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Welcome to St Margaret’s Pre-School 
 

Welcome to St Margaret’s Pre-school!  This booklet and the contents of this pack aim to 
provide you with information about the Pre-School and the opportunities your child will 
experience whilst enhancing their development and education.  Please read through it 
carefully and keep for future reference.   

Before your child starts Pre-School, we will offer you and your child the opportunity to visit 
us and meet the Pre-School team and ask any further questions as we operate an open door 
policy.  

St Margaret’s Pre-school is a not-for-profit company and a registered charity so please 
support our fundraising events which take place throughout the year.  Our Pre-School is 
registered for 26 children per session, from the age of 2 years until primary school age 
(usually before they are 5 years old).  At our most recent OFSTED inspection in April 2016 we 
received a judgement of being a Good provider of early years care and education; you can 
read our inspection report on www.ofsted.gov.uk 

 

“We help lay the foundations on which your children’s future lives are built” 

Mission Statement 

We are committed to providing a safe and secure provision where children can build 
stimulating, caring and warm relationships within a family atmosphere.  We aim to provide 
high standards of care and education, while promoting a positive learning environment, 
allowing for equality of opportunity, ensuring each child’s individual needs are being catered 
for. 

To achieve this we will  

• Ensure that all children attending our Pre-School receive the highest level of care, 
attention and education. 

• Provide a safe and stimulating environment. 

• Develop a positive learning environment were individual needs are met and barriers to 
achievement are reduced/removed helping each child maximise their potential. 

• Work within statutory social policy and legal frameworks governed by Ofsted. 

• Aim to offer flexibility to Parents/Carers. 

• Value and respect all children, parents/carers and practitioners. 

• Ensure all practitioners are encouraged, supported and have access to appropriate training 
which underpins their job roles. 

“If you want every day to be a rainbow day, then let your child come and 
learn through play” 

 

http://www.ofsted.gov.uk/
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St Margaret’s Pre-School provides Sessional care and our Pre-School times and sessions are 
as follows: 
 

Day Morning session Lunch Afternoon session 

Monday 9.00am-12 noon 12:00-12:45 12:45pm-3:45pm 

Tuesday 9.00am-12 noon 12:00-12:45 12:45pm-3:45pm 

Wednesday 9.00am-12 noon No session No Session 

Thursday 9.00am-12 noon 12:00-12:45 12:45pm-3:45pm 

Friday 9.00am-12 noon 12:00-12:45 12:45pm-3:45pm 

 
Children attending a full day will need to bring a packed lunch.  Due to many children now 
having nut allergies we aim to provide a nut free environment.  We kindly ask parents to 
avoid putting nuts and peanut butter in packed lunches as airborne particles from nuts 
can be enough to trigger a severe allergic reaction in some children. 

During the settling in period you may stay with your child in the setting for as long as you 
feel necessary.  It is very important to us that all our children and families settle in well and 
are happy about coming to pre-school.  You may also request further pre-visit sessions.  The 
settling in period varies, dependant of the needs of individual children and families.  We 
appreciate that it can be very distressing for parents to leave their child for the first time but 
the longer the separation lasts the harder it becomes for the child.  However, you should 
always ensure that you reassure your child that you will be back shortly; this helps your child 
to understand that although you are leaving them you will come back soon. 

Children must be brought into Pre-School and collected by a responsible adult (person over 
16 years).  If someone different is collecting your child, please inform a member of the team 
as soon as possible.  We will not be able to allow your child to leave the Pre-School with 
another adult unless we have been notified by the parent/carer. (Please refer to our 
‘Arrivals and Departures’ Policy). 

Increasing your sessions 

Once your child is registered you can increase the number of sessions your child attends as 
and when required, providing we have spaces available.  In the event of the number of 
applications and/or requests for additional sessions exceeds the number of places available 
a waiting list will be set up and places will be allocated according to admission system. 

Snack 
Every session the children are provided with a snack.  This is a time to experience new tastes 
and chat about their days work.  Each child will be given milk or water each day, whichever 
they prefer.  We try to encourage children to try different foods including fruit, cheese, 
biscuits, carrots, breads and jam.  Donations for snack are greatly received.  Please notify us 
within the specific area of the Registration form, or as anything develops, if your child has 
allergies to these products or indeed to nuts and other dairy products. 
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Fees 

Fees are charged at £13.00 per 3 hour session for 3 and 4 year olds, and at £16.00 per 3 
hour session for 2 year olds, and lunches are charged at £3.00 per 45 minute break.  Our 
session times are fixed. 

