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REGISTRATION
PACK



Thank you for your enquiry about Orchard Park Pre-School. We have the pleasure in enclosing full details about the Pre-school.

Orchard Park Pre-School is a registered charity and is registered and regularly inspected by OFSTED (a copy of our recent OFSTED inspection (2016) is displayed in a folder in the entrance)

We have fully qualified; highly experience staff committed to the care and development of children aged between 2 and 5 years. All staff employed at Orchard Park Pre-School are registered with OFSTED and have had suitable person checks done by the C.R.B. We aim to create a pleasant and secure foundation for your child’s social and educational development, within a structured framework, providing opportunities with free play and planned activities, which encourage both continuity and progression.

We will provide a good pre-school education, building on your child’s interests and abilities. Children have a natural desire to learn and it is through playing with real world objects and materials that they begin to make sense of their world.  At Orchard Park Pre-School we give children the opportunity to express themselves through drawing, painting, and modelling, use of tactile materials, dance, drama and music making.  Most of all, Orchard Park Pre-School wants your child to be happy.

To this end, the aim of the pre-school is to create a bright future for your child.

Many Thanks
The Team at Orchard Park and the
Orchard Park Pre-School Committee



THE COMMITTEE
Orchard Park Pre-School is run by a Voluntary Managerial Committee who are all parents and their children attend the setting. They employ the Pre-School Team who oversees the day to day running of the setting and that OFSTED legislation is met.
We encourage all parents/carers to volunteer to be a member of the Committee which is responsible for the running of the Pre-school. There are specific roles on the Committee, such as Treasurer, Secretary or Chairperson but we need other members who can bring their ideas to share so we can continue to improve and offer the facilities that meet the needs of both the children who attend and their carers. It gives the opportunity of being able to influence the way in which decisions are made that directly affect the way Pre-School is run and ultimately the type and quality of care that is provided for the children.
Meetings usually take place once every term during normal Pre-School session time.
If you wish to know more about this then please talk to the manager, Jo
Your support is appreciated and even if you feel you cannot give up the small amount of time to be a committee member then pleases support us with our fund-raising events, details will be in regular newsletters.






GUIDE TO PARENTS/GUARDIANS
HOURS OF OPENING 
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	9.00am to 12.00pm
Lunch club 
12.00pm to 1.00pm
Afternoon
12.00 to 2.30
	9.00am to 12.00pm
Lunch club 
12.00pm to 1.00pm
Afternoon
12.00 to 2.30
	9.00am to 12.00pm
Lunch club 
12.00pm to 1.00pm Afternoon
12.00 to 2.30

	9.00am to 12.00pm
Lunch club 
12.00pm to 1.00pm
Afternoon
12.00 to 2.30
	9.00am to 12.00pm
Lunch Club
12.00pm to 1.00pm
Afternoon
12.00 to 2.30



AGE OF ADMITTANCE FOR PRE-SCHOOL
Orchard Park Pre-school caters for children from 2 – 5 years old. If you require a place for your child at pre-school please contact Jo on 07407 700315
FEES PER SESSION 
Pre-school fees: £11.50 per session on a morning, £14.00 till 1, afternoon session £10.00 and all day £18.50. You will be issued with an Invoice within the first week of every half term and all payments need to be made by the end of the second week. We accept cash payments or you can pay by BACS, please speak to Jo for more information.
If paying by cash please put in a sealed envelope clearly named and hand to Jo.
REGISTRATION FEE 
Upon registering at pre-school, there is a non-refundable fee of £5.00. The registration fee is payable with your child’s 1st half term fees. 
FUNDING FOR TWO AND THREE YEAR OLDS
Your child may be entitled to up to 15hrs of funded sessions within the setting.  This is available the term after their second/ third birthday. Please contact our Registration Secretary for more details on 07407 700315


LUNCH CLUB
We have the opportunity to provide a lunch club for pre-school children on a Monday to Friday from 12.00am- 1.00pm.  This is a service we provide for an extra £3.50 per session. You provide your child with a packed lunch in a labelled container.  This service can be booked and paid for on a Termly or daily basis depending on spaces available. This is something which children do enjoy and it is a good introduction to staying dinner at school. As we have a lot of children participating in lunch club we advise in hotter month you add an ice pack as we do not have the facilities to store them in the fridge during colder months they are kept in an area which is chilled. We do not offer facilities to warm any food up.

