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Welcome
The Highfield Preschool is an independent day school for children aged 2 years 9 months to rising 5 year olds which provides good quality affordable childcare with traditional values.

The school is located in the beautiful and private grounds of the YWAM Oval in Harpenden.

Highfield is affiliated with The King’s School and, although priority is given to its pupils for admission to King’s, Highfield acts as a feeder school to all primary schools in the local area.

Highfield Preschool has caring, loving, mature and qualified teachers who provide a happy environment with clearly set out boundaries and a stimulating environment within a Christian ethos as part of our programme.

We look forward to a personal visit from you where we can give you a full tour of our premises and briefing on all aspects of our school.

Sandra Case

Manager

The Highfield Preschool
Philosophy & Goals
Every child needs to know God’s love.  To accomplish this goal, the Highfield Preschool provides a loving, caring and orderly environment that will nurture the child’s growth and development spiritually, intellectually, emotionally and physically.

Our Programme

Our programme is designed to provide opportunities for each child to develop essential skills and abilities through a selection of activities.  Within the activities presented the children are encouraged to make decisions and take responsibility.

1. Personal & Social and Emotional Development – (circle time, show & tell).

2. Communication, Language & Literacy – (alphabet phonics, listening, reading and writing skills).

3. Problem Solving, Reasoning and Numeracy – (numbers, shapes, comparing, matching, sorting, ordering and sequencing).

4. Knowledge & Understanding of the World – (science, geography, history and IT).

5. Physical Development – (indoor & outdoor activities developing gross and fine motor skills).
6. Creative Development – (including a varied music programme, role-play and artwork).

7. A balanced foundational programme is presented, emphasising God the Father, and God the Creator, Jesus as God with us, and understanding the Scriptures.

Through this programme the aims are to support the four principles of the new EYFS:-
· A unique child

· Positive relationships

· Enabling environments

· Learning and development

Programme
Session Times

09:00am – 12:00 noon (Morning Session)

09:00am – 13:00pm (Morning Session plus Lunch)
10:00am – 13:00pm (Late Morning Session)

12:00noon – 15:00pm (Afternoon Session – new for September 2010)

09:00am – 15:00pm (Full Day)
Daily Programme

09:00am - 09:20am 
Arrival/ Showing Time/Story Time
09:20am - 09:30am
Praise & Worship/Register

09:30am - 10:00am
Group Time

10:00am - 10:30am
Free Play Time

10:30am - 10:55am
Snack Break

10:55am - 11:45am
Outside Play

11:45am - 12:00pm
Story Time

12:00 noon
Home Time for Part-timers 

12:00pm - 13:00pm
Lunch Hour
13:00pm - 14:15pm
Outside Play 

14:15pm - 14:45pm
Group Time

14:45pm - 15:00pm
Story Time

15:00pm
Home Time for Full-timers

Whole Group Time

This is the first activity of the day.  During this time the children will be welcomed and given an opportunity to ‘show’ something that they have brought from home.  A story may also be read to settle the children down.  There will be a time of praise and worship, followed by a time of prayer.  Lastly, before dividing into separate groups, the register will be taken.

Group Activities

The Preschool is divided into three groups, and the Foundation Stage Stepping Stones are used as a measure of progress.

Lamb Group

The first group is for children aged from 2.9 to approximately 3.6 years.  This group is designed to help with the transition from home to Preschool, and to teach the children basic social behaviour and how to play.  The children will become familiar with the Preschool environment and experience a varied range of activities.  Painting, sticking, play dough, construction and sand are some of the activities which the children will be offered each day.  The focus is very much on personal, social and emotional development to form good basis for extended learning to take place.

Dove Group

The second group is for children aged approximately 3:6 to 3.11 years.  Problem solving, reasoning and numeracy, communication language and literacy, knowledge and understanding of the world, personal and social, physical and creative development are all presented in an exciting structured way.

Lion Group
This group is for children aged approximately 3:11 years to school age.  A creative balanced programme is presented to build onto previous experiences and to further the children’s progress towards the Stepping Stones.  The programme ensures that each child has the best possible opportunity to develop socially, emotionally, physically, intellectually, creatively and spiritually, in readiness for school.

