upset you could take them home.
· Staff continue to try and settle child and will contact you with a progress report in 15-20 minutes.
· You continue to attend sessions with your child, leaving a little earlier each time.
· And of course, if you are concerned you can phone at any time to check how your child is doing.
Our policy states that children attending Pre-School should do so for a minimum of 2 sessions per week enabling children to settle into the environment and become familiar with staff, helping them to make friends and become accustomed to the routine of the group. 
What the children need to bring 
 In order to feel free to explore and experiment with all kinds of activities, including messy ones, it is best to send children dressed in clothes that are not too new. Children will be practising skills that will make them independent. Simple clothing which they can handle themselves will enable them to go to the toilet when they want to without being too dependent on adult’s help.  Please bring a spare set of named clothes that can be kept on their coat peg.  We have a preschool uniform that is available to buy, examples are displayed in the foyer, where you can also find an order form.
We also encourage all the children to bring in a named water bottle (no squash please) so that they can access a drink throughout the whole session.
We accept children in to the preschool who are still in nappies and change them when needed. Nappies and wipes should be kept in the children’s bag on their peg. We fully support the child and parent when the time comes to toilet train. Lots of spare clothes should be supplied in the child’s bag. 
For wet/winter weather it is a good idea to send a child with indoor and outdoor footwear. Wellington boots are great for playing outside in but are not advisable footwear within the Pre-school setting.  Sunhats during warm summer months are advisable and a change of clothes if any accidents occur whilst playing with water activities. Please apply sun cream during hot weather to protect your child before they come to the Pre-school. All children are asked to bring in a named water bottle to allow easy access to fresh water throughout the whole preschool session.
Toys  
Any toys brought in should be labelled clearly with the child’s name so it is not confused with Pre-School toys.  Children will be asked to place their toy in a box at the start of the session and it will stay there until the end of the session.
Drop off/Collection Procedure
The gate will be opened by a member of staff to allow children and parent/carers in and will move to wait at the entrance of Pre-school building. Once inside the main building they can say goodbye to their parent/carers and are then asked to go into the ‘quiet’ room where the register is taken.  If your child is upset you are welcome to stay until they have settled.  After a few sessions we usually find this practice unnecessary.
Please ensure that you drop off your child on time as it is disruptive to this routine if there are late arrivals. 
At the end of the session a staff member will open the gate.  Your child will be waiting in the ‘quiet’ room. Parent/carers are asked to line up outside the building and are welcomed in to the building a few at a time. Staff will then call out your child’s name and they will come out and meet parent/carer in the main building. Responsibility for your child is then taken by whoever collects them.  We request that older siblings wait just outside the building to avoid too much congestion.
Parent/Carers are reminded that: 
The Staff at Busy Fingers Pre-School hand back sole responsibility of children to Parent/Carers in the Pre-School building at 12pm for the morning sessions and at 3pm for the afternoon sessions.
Staff members are always present within the Pre-school at these times to meet and greet you in the morning and likewise to say goodbye at the end of the session, but are not situated there in a policing capacity. Staff can be distracted by questions or queries put to them by people both on arrival and leaving.
We therefore strongly recommend that parent/carers are extra vigilant. Ensure that you personally bring them into the building and safely escort them from the premises.
If you are late collecting your child, they will continue to be supervised by two members of staff. However, you will be asked to sign a ‘late’ collection notice and an additional fee may be charged. 
If you are asking someone else to collect your child, please make sure that a member of staff has been informed and you have signed a ‘Child Release’ form.
The Curriculum
Children begin to learn about the world around them from when they are born. At Busy Fingers Pre-school we help your child to continue to develop this by providing a holistic approach to learning through a variety of activities, experiences and influences, which together over time form a curriculum that incorporates the seven areas of learning as set out by the Early Years Foundation Stage Curriculum. 
Progress Reviews 
Working with the curriculum framework, we monitor individual children’s development.  About 4 weeks after your child starts you will be invited for a short discussion with your child’s key worker to talk about how they have settled in.  We then hold termly ‘stay and play’ sessions, where you can come in at the start of the session and stay for an hour.  This will give you a chance to chat to your child’s keyworker and look through their learning journey.  We hold a more formal parent’s meeting in the summer term for the children who will be leaving to start school.  Staff are happy to talk through your child’s progress at any time.  
Partnership with Parents
Within our Pre-school we feel it is vitally important that parent/carers feel comfortable and at ease leaving their children in our care. Busy Fingers Pre-School prides itself on having a high ratio of adults to children within the setting, helping us to; 
· Talk with children about their individual interests and activities.
· Give each child time and attention as required.
· Help children to benefit from the experiences they have through the activities provided. 
· Allow children to be adventurous and explore safely.
· Have an open door policy where any concerns or issues can be met by talking to the manager or a member of staff at any time.
Our Policies and Procedures
It is important to familiarise yourself with the policies and procedures of our preschool.  They provide the guidelines, the very core from which staff work and they assist with decision making and the overall smooth running of the group.
All our policies are designed to offer the best possible experience for the children and families who use the group.  Our policies are reviewed on a regular basis and comments and suggestions from parents are always welcome.  We have a suggestion box in the foyer. By regularly reviewing our policies we can ensure the Preschool provides a quality service for its members and the local community.