SETTLING INTO PRE-SCHOOL
We understand that children take different lengths of time and ways to settle into the pre-School, it can be quite daunting for them to be left with strange ladies and other children they haven’t met before! We promote our attention to the emotional wellbeing of the children here and although we will do our best to work with your wishes for settling in we would like to emphasise the need for your child to build familiarity with Orchard Park before they are left here. Please feel free to pop in at any time with your child so that they get to meet the staff and children at pre-school and build up their confidence about joining us.
ARRIVING AT PRE-SCHOOL
Ample on-site parking is provided and we ask that upon your arrival you park with consideration for other people using the Pre-School. We accept no responsibility for injury, damage or loss to persons, vehicles or property.
SIGNING IN 
Upon arrival you must sign your child in on the daily register that is on the hallway table. This is a security measure which tells us your child has arrived at preschool and WHO will be collecting your child from pre-school. Please make sure you complete all the information needed as children will only be released to the person authorised to collect that day.
SPARE CLOTHING/NAPPIES ETC
All children will be required to bring a bag with a full change of clothes including underwear and wipes/nappies if worn. There is a box situated in the main hallway to put the changing bags in and pegs are located down the toilet hallway for coats. Please can you ensure that all clothing and bags are clearly labelled and that no valuables are brought into pre-school, as we cannot accept liability for loss or damage of any personal property left at pre-school. 


ENTERING PRE-SCHOOL
The doors will be opened at 9.00am and a member of staff will be in the corridor to ensure none of the children return into the corridor for safety reasons. You are more than welcome to stay with your child as they first experience the pre-school, your child will be well looked after here but you should be prepared to stay for a while until he/she settles in.  A child who is tense or unhappy will not be able to play or learn properly.  So it is important for parents and staff to work together to help the child to feel confident and secure in the group.  This takes longer for some children than others and parents should not feel worried if their child takes a while to settle.  
Initially some children cry when left, but when their parent/carer has gone they can settle quite quickly, just let your child know that you will not be long and reassure them you will be back soon.  So please try not to worry if your child is upset when you leave.  If we feel your child is not settling well we will contact you.  If you feel your child would settle better if he/she had their comforters whether it is a toy, blanket or dummy then please feel free to bring them along.  But if we feel they are coping well and do not need their comforters we will pop them in their bag.
KEY PERSON SYSTEM
At Orchard Park Pre-school we operate a system whereby each member of the staff is specifically responsible for the continued observation, care, support, monitoring and development of a particular group of children. Your child’s key person is the one special adult with whom he/she spends the greatest amount of time, but all members of staff participate in the day to day care and support of your child. In addition, the key person is in the position to tailor the group's curriculum to the individual child. The key person maintains links with the child’s home setting, working with parents through record keeping ensuring that all children are supported in reaching their full potential. The list with your child’s key person is on the notice board. The work your child does will be put in a special folder and the term before your child is due to leave you will be given the folder and this will be yours to keep and to show either nursery or school your child’s work. We also operate a buddy system so if your childs keyperson isn’t available another familiar team member will be there to support your child.


PRE-SCHOOL SESSIONS
The pre-school sessions are equipped to ensure your child discovers and learns throughout the EYFS framework using their current interests as a tool. Observations are maintained and from those observations we plan for the children’s individual needs and abilities. A typical session comprises of:
· Free time – the children freely explore the environment and activities with a balanced ratio of child initiated and adult led opportunities.
· Snack time – a table is set out for a cafeteria style snack where the children chose to have snack at any particular time of the session (usually between 9.30 am and 11.00am)
· Outdoor play – The children are able to access the outdoor environment at any point of the session but we set aside a time period for them all to experience the outdoor and physical play. If the weather is too poor for us to go outside we clear away an area for physical activities (beams, climbing frames, sports equipment etc)
· Circle time – We sit together and sing songs and rhymes and read stories in a group.
OUTINGS
Occasionally your child may have the opportunity to go off site, such as a trip to the baker’s, post office etc. There will be fully trained regular members of the staff team accompanying any outing and a risk assessed judgement will be made by the lead team as to an appropriate ratio. Parental consent is needed for children to participate in any outings. Parents may be asked to volunteer to uphold a ratio. During our transition meetings with our partnership schools the team will adapt a ratio judged safe to allow all children to experience the session.
DEPARTING PRE-SCHOOL
The nominated person to collect your child must wait in the corridor for a member of staff to send out the child. Please be patient at this time as it is essential that the safety of your child is paramount. Children will only be sent out of pre-school if they are able to see the person collecting them and will be able to reach them safely. We operate a password system which is for the child’s safety should another family member or friend be collecting your child whom the team have not meet before.
LATE COLLECTION POLICY
We understand that life is not simple… to this end we do not charge parents for one off late collection of children for up to 10 minutes after the agreed collection time however we ask that you contact the pre-school to advise them you are running late. Repeated late collection or time beyond 10 minutes will be charged at £5 per ten minutes.
ABSENCES DUE TO ILLNESS ETC
Any child suffering from a doubtful rash, sore throat, discharge from the eyes or nose, diarrhoea or a high temperature should NOT be brought into session. The Pre-school manager/deputy has the right to refuse a child entry if they show any signs of the above. Should a child become ill whilst at Pre-school every effort will be made to contact the parent/carer.
Any child who has been sent home from the Pre-School because of ill health will not be re-admitted for at least 48 hours.  If a child is prescribed antibiotics they will not be allowed to return for 48 hours.  Should a child be on prescribed medication it is the responsibility of the parent/guardian to notify the supervisor or key worker. We reserve the right to remove the child to hospital in an emergency.  Parents/guardians will be contacted immediately should this occur.