Assessments and observations are carried out regularly and teachers will convey any concerns regarding children’s progress to parents when necessary.
Free Play Time

The Preschool has been arranged into separate areas, which the children will have freedom to explore during Free Play Time.  The activities provided in these areas will change to ensure continuing interest and varied experiences.  The children will be encouraged to take part in the changes made.  Their verbal and practical contributions are of great importance.

During Free Play Time the children will become familiar with planning what they wish to accomplish in an area, while teachers/helpers are placed in every area to ensure appropriate play and to encourage positive behaviour and social interaction.  Free Play Time is also a time when the teacher will interact with the children, in groups or on a one-to-one basis, as appropriate.  Structured art activities may be presented alongside Free Play Time, and each group will be presented with either cooking activities or a music session on a weekly basis.

Biblical Values

As a Christian Preschool we want to give the children the opportunity for them to grow in the knowledge and experience of a personal and loving God, to begin to understand the Bible and to learn who Jesus is.  Christian values are integrated into all activities as a lifestyle.

Music Activities

These activities will be varied, designed and presented to each group individually.  The programme will be challenging for the children, especially physically and intellectually, developing areas such as coordination, balance, timing, rhythm, beat and memory.  Highfield Preschool has on its staff a qualified music teacher who is able to bring an exciting dimension to the music activities.

Outside Play

This forms an important part of children’s learning experience and we use our lovely garden in many imaginative ways to further the children’s development in all learning areas.  We endeavour to take the children out for at least two outside play sessions per day.

Packed Lunches

If your child stays for the full day, parents should ensure that a healthy lunch is provided such as: sandwich/bread roll, fruit or vegetables, yoghurt, cheese, juice or water etc.  NO sweets or fizzy drinks are allowed.  Ice packs must be included in the lunchbox to keep it fresh.
Snack and Lunch Time

Although this is a social time where children can relax and chatter amongst themselves, we also use this time to reinforce good manners and healthy eating.

Enrolment Procedure

Enrolment

Enrolment is open to children of all races, and ethnic origins.  We accept children between the ages of two years nine months and five years. 

Registration Requirements

Please complete the following forms:-

1. Application form

2. Medical Health form

3. Child Information form

4. Agreement form

5. Photograph/outing consent form

6. Assessment and observation forms
7. Ethnic origin form

Please also provide us with your child’s birth certificate for photocopying.

All forms must be handed in prior to or on your child’s first day at school.

A meeting with the Principal of The King’s School has to be arranged prior to your child starting with us.  Please telephone 01582 767566 the term before your child is due to start and after your child has had a morning visit with us at the Preschool.
Observing Preschool in action

We would like you to feel welcome at the Preschool, either to observe or join in with the activities.  If you feel you would like to spend some time with us, please see the Head Teacher to make arrangements for this.

Required Provisions
Each child will have a place set aside for storing his/her belongings.  Please ensure everything is labelled with your child’s name (including shoes!).

Clothing:

1. Practical, comfortable play clothes.  Please send your child with clothes that are easy for him/her to take up and down when using the toilet (please avoid dungarees and belts.)

2. Please take into consideration our messy play when dressing your child.  Although aprons are used, paint and glue sometimes work their way onto clothing!

3. In case of accidents, please provide a spare change of clothes to be kept at Preschool during term time.
4. Plimsolls or slippers are required for indoor use.
5. Please send your child in shoes which are easy for them to put on and take off.  Although we appreciate that sometimes this is difficult, we would be very grateful if you could avoid ankle boots/lace up shoes.

Other provisions:

1. For full day attendance please provide your child with a packed lunch and a drink.  During the morning session each child will be provided with a healthy snack consisting mainly of fruit and vegetables.  A half termly contribution of £4.00 will be required towards this.  A drink of milk or water will be provided.  Please ensure all lunchboxes are labelled and includes an ice pack.
2. A box of tissues.