St Margaret’s Pre-School is registered with North East Lincolnshire Council to receive 
Flexible Funding Entitlement (FFE) for two, three and four year old children.  These fees are 
paid directly to the Pre-School from the Government. 

2 year funding: From September 2014, all families who meet a certain criteria may be able 
to access FFE funding for 15 funded hours per week. (You should have received a leaflet 
containing the criteria information and how to apply for it). 

3+4 year funding: At the beginning of the term following your child’s third birthday, your 
child will receive FFE funding which will entitle him/her to receive 15 funded hours per 
week.  You may also be entitled to the 30 hour funding (See leaflet in pack). 

If your child is not eligible for FFE funding or your child accesses sessions above the 15 hours 
allotment then the Pre-school fees apply. 

 

A child born on or between Will become eligible for funding from 

1 April and 31 August 1 September following their 3rd birthday 

1 September and 31 December 1 January following their 3rd birthday 

1 January and 31 March 1 April following their 3rd birthday 

 

Here at St Margaret’s Pre-school we feel the service and quality of care provided for the cost 
is still competitive within the area and that these charges are comparative.  Payments will 
be expected to be paid weekly, monthly or in full by the end of each half term, in 
accordance with our Pre-schools Fees Management policy.  Payments can be made in cash, 
online or by cheque directly to the member of staff on door duty.  Or via your child’s book 
bag in an envelope. (Cheques are to be made payable to St Margaret’s Pre-school).  All cash 
or cheque payments made will be recorded and receipts given out.   

 

Attendance and Illness 
It is important that your child attends their agreed sessions regularly.  However, in the event 
that your child becomes unwell, please notify a member of the team either by telephone 
(01472 311665) or by text message (07752590579) if you prefer, in accordance with our 
‘Attendance and Punctuality’ policy, before 9.30am.  Children who are suffering from 
diarrhoea and sickness must be clear of the symptoms for at least 48 hours before returning 
to Pre-School.  This is to prevent the spread of infection to others at the Pre-School.  If a 
child is unwell then they will prefer to be at home with their parent(s); the pre-school 
environment is full of activity and can be tiring, and is therefore not the best place for a 
child to rest and recuperate.  Any other questions regarding illness and medication please 
speak to a member of the team.  Fees are to continue to be paid during periods of absence 
except under certain circumstances.  This can be discussed with the Manager. 
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Late collection and non-collection 

Please let us know if you are going to be late, and if possible arrange for someone else to 
pick your child up.  Children need to be collected on time due to staff to children ratios; a 
fee of £3.00 per quarter hour may be imposed for persistent late collection.  In the instance 
of a child not being collected from the setting after a reasonable amount of time has been 
allowed for lateness we will try to contact the parent/carer.  If unsuccessful we will go 
through all other contacts.  If no-one can be contacted the non-collection policy will be 
followed. 

Key person System, Inclusion for all 

Here at St Margaret’s Pre-school we believe that all children are precious and unique.  Every 
child is assigned a colour group and their own Key person who oversees their individual 
learning and development. This helps to ensure your child’s needs are being met. By having 
one adult to relate to, a child’s settling in can often be much easier.  In addition, the key 
person is in a position to tailor the Pre-School’s curriculum to the unique needs of each 
individual child and record your child’s progress in their profile.  It may be that some 
children race ahead with their learning, therefore teaching and strategies are adapted to 
meet their needs or that some children have special educational or health needs, and are 
provided with extra support to help them join in fully with all that is happening within Pre-
school.  This at times will involve personal care, as well as adapting activities.  All children 
are encouraged to consider the needs of each other, to play and join in together, and to 
learn from each other.  The key person maintains the links with the child’s home setting, 
working with parents through shared record keeping to ensure that all children are 
supported in maximising their potential.  Please feel free to discuss any matters with your 
child’s key person. 

We respectfully ask that parents inform us of any changes in the home environment that 
may impact on their child so staff can be aware of the reasons behind any potential changes 
in the child’s character.  Your key person is not only there for your child but also for you and 
your family.  If you are experiencing any difficulties at home your key person is there to 
listen, support and advise you and we are able to put you in contact with a range of support 
agencies should you require it. 

