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Welcome to Stepping Stones preschool

Who we are
We are a preschool, registered charity and a member of the Early Years Alliance who are inspected by Ofsted. Every parent with a child at the Preschool has the right to say how the group is run by joining our voluntary committee of parents. Without a committee the preschool could not run.

The Aim of the Preschool
To keep children safe from harm
We support families and children by liaising with other professionals
We help children socialise with other children and adults.
To provide a range of experiences which interest and develop children.
To encourage children to use different forms of expression.
To develop a love of books and listen to stories
To help children develop problem solving skills.
To develop appropriate behaviour.
To prepare children for school
All these things take time and are achieved through a variety of means.
Preschool is often the child’s first step away from home and will help with the transition to school.
We have excellent links with the local primary school.

Where we are
William Barnes Primary School, Bridge Street, Sturminster Newton, Dorset DT10 1BZ
Tel: 07778336928
Email: steppingstones@williambarnes.dorset.sch.uk
Ofsted number EY395220

When we are open
Monday to Friday:
Morning sessions 08.45am to 11.45am 
Lunch sessions from 11.45am to 12.15am 
Afternoon sessions 12.15am to 15.15pm
Rising 5’s for children going to school in September is on Wednesday pm from 11.45 am to 3.00pm.
The preschool runs during term time, running concurrently with William Barnes Primary school. 
Children from 3 years old may be able to attend the William Barnes breakfast and after school club by booking with the school office and paying their fee, this is at William Barnes discretion and dependent on ratio and availability. 

Safeguarding children
Effective information sharing underpins integrated working and is a vital element of both early intervention and safeguarding. Research and experience have shown repeatedly that keeping children safe from harm required practitioners and others to share information:

· About a child's health and development, and exposure to possible harm
· About a parent who may need help, or may not be able to care for a child adequately and safely
· About those who may pose a risk of harm to a child.

Often, it is only when information from a number of sources has been shared and then put together that it becomes clear that a child has suffered, or is likely to suffer, significant harm. However, when practitioners share information at an early stage, this should reduce the likelihood of a child suffering significant harm. We are required to follow up on child absences at any time when they do not attend the setting. Please text, phone, email or message on Tapestry every session your child is off. If there is a prolonged absence we will seek advice from Dorset Council Family Support and Advice Line. 

To ensure children’s safety it is recommended that we have more than two emergency contacts for your child in case of emergencies.

We expect all parents, staff, volunteers and students in the setting to adhere to our safeguarding policy. The Designated Safeguarding Lead in the setting is Donna Peters and the Deputy is Hayley Frear. In their absence, Assistant Deputy Sarah Lilley will take charge.

A copy of the safeguarding policy is on both Tapestry and our website with all of our other policies and procedures. This includes not using your mobile phones, cameras, tablets and smart watches in the setting and only taking photos of special events with the agreement of the designated safeguarding lead. This is to protect all the children from abuse by possibly being identified on line. No pictures of the children in the setting should be put on any social media platform, the setting or practitioners named or the name of the setting should not be used. Parents should not contact staff members via social media sites, but use either the Preschool mobile 07778336928, or our email address is steppingstones@williambarnes.dorset.sch.uk

Social media is never the place to raise concerns and issues. 

As professionals we have the right to be treated fairly. We prefer to talk to you to resolve your concerns and social media is never the place for this.

Safeguarding children in the setting takes regard to 
· Working together to Safeguard Children 2015
· Guidance learned from previous case reviews
· The Early Years Foundation Stage Statutory Guidance
· Data Protection Act 2018
· General Data Protection Regulation 2018
· Prevent Duty Guidance 2015
· Guidance from the Dorset Safeguarding Children Partnership website
· Guidance from Dorset Council Family Support and Advice line.

The General Data Protection Regulations do not present a barrier to sharing information for the purposes of preventing serious harm to the mental or physical condition of any individual.

We will question and record all injuries seen as children start their sessions and record all comments or changes in behaviour of children to ensure that they are all safe whilst in our care. We will seek advice from Dorset Council Family Support and Advice Line and in cases when our concerns do not meet the safeguarding threshold for referral we will record our concerns and keep this in your child’s file.  