3. Please send £3.50 at the beginning of term to cover the cost of cooking.

Parental Responsibilities

Holiday & Sickness

Parents are asked to give prior notice of holidays taken during term time.  Please inform the Preschool of the reason your child is unable to attend on the first day of his/her absence.

Messages

If you have a message to relay to staff, teachers are available at the beginning of each morning and at the end of each day to speak to.  If you do not personally bring or fetch your child, please feel free to send us a note.  Do not send a verbal message with your child.

Showing/ toys from home

Your child will be able to bring something from home each week to show to the class.  You will be informed when your child’s showing day is.
Birthdays

Birthdays are celebrated at snack time.  If you would like your child to bring a special treat or cake to share, please notify the Preschool in advance.

Changes of Address or Telephone Numbers

Please ensure that the Preschool is notified of any changes in address or telephone numbers.

Suggestions, Questions & Problems

To discuss any suggestions, questions or problems you may have concerning your child or the Preschool, please do not hesitate to contact the Head Teacher or Principal to make an appointment.

Parental Support

If you feel that you could give some time to helping at the Preschool it would be most appreciated, although we realise that for most of you this will not be possible.  However, please pray for us, as we highly value your prayer support.

Discipline Policy

The Preschool environment is one which endeavours to reflect the love of God, not just in word but in deed.  It is important for children to experience God's love through people, to feel accepted, valued and secure.  We believe that encouragement and positive response to children are very important as is correction when needed.  At this stage of development young children need boundaries to help to give them security.  One of the ways we can create this is to set limits, having certain expectations of their behaviour.  Our commitment is to "Train up a child in the way he should go", as is stated in the Bible.  As difficulties arise, we will talk to the child explaining the nature of the offence, making clear right and wrong, and guide them towards making right choices, apologising and asking and receiving forgiveness.  Expectations we like to maintain in our Preschool include:

* Respect for teachers and consideration towards one another
* Honesty, obedience and cooperation
In certain circumstances a child may be removed from a group for an appropriate period of time.  This would generally be for them to "cool off" and give consideration to their behaviour.

Parents will always be informed of any need to discipline.
Policy Statements for Highfield Preschool
All statements below refer to policies set out in the Highfield Preschool policy document which is available for examination at the Preschool.

1. PARTNERSHIP WITH PARENTS & CARERS:

It is the policy of the Highfield Preschool to:

(a) Inform parents and carers of the aims and objectives of the Preschool.

(b) Show parents how these are implemented in the current practices.

(c) Involve parents in the running of the Preschool and in the care and training of the children under the supervision of the Preschool leader.

(d) Report children’s progress to parents both formally through reports at consultation evenings and informally on a day to day basis as points of interest, encouragement or as concerns arise.

2. SPECIAL NEEDS:

It is the policy of the Highfield Preschool to help children and staff to work together for the full development of all children in the context of the Preschool’s aims and requirements for the Children’s Act and the 1993 Education Act.

3. EQUAL OPPORTUNITIES:

It is our policy to make provisions for pupils and workers that will not cause disadvantage to anyone on the basis of sex, race or disability.  In addition to providing equality of opportunities for pupils, it is also our aim to promote the principle of the equal validity of different cultures and backgrounds.
4. CHILD PROTECTION POLICY:

Our aim is to care for the whole child while in our care and this means spiritually, mentally, physically and emotionally.  This means that we provide a secure and safe environment during the day with sufficient structures to stimulate the child emotionally and mentally.  Thus the physical and spiritual dimensions are cared for.  In additions to this, we look for evidence that each child is secure emotionally and physically when not at school.

5. HEALTH AND SAFETY:
It is the policy of the Preschool to do all that is reasonable to prevent personal injury and damage to property and to protect everyone in so far as they come into contact with the school, its employees and equipment.  We further aim to promote a healthy lifestyle and a high standard of hygiene and safety.

6.  BEHAVIOUR MODIFICATION:
It is the policy of the Preschool to provide a secure framework for learning.  This means that there are boundaries and parameters for acceptable behaviour.  It is our aim to clearly define acceptable behaviour and to inform the child clearly when he/she has moved beyond the boundary of acceptable behaviour.
Sanctions used in the Preschool are:

(a)  Informing when behaviour is poor

(b)  Verbal warning

(c)  Verbal correction

(d)  Loss of privilege

(e)  Removal from specific teaching group/activity - Time out
(f)  Removal from the Preschool.