EXCLUSION PROCEDURE FOR ILLNESS ETC
· Children must not be left at pre-school if they have diarrhoea or has been vomiting within the last 48 hours.
· Children known to be unwell and with a temperature must not attend, children that become unwell during a session, the parent/carer will be contacted for the child to be collected.
· Children with open sores e.g. impetigo should not attend pre-school until treatment is complete.
· Children with chicken pox must be kept at home until all scabs are dry
· Colds are infectious A mild cold will cause little distress. However, a child with a heavy cold or flu who has a temperature should be nursed at home.
· Head lice must be treated only in cases where live lice have definitely been seen. If lice have been seen then do not bring your child until your child’s head is completely clear.
· Hand, foot and mouth is an infection and children should be excluded until all spots have disappeared, and no new spots are forming.
HOLIDAYS/ILLNESS
If you are on holiday or your child is ill, please let pre-school know, Fees continue to be payable if your child is absent.  In cases of prolonged absences, parents should consult the committee about fee payment.  Please note it is essential that you inform the playgroup if your child is going to be absent for longer than a week.  If we do not hear from you for two weeks, we will assume you no longer require your child’s place and your child’s place will no longer be available.

SPECIAL NEEDS
Please let the supervisor be aware of any special needs and problems if any e.g. breathe holding, hearing or speech problems, allergies etc.  Also ensure that these are on your registration forms.  We provide individual attention so each child is able to progress at his/her own rate in all areas of development. This is true for children with or without disabilities or learning difficulties.  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 Pre-school Supervisor or your child’s key worker.
SPECIAL NEEDS POLICY
Orchard Park Pre-school Aims to:
· Have regard to the DfEE Code of Practice on the identification and assessment of Special Educational Needs and to provide access to the full range of opportunities for all children.
· Ensure that all children are treated as equals and are encouraged to reach their full potential.
· Promote positive images of those with Special Needs wherever possible
BEHAVIOUR POLICY
Orchard Park Pre-school, aim to operate a behaviour policy of positive reinforcement whereby more emphasis is placed on commending good behaviour rather than on bad behaviour 
EQUAL OPPORTUNITIES
Orchard Park Pre-school has adopted a policy of equality of opportunity for all, regardless of sex, race, class or disability.
SAFEGUARDING CHILDREN POLICY
Orchard Park Pre-school takes child protection very seriously if you have any concerns please do not hesitate to speak to the supervisor and it will be discussed in confidence with the people concerned and maybe other members of staff if seen necessary and we have also developed a safeguarding children policy to ensure the safety of all the children in the care of Pre-School.
If you would like to see a complete version of any of the Pre-school policies it is in the entrance next to the signing in book.

COMPLAINTS
Any concerns or complaints should initially be discussed with the session Manager.  If this does not have a satisfactory outcome then the parent should contact the chair of the Pre-school committee (address on the notice board).
If any of your issues cannot be resolved through the Pre-school Manager or Committee then contact OFSTED at: 
Royal Exchange Buildings
St Ann's Square
Manchester
M2 7LA
Telephone:0300 1234666

CONTACTING PRE-SCHOOL DURING THE SESSION
If you need to contact us please use the following number: 07407 700315.
[bookmark: _Hlk512588298]LEAVING PRE-SCHOOL
We require 4 weeks’ written notice of your intention to withdraw your child from pre-school. You will be liable for any fees payable if notice is not given in accordance with our policy.   At the end of term, a list is drawn up for those children who are leaving to go to school or Nursery for you to notify us. 
DATA PROTECTION
We are now in compliance with the new GDPR Legislation. All personal information will be securely stored and only accessed by authorised personnel. Please read our GPDR Policy for further information. A privacy notice can be provided upon request.