In line with the safer eating section of the EYFS you are required to keep us informed about allergies and anaphylaxis and we will create a medical plan to support children at preschool. We will notify our insurance company of all auto injector users in the setting. 
We require that you cut any fruit such as blueberries and grapes into quarters to prevent a choking hazard. Sausage and cheese should be cut into quarter’s length ways. Popcorn and marshmallows are not allowed in lunch boxes due to their hazardous size and shape. 
Children will sit down to eat and always be supervised when eating. If children will not sit down to eat we will put them in a high chair for their safety
All safeguarding information will be passed to a new setting, shared with a joint early year’s provider or passed to the primary school the child is attending. Information will be copied and securely shared with the Designated Safeguarding Lead of the Early Years Setting or the Designated Safeguarding Lead at the school or sent recorded delivery to them. Safeguarding information for your family will be kept for 25 years. Stepping Stones Pre School, its staff and committee do not share information on any social media site about the families and children in the setting. Families must not use social media to mention children’s names or the setting and it is not the forum to raise concerns or complaints. Please do not use closed groups for this either. The Stepping Stones Preschool closed Facebook group is for the purpose of sharing information about events/fundraisers etc.

We are part of a national scheme called Operation Encompass which means that key adults who have attended the relevant training will be told prior to the start of the next school day when Police have attended an incident of domestic abuse or logged an incident where there is a child or young person who attends out preschool who is related to any of those related to those involved in the incident. This information will enable us to appropriately and sensitively support the children and their parents in our setting and signpost them to the appropriate outside agencies with their permission. This information will only be available to the safeguarding team in the setting, all other staff will be given enough information to support the child effectively. 

Privacy notice 
All information that we collect about you, your family, your child and your emergency contact details will be collected in a fair and transparent way and only if we have a good reason for collecting it. We will only use the data for the purpose that it is initially obtained. We will not collect more data than is necessary and you can request to see what data we hold on your family. Once you have left the setting we will keep you data secure and for as long as we need it and dispose of it in a safe way. Please ask to see our General Data Protection Regulation Policy. Please keep all your contact data up to date

The Routine of the Day
The doors are opened at 8.45 am, when children come in a register will be done at the door in case a fire drill is called before formal registration is completed. Notes for the day will be added to the door register. Self-registration is done by the children who find their name footprint and put it on a peg along with their belongings and then enter the play room. Rising 5’s will use their far cloakroom and the other children the entrance hallway. All drinks will be put in the drinks tray for easy access if the children get thirsty. Once the formal register has been completed children will brush their teeth before accessing learning either inside or outside. A five minute timer is used to give children time to finish their activity before tidy up time at 10.00 am and then circle time. Children are split into groups in accordance with their age and ability and work with an adult before washing their hands for healthy snacks of fruit, cracker and milk or water. Then there is more free play or adult led activities. The timer is used to give a five minute warning for tidy up time and then everyone does a gross motor activity called Dough Gym before we have a story, rhyme, or chat about their day. The main school gate is opened at 11.45 am for children arriving or leaving. When children are settling please come back to collect them on time so they do not get distressed or anxious about being picked up.

The lunch session starts from 11.45 am until 12.15 pm when children wash their hands and then have their packed lunch together with the practitioners. This is a lovely time to have a chat together and develop children’s speech. We expect children to attend with a healthy balanced lunch box, we will discuss this with you if we are concerned about the levels of fat or sugar you provide in your child’s lunchbox. We are a totally nut free setting. 

The afternoon session starts at 12.15 pm and mirrors the morning session other than tooth brushing.
The Staff
Manager:  			Donna Peters
Deputy Manager:   		Hayley Frear
Assistant Deputy           Sarah Lilley
Preschool Assistant:   	Hayley Hookins
Preschool Assistant:		Mary Ford
Preschool Assistant:		Sarah Blackhall
Preschool Assistant:		Sam Dowding
Preschool Assistant:	`	Lorraine Edmonds

Type of provider: Voluntary
Registered charity number: 1026316
Early Years Alliance membership number: 16143

The role of the key person:
A key person observes and records a child’s progress. If there is a particular area the child needs extra support, activities will be planned to develop this. All records are confidential, only the legal guardian or parent are allowed to read these. The setting currently uses an online learning journal called Tapestry which can be shared with other providers of early education provision if your child attends more than one setting. Your keyperson would love you to share pictures and news from home too. They will be working with your child during their time at preschool. Someone will always try to answer any questions you may have if your key person is not available. Sometimes we may need to change a keyperson but as a small setting all practitioners get to know the children well.