7. COMPLAINTS POLICY:

Our Preschool believes that the children and parents are entitled to expect courtesy and prompt careful attention to their needs and wishes.  We welcome suggestions on how to improve our Preschool and will give prompt and serious attention to any concerns about the running of the Preschool.  We aim to bring all concerns about the running of our Preschool to a satisfactory conclusion for all parties involved within 28 days.  To achieve this we operate a procedure of five (5) stages.
In the event of a concern or complaint please contact the Group Leader or Leader of the Preschool on 01582 463308.  The Preschool is monitored by OFSTED, the registration and inspection body which ensures adherence to the National Standards for Day Care.  Their contact details are on the Notice Board at the Preschool.
Additional Policies

· Admissions policy

· Settling in policy

· Procedure for covering staff absences policy

· Statement on race relations policy

· Employment or recruitment policy

· Lost child policy

· Sick child policy

· Student placement policy

· Record keeping policy

· Equipment and resource policy

· Outings policy

· Confidentiality policy

· Complaints policy

This is a list of some of our policies.  All our policies are available for parents to read and are located in the foyer.
Highfield Preschool
Governing Board
David Crook
-  Chair Person 

Clive Case
-  Principal of The King’s School
Representative
-  YWAM
Head of Department
Mrs Sandra Case 
Teachers and Assistants
Mrs Caroline Elkins
Mrs Alison Cracknell

Mrs Margaret Falconer
Mrs Debbie Clark

Miss Michelle Hulford
Bursar
Mrs Eleanor Taylor
Nursery Fees

Effective from 1st April 2010

OUR FEES
We have tried to keep our fee structure as simple and transparent as possible so that you know exactly what you will be expected to pay every month.

Morning session (9am to 12pm)

£15.00

Morning session plus lunch (9am to 1pm
£19.50

Late Morning session (10am to 1pm)

£15.00

Afternoon session (12pm to 3pm)

£15.00   (available from September 2010)

All day session (9am to 3pm)


£26.00

One-off lunch hour




£  4.50

Registration Fee




£20.00

Cheques payable to ‘Highfield Preschool’ or ‘The King’s School’

Snack – a choice of fruit, vegetable or 
other healthy snack with drink of 
milk or water




£  4.00 (per half term)

Cookery lessons (Mondays)


£  3.50 (per term)

Fees for trips arranged during term time will be advised.

PAYMENT TERMS

· Nursery fees are payable monthly in advance and must be paid in full by the first day of the month.  Fees are subject to annual review and charged monthly; invoices will be issued from The King’s School office.

· An administration fee of £2.00 per month is charged where the first 15 hours free Early Years entitlement is utilised but not exceeded.

· We accept vouchers from the main childcare voucher providers, but we must receive either a paper voucher or cleared funds in our account by the first day of the month.  We charge for term time only, approximately 39 weeks of the year, so you do not pay when we are closed for Easter or summer breaks and between Christmas and New Year.  Normal fees apply for bank holidays and for any other days when your child is absent from preschool.

· One month notice in writing, or payment in lieu of notice, is required if you wish to withdraw your child from the preschool.

Privacy Notice for

Children in Early Years Settings

Privacy Notice - Data Protection Act 1998

We, Highfield Preschool, are the Data Controller for the purposes of the Data Protection Act.  We collect information from you, and may receive information about you from your previous setting.  We hold this personal data and use it to: 

· support your teaching and learning;

· monitor and report on your progress;

· provide appropriate pastoral care, and

· assess how well your setting is doing.

This information includes your contact details, characteristics such as ethnic group, special educational needs and any relevant medical information.
We will not give information about you to anyone outside the setting without your consent unless the law and our rules permit it.

We are required by law to pass some of your information to the Local Authority (LA), and the Department for Children, Schools and Families (DCSF).  

If you want to see a copy of the information we hold and share about you then please contact Mrs Sandra Case.