A copy of each policy is displayed in the foyer, however, should you need to take a copy away with you, please speak to a member of staff.
Use Of Images 

During the year, there may be some opportunities to publicise Busy Fingers Pre-school activities which may involve the image of your child. This could be in the form of a photograph, video or website image.

It is a requirement of the GDPR 2018 that we have your consent to do this.

Busy Fingers Pre-school has adopted certain safeguards in order to minimise any risks to your child.

* We will avoid the publication of your child’s full name with any images on any of our pre-school material or website.

* Only appropriate images will be taken, i.e. children will always be fully dresses and in appropriate areas. The setting’s own camera will be the only one used for the purpose of the setting’s own records, displays, publications and website.

* Images will be kept securely and destroyed after their required time.

* Any external photographer will have the validity of their organisation checked.

* Appropriate levels of supervision will be taken at all times.

Please note, Busy Fingers Pre-school does not have control of how images taken by the media are published..
May we take this opportunity to welcome you and your child to our pre-school and look forward to a happy association.
Busy Fingers

Privacy Statement

Busy Fingers Pre-school is a provider of a service that collects personal information about children, young people and their families.  

The Staff employed by Busy Fingers Preschool will collect the necessary information.  We collect and use information under the Early Years Foundation Stage Statuatory Framework (2017), the Data Protection Act (1996) and the GDPR (2018). We also hold data on behalf of the local authority such as funding forms.  It is both contractual and for emergency reasons.

The data we are required by law and as an OFSTED requirement to hold for each child is as follows:

Child’s full name

Child’s date of birth

Child’s address and contact details

Parents addresses (if different) and contact details including a phone number

Who has parental responsibility

Who has legal contact

Emergency contact details (2 people not including parents)

Allergies/dietary requirement information

Any other special requirements/needs/medical history details

Names of people who can collect your child if not yourselves

Doctors name, address and contact number.

Busy Fingers Pre-school are required to inform you of how we process and store personal data within the setting.

All paperwork regarding your child is stored in the office.  Either in the filing cabinet or in the key worker baskets.  

Your child’s full name and date of birth is printed on our daily registers.  The registers are stored in the office filing cabinet when not in use.

Busy Fingers Pre-school has a computer in the office and there is a Laptop which is used by management.  The laptop is password protected and is only used by management.  Emails are sent out and received on both the computer and the laptop.  

Busy Fingers will share information with other settings only after we have sought permission from you.  Safeguarding concerns will be the only time permission may not be sought to speak to other agencies.

Busy Fingers is registered with the ICO. 

Busy Fingers take photos of your children (after permission has been sought) for use in their learning journeys and to display around the setting.  Photo’s are deleted from the camera and the computer straight after they are printed.  

Photos may also be used for promotional material and the Busy Fingers Website, again only after permission has been sought.