Starting at preschool:
We are registered to take children from the age of 2 years. Settling at preschool is a big step, some children adapt quickly, whilst others take longer to settle. You are welcome to stay with you child for as long as you feel your child needs. But please don’t be offended if we offer to take your child when they are upset so you can leave. Frequently the anticipation of you leaving is worse than you actually leaving, so by lingering it could make things worse. Often they settle quickly. We know this may upset you but we will text you once they have settled. Children are welcome to bring a toy or comforter with them until they are settled. But please avoid bringing in something that is 'precious to them'. 
When children are very unsettled we will allow a dummy to be given but due to their adverse effect on speech development this will be a last resort. The needs of the children will be discussed with parents when we feel children are becoming over tired due to the number of sessions they are doing, we reserve the right to reduce their sessions while they are setting. 
We provide milk, water, fruit, crackers and bread sticks for the morning and afternoon snack which is part of our consumables fee. But parents may bring in healthy items for snack if they would like to. If your child has special dietary requirements, please discuss this with the Manager. 

Children will be taking part in messy activities such as gardening, cooking or painting and sensible play clothes are needed, not new, best or favourite outfits. Please provide your child with a change of clothes each session, these must all be clearly labeled with their name. We often play with water and mud and need to change children. 
We can provide Wellington boots for use in the garden area, however we will only have a limited selection of sizes and these will be used by different children. Therefore if you wish to provide your own please do, again these need to be labeled with your child’s name. 
This is a community pre-school run by a parent committee and help with this is always needed so please consider this. Without a committee we would have to close. We hope you will help the group by helping with fundraising, joining the committee or assisting the preschool in any way you can
Uniform
Our uniform can be bought from My Clothing. Search for Stepping Stones preschool to find our navy uniform with logo from the children’s list. Some parent like these to prevent other stained clothes but we just need children to dress for mess and to move freely in their play. 

Helping your child learn at home:
During the course of the year there will be parents’ evenings to discuss your child's progress and plan their future development. All children have their progress tracked to ensure that they make good progress from their starting points and Individual plans are put in place if children need additional support. 
All observations on Tapestry can be commented on by parents. 
We will put reports on Tapestry in the autumn term and the summer term and we will carry out a Wellcomm speech observation each term (if your child has gone up an age band, or not working in their age band) and we will give you suggestions on how you can support your child’s development. 
If children require additional support whilst in the setting we will provide this and a plan to enhance their learning will be discussed and agreed with their parents to provide clear progress targets and to support learning at home. We may apply for additional funding to deliver this and will require you to agree to this. If it is felt that the child needs extra help from other professionals to progress, we will refer them. This may include applying for an Education Health and Care Plan assessment when appropriate which will be agreed with parents and other professionals to ensure the best outcomes for children. 
Other professionals are welcome to visit the setting but an appointment is needed to ensure that staff ratios are met. Practitioners will be happy to discuss your child's progress but please book an appointment. 
We reserve the right to withhold or reduce children’s sessions if parents/career will not work with us or other professionals to give the best outcomes for the child. The child always comes first and we want to help them achieve their best outcomes.