The LA uses information about children for whom it provides services to enable it to carry out specific functions for which it is responsible, such as the assessment of any special educational needs the child may have.  It also uses the information to derive statistics to inform decisions on (for example) the funding of Early Years’ settings.  The statistics are used in such a way that individual children cannot be identified from them.  The LA is also required to maintain the accuracy of the information held on ContactPoint about children and young people in their area.  

Primary Care Trusts (PCTs) use information about pupils for research and statistical purposes, to monitor the performance of local health services and to evaluate and develop them.  The statistics are used in such a way that individual pupils cannot be identified from them.  Information on the height and weight of individual pupils may however be provided to the child and its parents and this will require the PCTs to maintain details of pupils’ names for this purpose for a period designated by the Department of Health following the weighing and measuring process.  PCTs may also provide individual Early Years’ settings and LAs with aggregate information on pupils’ height and weight.

If you wish to contact the LA for more information, please contact:

Isatou Jaye
Senior Data Protection Practitioner

Information Governance Unit

website:
www.hertsdirect.org
Hertfordshire County Council

email:

isatou.jaye@hertscc.gov.uk
County Hall




tel:

01992 555990

Hertford  SG13 8DE



fax:

01992 588117

If you require more information about how the DCSF store and use the data, please go to the following website:

· http://www.teachernet.gov.uk/_doc/13856/DCSF%20what%20we%20do%20with%20Children's%20data%20v4%20final.doc
If you are unable to access this website, please contact the DCSF as follows:

Public Communications Unit
Department for Children, Schools and Families
Sanctuary Buildings
Great Smith Street
London  SW1P 3BT
website:
www.dcsf.gov.uk 

email:

info@dcsf.gsi.gov.uk  
tel:

0870 000 2288.

Highfield Preschool
Application Form
The Highfield Preschool, YWAM Oval, Ambrose Lane, Harpenden, Herts AL5 4BX Tel: 01582 463308

Date of Application:__________________________________________________ □ Male  □ Female

Child’s surname:_____________________ First & other names:______________________________
Date of Birth:______________ Position in family (i.e. youngest):______________________________
Address:__________________________________________________________________________
___________________________________ Postcode:__________ Home tel:___________________

When will your child start Preschool? ___________________________________________________
When will your child finish Preschool? __________________________________________________
Preschool days required:
Full days:

□ Mon     □ Tues     □ Wed     □ Thurs     □ Fri




Mornings:

□ Mon     □ Tues     □ Wed     □ Thurs     □ Fri




Mornings plus lunch:
□ Mon     □ Tues     □ Wed     □ Thurs     □ Fri




Late mornings:
□ Mon     □ Tues     □ Wed     □ Thurs     □ Fri




Afternoons:

□ Mon     □ Tues     □ Wed     □ Thurs     □ Fri
Do you intend for your child to progress from this school to The King’s School?__________________
Should you wish your child to progress to The King’s School you will need to contact the school on 01582 767566

Father’s full name:_________________________________________ Mobile:___________________
Occupation:___________________________ Employer:____________________________________

Business Address:__________________________________________________________________
________________________________________________________ Tel:______________________
Do you attend a church?  If so, which one:_______________________________________________
Mother’s full name:_________________________________________ Mobile:__________________
Occupation:________________________ Employer:_______________________________________
Business Address:__________________________________________________________________
________________________________________________________ Tel:______________________
Do you attend a church? If so, which one:________________________________________________
Signature of father/guardian:____________________________________ Date:_________________
Signature of mother/guardian:___________________________________ Date:_________________
Have you enclosed your Registration Fee?

(Please make cheques payable to The King’s School)
Medical Health Form

1. Does your child have any allergies or other medical problems? If yes, please specify: __________________________________________________________________________
__________________________________________________________________________
2. Has your child been immunised against:
Diphtheria    □ Whooping Cough    □ Tetanus    □ Polio    □ Measles    □ Mumps    □
3. Does your child need any special care?_________________________________________
__________________________________________________________________________
4. Doctor’s Name and Tel:_____________________________________________________
__________________________________________________________________________
5. In case of an emergency, if we/I or our/my doctor cannot be reached, we/I give permission to Highfield Preschool to take our/my child to an emergency doctor and /or hospital.