Busy Fingers refer to a document ‘retention periods for records’ to ensure we retain personal data records for the correct amount of time.  There are certain records that Busy Fingers must retain, you have the right to ask for additional data to be handed over to you or Busy Fingers will destroy it appropriately.  

Busy Fingers must adhere to the lawfulness of Processing Data.  All data collected by Busy Fingers will fall in to one of the following categories:

1. Consent of the data subject.

2. Processing is necessary for the performance of a contract with the data subject.

3. Processing is necessary for the compliance with a legal obligation.

4. Processing is necessary to protect the vital interests of the data subject.

5. Processing is necessary in the public interest or the controller has official authority.

6. Processing is necessary for the purpose of legitimate interests pursued by the controller or third party.

The personal data held at Busy Fingers is secure and only shared with a third party such as another childcare setting, NEF claims, health visitor, safeguarding complaint, doctors or emergency services in the event of an emergency.  

Busy Fingers can no longer process Special Category Data regarding Race, Ethnic Origin and Religious or Philosophical Beliefs unless explicit consent is given.  Consent can be given and then withdrawn at any time.

As well as personal information such as your child’s name, date of birth and address we also collect and hold data on your child’s characteristics such as their language and ethnicity, attendance information such as sessions attended, number of absences and absence reasons), medical information, assessment information and information regarding special educational needs.

We use the collected data:

· To support your child’s learning and development

· To monitor and report on your child’s progress

· To assess the quality of our care

· To comply with the law regarding data sharing

· To comply with the requirements of the Early Years Foundation Stage Statutory Framework (2017)

Under data protection legislation, parents/carers have the right to request access to information held by Busy Fingers and parents/carers can withdraw consent at any time (other than for information needed by law.)

If you have a concern about how Busy Fingers are collecting or storing personal data, we request that you raise your concern in the first instance with the management or chair of the committee.  Alternatively, you can contact the Information Commissioner’s Office at https://ico.org.uk/concerns/  

Busy Fingers Preschool also obtain and hold information on Staff, volunteers, students and committee members.

Committees 

Committee members names, contact numbers, email addresses and DBS numbers will be kept in a file which is stored in the filing cabinet.

Committee members names will be displayed within the setting.

Government and Local Authorities need to know who has overall responsibility for those who run services for children and the community. 

DBS checks will be sought for all Committee members to ensure volunteers are suitable to work in the management of children’s services.

Employees 

Employees personal details will be obtained and held in the filing cabinet.  This will include medical history, next of kin and emergency contacts.  

References will be sought from two sources. A DBS check will also be sought. 

Evidence of previous qualifications, if necessary will be asked for.
Volunteers

Those who wish to volunteer on a regular basis (regular constitutes attending once a fortnight) will be required to give personal information consisting of full name, address and contact telephone number.  A DBS CHECK will be sought.

Parent Helpers

Parent helpers will be asked to sign in to the visitors book and Busy Fingers will hold a record of who volunteered and when.

Students  


Details of address, next of kin, doctors contacts and telephone numbers will be sought so we know who to contact in a case of emergency.

Information on the type and base of course or college will be needed before any student will be given work placement to ensure that students are registered with an educational provider.

DBS checks will be sought if applicant is aged 18 or over.

Grant Application; Children’s names, dates of birth and post codes will be submitted to Cambridgeshire County Council in order to claim for Nursery Education Funding.

Personal Achievements ; Staff (Key persons) will collate information regarding observations made on individual children’s attainments. This allows us to plan for their individual progression.

SENCO; At any time children may have a Special Educational Need. A separate record system is kept for the identification and monitoring of Special Educational Needs. 

Child Protection; Any issues relating to Child Protection will be recorded in a separate file. Information is given to those on a need to know basis only. The well-being and safety of the child is paramount.

Parent/Carers; names, addresses and contact numbers are kept on children’s enrolment sheets.  Records of Given Information; Information statements regarding children’s personal circumstances i.e. existing injury and child protection issues are recorded and signed.