Clothing  
During the sessions, children are involved in various activities; we would therefore ask that 
you dress your child in sensible clothes, avoiding items such as dungarees, long dresses, 
tight clothing and belts etc.  This is for their comfort, safety and independence. Despite 
using aprons for water, painting and gluing etc. accidents may happen and at Pre-School we 
cannot be held responsible for soiled or damaged clothing.  We therefore request that you 
do not send your child in their best clothes.  Alternatively St Margaret’s Pre-School has a 
uniform of a polo t-shirt and sweatshirt.  You can buy these items direct from Pre-School; 
just ask to speak to Karen or fill out the appropriate form.  The children will be playing 
outside whatever the weather so do make sure your child comes dressed appropriately 
for the days weather forecast!  Please ensure that items of clothing are clearly marked 
with your child’s name, especially coats, jackets, sweatshirts and cardigans. 
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First Aid 
First Aid is always given to a child who has had an accident, as all members of staff are First 
Aid qualified.  If we need to contact you urgently because your child has had an accident or 
becomes unwell whilst at Pre-School, please ensure your emergency contact details are up-
to-date. 

Toileting 
At St Margaret’s Pre-School all attending children have the opportunity to go to the toilet 
area whenever they need to during free flow within the session.  During this time 
Practitioners monitor the children’s use of the toilet area, to ensure safe and proper use of 
the facilities throughout the day, offering help and support as required.  We encourage all 
children to be as independent as possible; therefore there may be times when your child 
accesses the toilet area unassisted.  To make it easier for your child, please dress them in 
clothes that are easy to manage.  We do have a selection of spare clothes in case of 
accidents.  There is no pressure from us for your child to be toilet trained before they start 
Pre-school.   

If your child wears nappies, please provide in their red named bag, spare nappies and wipes 
to enable us to change your child’s nappy when necessary.  If your child needs to be 
changed during their time with us as a safeguarding precaution, two adults are present and 
a change slip is sent home giving details of the change that has taken place.  The setting will 
work with you to encourage your child to use the toilet by providing sticker charts and 
information on potty training.  Please refer to our Toileting and Nappy Changing Policy for 
more information. 

Book Bags 
All children will be given an A4 plastic wallet book bag.  This is to be brought to every 
session that your child attends.  This helps us with handing out pictures, letters home and 
library books.  Please look after these book bags but if through damage you require a new 
book bag please speak to a member of staff who will be happy to replace it.   
 

Lending Library 
Each week your child will have the opportunity to borrow a book of their choosing from our 
carefully selected titles of our Lending Library.  This comes at no extra charge to you.  It is an 
opportunity for you and your child to explore books together and find the joy that books can 
bring. 
 

Letter Sound of the Week 
Each week your child will bring home a small paper bag with a letter printed on it.  You are 
asked to encourage your child to find items beginning with that letter sound to bring into 
Pre-school to be shown during register time.  Please only bring into Pre-school items that fit 
into the bag. 
 

Photographs and Videos 
Your child will be photographed for developmental purposes.  In Pre-School we may put 
photographs of the children on our displays.  Sometimes local media may come and take 
photos of special activities the Pre-School have done too.  We also like to promote our Pre-
School through our own official website, Facebook and Twitter accounts.  We know that 
parents like to photograph and video special occasions so to allow this to continue, we ask 
all parents/carers to give permission by signing the appropriate area within the Registration 
form and returning it to Pre-school. 
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Special Occasions 
If your child celebrates a birthday or any other special occasion, please share it with us as 
we value anything of importance to you and your child.  Birthday cards and photographs etc 
may be brought in to show at carpet time. 

We give your child… 

Love and Security We provide this by creating a safe, warm and happy environment in 
which to learn and develop.  We offer plenty of opportunities to develop as an individual, 
supported by their peer group and the Pre-School team. 

New Experiences With our help your child has opportunities to explore the familiar and the 
new.  We provide activities and experiences to develop the children’s knowledge, skills and 
all round development within a supported environment. 

Praise and Encouragement We feel that it is very important to continually praise so that 
even the slightest achievements can develop confidence.  All the Pre-School children thrive 
with praise and we encourage them to succeed in whatever they do. 