Thank you from all the team at Orchard Park


REGISTRATION FORM
Please fill in the forms attached only if your child is attending pre-school and bring them along with you the first session your child attends. Please keep the rest of the pack for your reference.
Name of Child: ____________________________	Preferred Name:___________________________________
Date of Birth: ____________________________	Gender: (male or female):____________________________
Name of parent with whom the child normally lives:
Parent 1:________________________________	Does this person have parental responsibility:_____________
Parent 2: :_______________________________	Does this person have parental responsibility:_____________
Contact Email Address for Newsletters 
	
Address of Child:______________________________________________________________________________
_______________________________________	Post Code:_______________________________________
Tel No: Home_____________________________	Mobile__________________________________________
Name or parent with who the child does not live:
Parent:_________________________________	Does this person have parental responsibility:_____________
Address:_____________________________________________________________________________________
_______________________________________	Post Code:________________________________________
Tel No: Home_____________________________	Mobile___________________________________________
Does this parent have legal access to the child?:________________________________________________________

Emergency Contact numbers: (please note these people must also be authorised to pick up your child)
Parent 1 – Work/Daytime contact number:____________________________________________________________
Parent 2 – Work/Daytime contact number:____________________________________________________________
Name of contact 1______________________________________ Number:_________________________________
Relationship to the child:_________________________________________________________________________
Name of contact 2:_____________________________________ Number:_________________________________
Relationship to the child:_________________________________________________________________________




Personal details of child
Does your child have any special dietary needs or preferences? Yes/No (delete)
	


We use Anti-bacterial hand gel as a form of hygiene do you consent to your child using this YES/NO (delete as necessary)
How would you describe your child's ethnicity or cultural background? 
	



	What is the main religion in your family? 
	



Are there any festivals or special occasions celebrated in your culture that your child will be taking part in and that you would like to see acknowledged and celebrated while he/she is in our setting?
	



	What language(s) is/ are spoken at home 
	



If English is not the main language spoken at home, will this be your child's first experience of being in an English-speaking environment? Yes/No (delete)
If so, discuss and agree with the key person how you will support your child when settling-in:
	


Does your child have any special needs or disabilities? Yes/No (delete)
	Details 
	



Are any of the following in place for the child: 
Early Years Action?			 Early Years Action Plus?		Statement of special educational need		
What special support will he/she require in our setting? 
	


 
What other information is it important for us to know about your child? For example, what they like, or what fears they may have, any special words they use, or what comforter they may need and when.
	



Names of professionals involved with child
	Name 1
	
	Role
	

	Agency
	
	Telephone
	

	Do you have a health visitor?
	Yes/No (delete)

	Name
	
	Based at
	

	Telephone
	

	Does your family have a social care worker for any reason?
	Yes/No (delete)

	Name:
	
	Based at:
	

	Tel:
	
	
	

	
What is the reason for the involvement of the social care department with your family?

	


NB If the child has a child protection plan, make a note here, but do not include details. Ensure these are obtained from the social care worker named above and keep these securely in the child's file.

ORCHARD PARK PRE-SCHOOL MEDICAL EMERGENCY CONSENT FORM
We require you to read and sign this form to give consent for us to seek medical help for your child in an emergency.
The following paragraphs explain that: -
42. Written permission should be obtained from parents to sessional care providers on placement of their children consenting to the seeking of medical help in case of emergency. This should not be consent to any treatment being given but merely authorizing the child to be seen by a medical practitioner if the need arises.
43. In the case of emergency treatment proving necessary attempts should be made to contact the child’s parents.  If this is impossible the medical practitioner concerned should decide to administer the necessary treatment.  In no circumstances should sessional care providers consent to treatment being given to a child in their care.

I give my consent to medical help being sought as explained in paragraph’s 42 & 43.
Name of child						D.O.B. 			                      			                                
Name of Doctor:						Address:	   		            			          
Post Code:                                                    Telephone Number:							
Parent name:						Signature					

Consent for information sharing.
As part of the two year progress check practitioners will prepare a baseline assessment of your child’s development, which will support the health visitor’s two year old progress check. As part of this process we ask that the red book is shared with us to enable a correlation of information. 
Very occasionally and in extreme cases staff may be required to contact the local safeguarding board about concerns about a child without your consent, if they feel that by expressing their concerns may put the child in danger.

Name of child………………………………………………………………………………………………………………………………………………………………..
Signature of awareness of this procedure…………………………………………………………………………………………………………….