Lunch Box Guidance

The EYFS Statutory Guidance states that settings must:
· Promote the good health, including the oral health, of children attending the setting. 
· Through adult modelling and guidance, children will learn how to look after their bodies, including healthy eating, and manage personal needs independently.
· Physical activity is vital in children’s all-round development, enabling them to pursue happy, healthy, and active lives.
· Encourage children to manage their own basic hygiene and personal needs, including dressing, going to the toilet, and understanding the importance of healthy food choices.
To support this, we will teach good health and hygiene practices within the setting, giving the children opportunities to learn about what is healthy and what we need to do to remain healthy, including looking after our teeth. 
We have signed for the Big Brush Club which means we are providing supervised tooth brushing for all our children. 
We will also talk about the importance and benefit of physical exercise and we will talk about moderation and healthy choices in our diet. 
We ask the parents, carers, and families of the children in our setting to support this by sending their child to preschool with a healthy lunchbox, if we feel that there often too many sugary items in them, we will place some of them back in their bag for another day. We have some guidelines to support you with this if required and a leaflet explaining the amount of sugar in some common lunchbox items. There are also some links to websites that can offer more guidance if required.


The Early Years Foundation Stage 2021:

This document came into force in September 2021and contains the standards for learning, development and care for children from birth to five years old and sets out the legal requirements for providers. It has four themes and principles:

· A unique child; each child is a competent learner from birth who can be resilient, capable, confident and self-assured.
· Positive relationships; children learn to be strong and independent from a base of loving and secure relationships with parents and/or key person.
· Enabling environments; the environment plays a key role in supporting and extending children’s development and learning.
· Learning and development; children develop and learn in different ways and at different rates and all areas of learning and development are equally important and inter connected.

The prime areas of learning are: 
· Personal, Social and Emotional Development 			
· Physical Development  						
· Communication and Language. 

Through these prime areas specific skills will be developed which are:
· Literacy	
· Mathematics
· Understanding the World 
· Expressive Arts and Design.


Effective learning will be through play and exploring, active learning and creating and thinking critically. Progress through the Early Years Foundation Stage 2021 will be monitored by your key worker.


Ofsted's key skills for school readiness
In the Early Years Annual Report 2014 Ofsted listed the key skills that children should have by the time they join reception:
· To sit still and listen
· To be aware of other children
· To understand the word 'no' and the boundaries it sets for behaviour
· To understand the word 'stop' and that such a phrase might be used to prevent danger
· To be toilet trained and able to wipe their own bottom
· To recognise their own name
· To speak to an adult to ask for help
· To be able to take off their coat and put on shoes
· Be able to dress themselves
· To talk in sentences
· To open and enjoy a book
· To be able to feed themselves using a knife and fork.
These are all skills practiced in pre-school and your support at home will ensure that children go to school with these important skills. Children will find this easier if dressed in easy fitting clothes (no dungarees) to allow toilet training and shoes that are easy to fasten (no shoe laces). 
We practice sitting skills at snack time and lunch time where all the children sit until they have finished their food and this a social time to chat to their friends. Circle time and small group work also develops listening and communication skills. 
It is a requirement of Dorset County Council funding that you have good attendance. Once children enter their last year at preschool they will be called our rising 5’s.

Floppy Phonics
We plan sessions of fun phonic teaching activities that support communication, language and literacy work. These activities start with sound discrimination, listening closely and identifying what they can hear, then during the summer term of Rising Fives, we focus on the first six sounds in the Floppy’s Phonics Scheme, which are SATPIN. It’s important when chatting to your child about phonics you refer to the letter by its sound, not its name.

Stepping Stones Pre School Fees Policy 

Morning 		8:45 - 11:45 		= £24.00
Lunch 		       11:45 - 12:15 		= £ 4.00
Afternoon		12:15 - 3:15		= £24.00

Please note that fees may increase in September of each year

Fees are invoiced monthly in advance of your sessions and these can be paid weekly or monthly, please put cash into a named envelope and put it into the box on the wall in the pre-school cloakroom. 
We would prefer that you use online payment due to the lack of a local bank, (and any queries can be investigated through bank statements) our banking details are at the bottom of your invoice. Please note that our bank account says Stepping Stones Play Group which was our original name. Your payment will be recorded and a receipt issued. Your invoice will be sent via email from Tapestry.

If after 14 days from the date the invoice was issued and no payment or arrangement has been made, then Stepping Stones will issue one week’s notice that your child may only attend their funded sessions and they may forfeit their place for any extra hours. An administration charge of £20 will be added to your account. 

