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1. Badkgroundlnformation.

Under-Fives Roundabout met for the first time on 3¢ March 1980in the RoundChurch Hall .
The playgroupmoved to its current premises at St Luke’s Church Centre on Victoria Road
in 1994after the dosure of the RoundChurch due to the congregation relocating to St
Andrew’ s the Great.

Sincethaose ealy days, although with many alterations over the years, Roundabou hasruna
pre-schod for the older children and parent and toddler groups with apaid lealer for the
under threes. As of 202, the pre-school has occupied the large upstairs hall at St Luke's
and hes gradually increased in size from 12 chil dren to a maximum of 22. In September
2004,the pre-schod separated into two age-related groups, with Playgroup aacepting
children aged from 2 yeas 9 months and the Pre-schod caring for children in their pre-
schod year.

In recent years we have been considering the passbly of moving onto alocal primary
schod site. This projed isnhow being pursued urgently as we have receved ndicefrom the
church centre to move out by Easter 2008. The plan isto move into ou own pupose-built
premises at Mayfield Primary School on Warwick Road. Thiswill allow usto expandto
offer alunch club and afternoonsessons, and to comply with the Government guideli ne of
moving to 3 hoully sessonsoncefundngisin placein Cambridge.

2. Aims and Objectives.

Purpose — Under Fives Roundabout provides quality care and education for
local children from 2 yeas 9 months through to schod age.

Plans for Expansion—We ae aurrently investigating the possibility of moving
Into our own purpose built facilities in the grounds of Mayfield School.

Extended Hours — Unfortunately at this time due to the restrictions on our
tenancy in the durch centre we ae unableto off er lunch club facilities or to
extend our sessions beyond 25 hours.

Training (2007)

» Sam Capes (Pre-school Leader) is currently studying for her Foundation
Degreein Early Y eas Care and Education.

* Zoe Norman (Pre-school Assistant) achieved her DPPLevel 3in spring
2007.

» All of our pre-school and playgroup staff have trained in Child
Protection as provided by the Early Yeas and Childcare Team.

» Karen Crane (Playgroup Deputy Leader and aur named Equal
Opportunities Rep) attended courses on equal opportunities for children



with English as a second language and a conference on the Disability
Discrimination Act.

» Sam Capes and Zoe Norman participated in a positive behaviour
management course run by Pam Vincent, AreaSenco

» All of our staff, including toddler group leaders, and regular volunteas
were encouraged to take part in a Musikgarten workshop ‘ Flower Pot
Rock’ for music and movement training which we held in-housein
February.

Training (2007-2008)

All staff will attend inhouse training on writing Individual Educational
Plans.

» Sam Capes and Ludmil a Stanleyova will attend a course on Speedt and
Language Disordersin Children

» Sam Capes (as SENCO) will also attend courses on Autism, Asperger
Syndrome and Semantic Pragmatic Disorder and ADHD

» Karen Crane will renew her First Aid training in the autumn

» Liz Lordisbecoming our designated Child Protedion dficer and will
take the relevant course in March 2008; she isinvestigating a futher day
long course.

* Ludmila Stanleyovawill t ake over Liz Lord’ s responsibilities as health
and safety representative.

Meding local need — Our parent and toddler groups provide support for young
famili es and introduce younger children to a structured group.




3. Ofsted Report, Action Plan and Self Evaluation Form.

Ofsted Report — March 2007.

[ —

OESTED REPORT 7 March 2007 ACTION PLAN

Excerpt:

THE QUALITY AND STANDARDS OF THE CARE AND NURSERY EDUCATION

On the basis of the evidence collected on this inspection:

The quality and standards of the care are good. The registered person meets the National
Standards for under 8s day care and childminding. The quality and standards of the nursery
education are good.

Thefull report isavailable on ou noticeboard, in the Operational Plan, on www.ofsted.gov.uk or in
printed form on request to staff or committee.