ADDITIONAL CONSENT FORM


CHILD’S NAME:……………………………………………………………………………………………………………… D.O.B………………………………………………………





PLEASE SIGN AND DATE BELOW, THE PERMISSION YOU HAVE GIVEN WILL STAY IN PLACE UNTIL YOU NOTIFY US OTHERWISE. IF YOU HAVE ANY QUERIES PLEASE SPEAK TO A MEMBER OF THE TEAM

	PERMISSION ASKED FOR
	CONSENT GIVEN
PLEASE SIGN
	DATE
	COMMENTS

	
CHILD’S OWN SUN CREAM TO BE APPLIED WHEN REQUIRED

	
	
	I.E. APPLY WITH GLOVES, CHILD HAS SENSITIVE SKIN?

	
PHOTOGRAPHS TO BE TAKEN FOR USE WITHIN PRE-SCHOOL

	
	
	

	
FACE PAINTS TO BE APPLIED

	
	
	

	
PHOTOGRAPHS TO BE TAKEN FOR ADVERTISING SUCH AS WEBITE, PRESS ETC

	
	
	

	
INFORMATION TO BE SHARED WITH OTHER SETTINGS OR SCHOOLS

	
	
	

	
To take part in local environment, and school transition visits with a ratio judged safe by management team.

	
	
	

	
HYPER-ALLERGENIC PLASTERS APPLIED WHEN REQUIRED

	
	
	

	I have attended my child’s two-year check with my health visitor and will share this information with the setting.
	
	
	

	I am happy for personal details about me and my child to be kept and stored inline with the GDPR policy, and for newsletters to be sent via email if they are BCC first.
	
	
	



Equalities monitoring form – to be completed by the provider
Ethnicity, where collected, should be recorded according to the following categories:
	White – British
	

	· Irish
	

	· Traveller of Irish Heritage
	

	· Gypsy/Roma
	

	· Any other white background
	

	
	

	Mixed – White and Black Caribbean
	

	· White and Black African
	

	· White and Asian
	

	· Any other mixed background
	

	
	

	Asian or Asian British
	

	· Indian
	

	· Pakistani
	

	· Bangladeshi
	

	· Any other Asian background
	

	
	

	Black or Black British
	

	· Caribbean
	

	· African
	

	· Any other Black background
	

	
	

	Chinese
	

	· Chinese
	

	
	

	Any other ethnic background
	

	· Please state __________________________________
	









The Child Friendly Form
This form has been developed to help us get to know your child at Orchard Park Pre-School and to help them settle in to the setting. We have just a few questions to ask about key parts of their life to aid this.
Name of Child: .............................................            Preferred name……………………………………………..
If relevant what are the names of their siblings?.....................................................................................................
Do they have any favourite:
 Toys?........................................................................................................................................................................
TV Characters?..........................................................................................................................................................
Places to go?.............................................................................................................................................................
Foods?.......................................................................................................................................................................
Does your child have any strong dislikes or phobias to anything?...........................................................................
Does your child have a comforter e.g. dummy or blanket?......................................................................................
Do you have any pets?..............................................................................................................................................
Can your child use the toilet independently?...........................................................................................................
Has your child attended their Two Year Health Review…………………………………………………………………………………
Is there anything else we can do that would help your child settle in?....................................................................
Birth certificate seen Y/N   to be signed by staff member  signed…………………………………………….    Date…………………………………………………………….
Signed by parent:.....................................................	Signed by keyperson ......................... ....... .....................
Date:...............................................




Childs Name……………………………………………
Password System
We recognise that from time to time it may not be possible for you to collect your child in person. Therefore to ensure your child’s safety we have decided to put into place a password system to support our safeguarding procedure and allow a person whom is not already familiar to the pre school to collect your child safely.
Please enter your personal password………………………………………………………………….
This password is to be given to any person whom you have given permission to collect your child. The team will ask them to verify this password before they are able to take the child off the premises. It is your responsibility to inform us should your circumstances change and you need to change your password. 

The password system is to work alongside our registration system already in place.
Please enter below name and contact details of any person/carer whom may collect your child on a regular basis.

Name ……………………………………………………………………………………………………………
Relationship to child…………………………………………………………………………………
Contact Number ……………………………………………………………………………………….

Name ……………………………………………………………………………………………………………
Relationship to child…………………………………………………………………………………….
Contact Number…………………………………………………………………………………………….

Name ………………………………………………………………………………………………………………
Relationship to child ……………………………………………………………………………………
Contact Number ……………………………………………………………………………………………..




Date:





REGISTERED CHARITY NUMBER: 1037408
The Community Centre, Badger Paddock, Huntington, York YO31 9EH
Website:www.orchardparkpreschoolyork.co.uk
email: orchardparkpreschoolyork@gmail.com
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