If no payment is made after 4 weeks of the invoice date action will be taken to recover the debt and legal charges will be incurred. Any legal charges that are incurred will be added to your account. Your child will then forfeit their place as we have a substantial waiting list. We will not admit future siblings if fees are still outstanding.

All children leaving to start primary school are required to have all their fees up to date and paid in full before leaving the pre-school in the July. We require 4 weeks’ notice if you choose to leave the setting, during this time fees will still be payable and must be fully paid before leaving. This is for both funded children using Dorset Council funding and for non-funded children. Parents who have fees outstanding may be refused a place for any siblings. We do not like doing this but feel that this is fair.
If you think that you may be entitled to 2 year old funding please check the Dorset Council website. If you think you could be entitled to the childcare element of universal credit please go to their website and look at their page. You will find details of 30 hour funding at Gov.uk. We have also signed up for Tax free child care.



Funded Sessions:
All government funding starts the term after their birthday (unless you have previously received working parent funding for an under two year old, please discuss this with us for clarification) 
All 3 year olds receive 15 hours of childcare per week the term after their third birthday. Funding can be taken with up to three providers. Any further sessions over 15 hours will be charged at our normal rate unless you are entitled to 30 hour funding.

There are two types of funding available for 2 year olds now, one that is dependent on household income and circumstances, qualifying criteria may be found on the Dorset Council website. Disadvantaged two year funding will entitle you to 15 hours per week. Some 2 year olds may be notified by Dorset Council of their eligibility for funding, if you think you may qualify check the Dorset Council website for two year funding.

Working parents of 2, 3 and 4 years olds may also be able to apply for 30 hour funding if they qualify. It is the parents’ responsibility to apply for 30 hour from Gov.uk. There are strict cut off dates when you must have your funding confirmed by: 31st August for the autumn term, 31st December for the spring term and 31st March for the summer term. Please be aware that applying for 30 hour funding for working parents may affect your other benefits. Check before you submit your information.

We collect national insurance numbers and other personal information on our intake paperwork purely to check if pupils are eligible for pupil premium to support their development, for 2 year funding and working parents 30 hour funding. We will need a copy of your FEE number contained on your confirmation email to keep in our funding records. Please email these over to us.

If you receive Disability Living Allowance we need to have proof of receipt to allow us to apply for DAF funding for the setting. 

All Dorset Council funding is dependent on your child’s good attendance. In cases where they find attendance is outside of their funding guidance they may ask the parents to repay their funding to them

Chargeable Consumables and Extra Services Contribution

As a Charity based setting, and in order to continue providing the high standards of care, provision and services outlined below, a contribution from parents to help cover the operating consumables costs provided to your child is requested.
· Snacks
· Christmas and end of year gifts for the Children
· Cookery ingredients
· Art and craft materials i.e. flour for Playdough, shaving foam, paints etc.
· Wipes, nappy’s and nappy Bags, 

The voluntary contribution is £1 per day attended, you will find an opt in/opt out question in your admission pack.

As a Charity based setting, and in order to continue providing the high standards of care, provision and services outlined below, a voluntary contribution from parents to help cover the operating consumables costs provided to your child is requested.
· Snacks provided every 3 hour session including cracker/toast, a selection of fruit and a breadstick
· Christmas and leaving gifts for the Children
· Cookery ingredients
· Art and craft materials i.e. flour for Playdough, shaving foam and additional craft supplies for special events/occasions i.e. Christmas, Mother’s Day etc.
· Wipes, Nappies and Nappy Bags.

You are welcome to supply your own snack, this must be a healthy snack contribution for every 3 hour session your child attends that includes fruit (raisins and other dried fruit are not acceptable) and a plain savoury cracker (as recommended in The early Years Foundation Stage Nutrition Guidance), you will need to bring this daily and give it to a member of staff as we do not have the space to store your snack alongside the snack we have for children paying the contribution. 
If you forget to supply snack, we will not exclude your child, we will supply snack and invoice you £2.00 for every session we provide it for.

If you do not pay the voluntary contribution your child will not be able to take part in activities such as cooking and making crafts at times such as Mother’s Day, Father’s Day, Christmas and other special events/occasions/celebrations unless you supply the ingredients or craft supplies required. You are welcome to supply your own resources/ingredients.
If you wish for your child to take part in the above activities without supplying the resources/ingredients required we will invoice you £3.50 per session attended. 