Responsibility Within the Pre-School we encourage the children to take responsibilities as 
soon as they are ready.  This may be in the form of choosing what they would like to play 
with, who will be their partner when lining up, looking after and playing with a new child 
and tidying up what they have been playing with. 

What will my child learn? 

All early years providers closely follow the Early Years Foundation Stage Curriculum (EYFS).  
A wide variety of experiences will be provided which promote success in line with this 
curriculum during your child’s stay with us.  There are seven areas of learning and 
development that must shape educational programmes in early years settings.  All areas of 
learning and development are important and inter-connected.  Three areas are particularly 
crucial for igniting children’s curiosity and enthusiasm for learning, and for building their 
capacity to learn, form relationships and thrive.  These three areas, the prime areas, are: 

• Personal, social and emotional development;  

• Communication and language development; and 

• Physical development. 

We must also support children in four specific areas, through which the three prime areas 
are strengthened and applied. The specific areas are:  

• Literacy;  

• Mathematics;  

• Understanding the world; and  

• Expressive arts and design.  
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Personal, social and emotional development involves helping children to develop a positive 
sense of themselves, and others; to form positive relationships and develop respect for 
others; to develop social skills and learn how to manage their feelings; to understand 
appropriate behaviour in groups; and to have confidence in their own abilities. 

Communication and language development involves giving children opportunities to 
experience a rich language environment; to develop their confidence and skills in expressing 
themselves; and to speak and listen in a range of situations. 

Physical development involves providing opportunities for young children to be active and 
interactive; and to develop their co-ordination, control, and movement.  Children must also 
be helped to understand the importance of physical activity, and to make healthy choices in 
relation to food.  

Literacy development involves encouraging children to link sounds and letters and to begin 
to read and write. Children must be given access to a wide range of reading materials 
(books, poems, and other written materials) to ignite their interest.  

Mathematics involves providing children with opportunities to develop and improve their 
skills in counting, understanding and using numbers, calculating simple addition and 
subtraction problems; and to describe shapes, spaces, and measures.  

Understanding the world involves guiding children to make sense of their physical world 
and their community through opportunities to explore, observe and find out about people, 
places, technology and the environment.  

Expressive arts and design involves enabling children to explore and play with a wide range 
of media and materials, as well as providing opportunities and encouragement for sharing 
their thoughts, ideas and feelings through a variety of activities in art, music, movement, 
dance, role-play, and design and technology. 
(DfE, 2012: 4-5). 
 

The key person system enables us to plan the curriculum to the individual needs of all 
children including those with special educational needs. 

 
The Role of the Parent 
At St Margaret’s Pre-School we appreciate that parents are the primary educators of their 
young children.  It is therefore essential that you continue to be involved in your child’s 
education and experiences whilst at Pre-School, by promoting a positive attitude towards 
attending Pre-School and displaying good role modelling in and around the Pre-School.  By 
doing so, everyone involved in the process will benefit:- 

Yourself, 

the staff 

and most importantly, your child. 
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Below are a few ways in which you and your child can become involved within the everyday 
activities in the Pre-School.  Please take a minute to regularly: 

1. View the Notice Boards, our Facebook page and our website. 

2. Ensure your child brings their Book Bag to Pre-school for each session they attend. 

3. Ensure you are reading and returning your child’s Library book and ticking the 
likes/dislikes. 

4. Encourage your child to bring things in for the ‘letter sound of the week’. 

5. View your child’s Tapestry Profile so you can see your child’s progress and 
achievements. 

6. Ask to attend the Parent Rota, or join the Committee.  

7. To inform us of any changes to your address or contact phone numbers as soon as 
possible. 

8. To inform staff if someone unknown to us is collecting your child. 

9. To let us know if your child is going to be absent, late or is ill. 

10. That we want you and your child to be happy! 

Management Committee 
As a community based, voluntary managed setting, we also depend on the good will of 
parents and their involvement to keep going. Membership of the setting carries 
expectations on parents for their support and commitment and you will be invited to 
partake in various meetings and events.  Each September, January and April we invite all 
new parents to an open event, enabling you to meet other new parents and also the staff 
and committee team and you will be notified of this in good time.  The Pre-school is run by 
an elected management committee, which ensures that major decision making is in the 
hands of the parents who use the setting.  Having a committee and being charity based 
ensures that our fees remain as low as possible.  The committee is responsible for reviewing 
both policy and practice, and for the employment and appraisal of the Pre-school team.  Our 
Annual General Meeting, at which the committee for the following year is elected, is held in 
the Autumn term for which you will be given ample notice. 