Yes □    No □
6. In case of an emergency where a parent/guardian cannot be reached, the following person may be contacted:
Name:_______________________________ Relationship:___________________________
Home Tel:____________________________ Work Tel:______________________________
7. Please do not send your child to school if he/she is unwell and especially if they show any symptoms of: vomiting, high temperature, severe cold, diarrhoea, headache, or any known contagious disease.  Please allow two clear days before returning your child to Preschool after absence due to illness.

8. We/I give permission for staff at Highfield Preschool to administer any basic First Aid.

Yes □    No □
Signature of father/guardian:_________________________________________________
Date:___________________________________________________________________
Signature of mother/guardian:________________________________________________
Date:___________________________________________________________________
Child Information

Please complete the following information which will be helpful to the Preschool staff when working with your child.

If any changes arise please inform the Preschool so that records may be updated.

1. Favourite activities:_____________________________________________________
2. Least favourite activities:_________________________________________________
3. Interaction with other children:_____________________________________________
4. Interaction with adults:___________________________________________________
5. Any difficulties, fears etc:_________________________________________________
6. Toilet routine:__________________________________________________________
7. Is this your child’s first Preschool experience?________________________________
8. Are there any recent events that may have affected your child, such as moving house, a new addition to the family, father working away from home, death of a pet?
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
9. Siblings:

Name:______________________________________ Age:________________________

Name:______________________________________ Age:________________________

Name:______________________________________ Age:________________________

Name:______________________________________ Age:________________________

Name:______________________________________ Age:________________________

Signature of father/guardian:_________________________________________________
Date:___________________________________________________________________

Signature of mother/guardian:________________________________________________
Date:___________________________________________________________________
Agreement Form

The Highfield Preschool, YWAM Oval, Ambrose Lane, Harpenden, Herts, AL5 4BX

Tel: (01582) 463308

1. Besides the parent(s) / guardian(s), the following person(s) may also collect my/our child:

Name



Home Tel:

Work Tel:

Relationship

___________________
______________
_______________
____________________

___________________
______________
_______________
____________________

___________________
______________
_______________
____________________

If for any reason a person other than the above will be collecting your child from Preschool, please notify us in writing.

2. My/our child may go on outings with Highfield Preschool during the school year (notification will be given prior to each trip).  Yes □    No □
3. I/We agree to collect our son/daughter at the finish time stated.

4. All information concerning my/our child will be kept confidential amongst the Preschool staff unless parents’ written consent is given or an emergency arises.

5. I/We agree to keep up regular payments.

6. I/We agree to comply with Preschool policies in all areas described in the Parents Handbook.

Signature of father/guardian:___________________________________________________
Date:______________________________________________________________________
Signature of mother/guardian:__________________________________________________
Date:______________________________________________________________________
Photograph / Outing Consent

We / I give consent for photographs to be taken and displayed of our / my son / daughter 
named_______________________________ by the staff of The Highfield Preschool.

Signature of male parent / guardian:______________________________________________
Date:______________________________________________________________________
Signature of female / parent guardian:____________________________________________
Date:______________________________________________________________________
We / I give consent for the staff at The Highfield Preschool to take our / my son / daughter 
named _________________________________________ for walks on the Oval grounds.

*Please note that the area where The Highfield Preschool is situated is called The Oval, and has lovely fields and a wooded area within it.
Signature of father/guardian:___________________________________________________
Date:______________________________________________________________________
Signature of mother/guardian:__________________________________________________
Date:______________________________________________________________________
Observations and Assessments


As part of our work in the Preschool, we take time to do observations and assessments on your child for each area of development in the Early Years Foundation Stage.

All information is treated in a confidential manner.

__________________________________________________________________________
I give consent for staff at the Highfield Preschool to carry out observations and assessments on my child.

Name of Child:______________________________________________________________
Parent(s) signature(s):________________________________________________________
Please print name(s):_________________________________________________________

Date:______________________________________________________________________
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