It is worth noting that we sometimes choose to cook at the last minute following a request from the children, we will try to contact you to ask if you are happy if we invoice you so your child can participate, if we can’t get hold of you, we will assume it is ok and invoice you accordingly.

Every child who contributes to the voluntary consumables charge receives a gift at Christmas and a leaving gift when they go to primary school. 
If you do not contribute you are welcome to supply your own gift otherwise they will not receive one or we can supply one at a cost of £10.00 per gift.



We always have a supply of nappies, wipes and nappy bags for families if they forget to bring their own supplies or do not provide enough. 
For those families who do not pay the consumables charge, you will be charged £2.00 per nappy change we supply

Our consumables charge is £1.00 per day attended and will cover all the items stated above. In the table below you can see approximately how much it will cost per term, this may vary slightly, depending when teacher training days and bank holidays fall. 
We will add these charges on a monthly basis to your invoice.

	2 days per week:
Autumn – 28.00
Spring – 22.00
Summer – 26.00

3 days per week:
Autumn – 42.00
Spring – 33.00
Summer – 39.00

	4 days per week:
Autumn – 56.00
Spring – 44.00
Summer – 52.00

5 days per week:
Autumn – 70.00
Spring – 55.00
Summer – 65.00



We ask that the above fees are made payable by the last Friday of the month invoiced. Please feel free to pay weekly – either by cash or online. Please make sure you add your child’s name online or to the envelope with cash in.

Please do make an appointment to come and speak to the Manager if you are experiencing difficulties in meeting the above costs. We may be able to work out a payment plan for you.

Exclusions from paying fees:

Fees are still payable for all illness, infectious diseases, during hospital stays or on antibiotics. If your child has suffered from sickness or diarrhea it is paramount that a period of at least 48 hours have elapsed, since the last signs of illness, i.e.; since they were last sick, before they return to preschool. Fees are still payable for term time holidays. Children who become unwell or develop symptoms that may be infections such as a rash or spots during a session will be cared for away from other children by an adult and their parents will be called to collect them promptly. Please keep children at home if they are unwell. If your child needs paracetamol in the morning, they are not well enough to attend. Any cases of food poising affecting two or more children must be notified to Ofsted within 14 days. 

Illness

There are a number of common childhood diseases such as chicken pox, hand foot and mouth, scarlet fever etc. please discuss your child’s symptoms/ diagnosis to find out the required isolation period before they can return to preschool. 
When children have been prescribed antibiotics we need 48 hours from their first dose before returning to preschool. Once they return we are happy to administer antibiotics if required once our medication book has been filled in and agreed with parents. 
[bookmark: _GoBack]
Allocation of sessions
All sessions booked before December each year can automatically be transferred over to the next September if you wish. When you wish to increase sessions we will try to allocate these in line with your wishes. However we can only take up to approximately 30 children per session (dependent on the level of need during each session and staff availability) and will ask you to amend your choice if numbers exceed this. We also reserve the right to allocate spaces in special cases. We have found that children who attend for only one session while attending other settings do not settle into the group well and this has an impact on their learning. We therefore require children to do at least two daily sessions with us, not including a rising 5’s session. 
Parents still owing fees from previous children will not be allocated sessions until these are paid. 

Acceptable Behaviour expectations for children and adults

Within the group there is A Code of Conduct Policy, this sets out our wish that we all work together and behaviours that will not be tolerated towards all adults and staff, who have the right to work in an environment free from verbal abuse or the threat of physical abuse.

We also have a Promoting Positive Behaviour Policy, this sets out our expectations for children, and the steps we will put in place to support this happening.
· We want the children to feel safe and secure
· To know what is expected and to develop socially acceptable behaviour and language
· We have no physical punishment or threat of physical/corporal punishment in the setting.
· We encourage sharing, learning what is safe and unsafe and promote positive behaviours.
· Please could you let us know of any changes in a child’s behaviour at home or any situation or illness that could affect your child.
· We will inform the parents of any challenging behaviours or behaviours of distress within the group and work with parents to try and find a resolution together.
· We have a book to record any incidents of physical intervention which we will require parents to sign at the end of a session.