 

Policies  
Our key policies and procedures are enclosed in this pack for you to read.  All of our policies 
and procedures are available to view within Pre-school.  They are also available to view 
online via our official website at:  

www.stmargaretspreschool.com 

 

 

 

 

http://www.stmargaretspreschool.com/
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We ask that you take the time to read these important documents as they are designed to 
offer the best possible experience for all children and families of the setting.  During your 
child’s pre-visit with us we will provide you with 8 key policies and procedures which we feel 
require your immediate attention.  These are:  

• Arrivals and Departure; 

• Attendance and Punctuality 

• British Values 

• Promoting positive behaviour 

• Fees Management Policy; 

• Making a Complaint; 

• Toileting and Nappy Changing Policy; and  

• Uncollected Child Policy.   

Our policies are reviewed regularly and comments and suggestions are always welcome. 

Finally 

Parental Involvement is greatly appreciated at St Margaret’s Pre-School.  If you have a skill 
you would like to share with us, or if you would like to share the experience of Pre-School 
with your child for the occasional session, please sign up on the Parent Rota or speak with 
the Manager. 

This Information Booklet is intended to help you and your child to settle in at St 
Margaret’s Pre-School.  We do hope that it has been useful and answered any questions 
you may have.  However, please feel free to speak to a member of the Pre-School team 
regarding any concerns you may have and we will be glad to assist. 
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St Margaret’s Pre-school Team 

Janine Barton     Manager 

      BA Honours Degree  

Early Childhood Studies 

       

Jo Wales     Deputy Manager & Key Person 

Foundation Degree 

Early Childhood and Education 

Red Group Key person 

    

Karen Tutty     Special Educational Needs Manager 

      Cache Level 3 

      Diploma in Pre-school Practice 

      Yellow Group Key person 

Tracey Tarttelin    Key person 

      Cache Level 3 

      Diploma in Pre-school Practice 

      Purple Group Key person 

Jenny Bray     Key Person 

NVQ Level 3  

Children’s Care, Learning and Development 

Blue Group Key person 

Natalie Ruddock    Key person 

      BA Honours Degree  

Early Childhood Studies 

      Green Group Key person 

 

Enca Vives     Assistant 

 

St Margaret’s Pre-school Committee Team 

Lucy Clark   Chair Person  Adele Scott   Member 

Hannah Hurton  Member  Nicola Smith   Member 

Tony Clark   Secretary   Gemma Dolby   Member 

Kerry Serls   Member  Janine Barton   Treasurer 
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Committee Member Handbook 

What happens at committee meetings? 

Members get together for a chat and discuss the needs of the Pre-school together with the 

Manager or her representative, who gives an up to date progress report of all that has 

happened or is in the planning stage at Pre-school. 

 

How often do I need to attend committee meetings? 

Meetings are usually once each half term.  Occasionally there are extra meetings if 

something occurs that needs an immediate decision.  Proposals are put forward to the 

committee and decisions are made on a majority vote, the result of which is passed back to 

the staff by the Chairperson. 

 

Do I need training? 

No, just come to a meeting and chat to other committee members if you have any questions 

about the role of a committee member. 

 

Do I need qualifications? 

No, if you are a parent, family member, carer or anyone with a special interest of the Pre-

school you are welcome to join us. 

 

Will I have any special responsibilities? 

You can remain a committee member without any special responsibilities but you would 

have an opportunity to take on the role of Chairperson, Secretary or Treasurer if you wish. 

 

What does being a member of the committee mean? 

St Margaret’s Pre-school is a small business run by the parents and is a registered charity.  

The committee organise and run events to raise money for the Pre-school such as Quiz 

nights, fashion show, jumble sale or flower workshops.  As a community based, voluntary 

managed setting, the Pre-school depends on the good will of parents and their involvement 

to keep going. Without a committee there will be no Pre-school.  Membership of the Pre-

school carries expectations on parents for their support and commitment.  The manager 

and staff have the day to day responsibility over the care and education provision for the 

children. 

 