Stepping Stones Preschool Safety Policy:

· The premises will be secure, safe and clean and warm in cold weather.
· The equipment will be checked regularly for damage.
· Fire drills will be carried out in line with William Barnes Primary School.
· The fire safety officer for the site is the head teacher Fiona Locke.
· A Practitioner with a paediatric first aid qualification will be present at each session.
· Children will have an adult close by when eating and drinking to ensure safety.
· The first aid box will be adequately stocked and checked regularly.
· In the case of accident or illness, first aid will be given or medical attention sought, the parents will be informed and asked to sign the accident book.
· Children who have a head bump will have their parents notified by phone with either a text or a phone call. If their condition worsens parents will be called to collect their child or an ambulance called.
· Only the authorised person may collect their child. If this will not be the person who drops them off, you MUST tell a member of staff, and if the person collecting is not known, a password will be provided which must be passed on to them and repeated to us before the child will be allowed to leave.
· If you are held up or someone else will collect you child due to an emergency please telephone and let the preschool know.
· The group is fully registered with Ofsted.
· The group is fully insured.
· No one is to be left on the premises alone or alone with a child.
· All food will be stored in accordance with regulations.
· Personal hygiene will be maintained at all times.
· We will not administer medication without prior written parental permission. This includes cream for nappy rash or dry skin.
· Prescription medication will only be administered if it is clearly labeled with the child's name and has been prescribed by a Doctor, dentist, nurse or pharmacist.
· Asthma inhalers must be kept at preschool and the medication should be in the original box with the child's name and dose on. We will need both colour inhalers if appropriate.

Stepping Stones Preschool Equal Opportunities Policy:

· We will challenge racist, sexist or any other anti-social behaviour.
· We will endeavour to take all children into the group no matter what their need and aim to support them and involve other professionals if required, to enable them to become independent individuals.
· We take children at all stages of toilet training or in nappies.
· We will treat all children equally
· We will try to teach the children to respect everyone.
· Encourage children to have pride in themselves and their culture.
· We will encourage all children to try all activities without being stereotypical (male/female roles).
· We encourage equal opportunities and encourage children to realise there are different cultures in the world. We do this through books, toys, puzzles, cooking various foods from different countries, woodwork, sewing and other activities
· We aim to treat all children and their parents as equal.

Complaints Procedure:

If you should have a complaint against the preschool or a member of staff, there is a policy outlining our complaints procedure, which can be found on tapestry and our website. Stepping Stones management and committee will work to address any issues raised before they become complaints. Please talk to the Manager or Chairperson if you have any concerns. We ask that you give us 14 days to deal with your complaint. Social media is not an appropriate place to air your complaint and we reserve to right to remove you from our books if you use this approach. If you do not get your complaint dealt with to your satisfaction you may complain to Ofsted. The number is on our wall and is easily found using an internet search. 

Emergency Closure Procedure
Sometimes due to bad weather we are forced to close the preschool. This is in line with William Barnes Primary School. We will try to contact all parents who do not have children at William Barnes by text to let them know that we will be closed for that day. We will also put a notification on Tapestry and our closed Facebook group.
Please keep your mobile phone numbers up to date. 
Or visit http://mapping .dorsetforyou.com/closed services and look for William Barnes but this is always a busy site when snow has fallen.
If the Pre School has to do an emergency evacuation the collection site for all children is the Exchange. This is also the collection point for William Barnes children. We will notify you by phone to collect children and ask that you do not phone us while we are trying to do this.

Car parking
Anyone picking up or dropping children at Stepping Stones at 8.45 or 3.15 is NOT allowed to use the William Barnes Car Park unless they have a parking permit issued by the school. If you have limited mobility and need to use this car park please see Donna or Hayley F and they can ask the office for a permit. Please use the Ricketts lane car park instead. The top gate will be open for you to use. 
At the 11.45 and 12.15 pick-up/drop offs we do use the main school gate only and at this time you are permitted to use the school carpark.


We look forward to being part of your early year’s journey.
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