WHAT MUST BE DONE TO SECURE FUTURE IMPROVEMENT?
The quality and standar ds of the care

Toimprovethe quality and standar ds of carefurther the registered person should take
acoount of the following recommendation(s):

- enharce dildren's safety by ensuring the registers are always accessible in case of
emergency

» ensure policies andprocedures are updated to refled current regulations, such asthe
complaints procedure and information given to parents abou Ofsted

The quality and standards of the nursery education

To improvethe quality andstandards of nursery education further the registered person should take
acoount of the following recommendation(s):

- continueto dewelop practitioner's knowledge and unerstanding of how children learn.
ACTION PLAN (in response to recommendations):
The quality and standar ds of the care
* registersfor playgroupand re-schod are taken outside and accessible & all times (as of
. Z’o:flg es and procedures are reviewed annually (scheduled review was 7.3.7 committee

meding). Complaints record already avail able (Operational Plan and Register) but up-dated
from ‘Day Care and childminding: guidance to the National Standards, revisionsto certain



criteria October 2005 commiiti ng to reporting badk on any investigations and adions within
28 dhys. OFSTED contact details up-dated on noticeboards and Operational Plan.

The quality and standards of the nursery education

e Cortinued focus ontraining and mentoring, more regular feedbadk sessons on this during
staff medings, more time for observation write-ups with instigation d outdoa play time rota
for this purpose

e Subscriptions to be taken out to magazines (Nursery World, Practical Pre-Schod and
Nursery Education) which will be circulated among the staff and committee



4. Group Structure, Times and Term-dates.

Group Structure

Our Todder groupruns onfour mornings (M, T, Th, F) in the Ramsey Room. It caters for
children over 13 months and their carer, younger siblings are dso welcome. There ae a
maximum of 20 children in the group and the Leader guides the chil dren and adults through
the mornings activities.

Our Playgroupruns onfive morningsin the Tibbets room. It caters for children from age 2
yeas 9 months up urtil their pre schod year. There ae amaximum of 12 childrenin the
groupwith 2 qualified and experienced staff and a parent helper.

Our Pre-schod Groupruns on five mornings in the Wray Room (upstairs). It helps prepares
children for schod. There is a maximum of 22 children in the groupwith 3 qualified and
experienced staff and a parent helper.

Times
The groups operate during the foll owing hous. For term dates, see foll owing page.
Group Days Start time Finish time
Todders M, T, Th 9:30 12:.00
Playgroup M, T,W, Th,F 9:45 12:15
Pre-Schod M, T,W, Th,F 9:30 12:00

Please be prompt to coll ect your child, andif you are unavoidably detained contad the group
Leader ontheir mobile number (issued at start of term). For palicy on nonrcolleded children,
please see pdlicy sedion.

(Please nate: Playgroup opens on threedays from the beginning of the auttumn term, rising
to 5 days when this beaomes viable, usually in January. For September 2007, we ae
starting on Monday, Tuesday and Thursday).
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Under Fives Roundabout
TERM DATES 2007 / 2008

AUTUMN TERM |(13%2weeKs)
Start date Monday 10" September
Half term 22"%t0 26" October
Last day of term Wednesday 19" Decenber
SFRINGTERM | (10weeks)

Start date Monday 7" January
Half term 11" to 15" February
Last day of term Thursday 20" March
SUMMER TERM | (14 WEEKY)

Start date Tuesday 8" April
closed May day 5" May

Half term 26" to 30" May

L ast day of term Friday 18" July

OPEN MORNING FOR | Monday 2" Jure

NEW FAMILIES

(provisional —to be confirmed
neaer thetime)




5. CommitteeRoles and Responrsihili ties.

Committeeof Management
Description d Resporsihiliti es and Roles

April 2004
Updated October 2006
Updated August 2007

UNDER FIVES ROUNDABOUT
ST LUKE'SCHURCH CENTRE, VICTORIA RoAD, CAMBRIDGE CB4 3DZ

Registered Charity No 1027240



Introduction

Under Fives Roundabou was establi shed in February 1980to provide playgroup and todder
groupfaalities. It isaregistered charity andis governed by a standard form of constitution
developed by the Pre-Schod Learning Alliance (of which Roundibout is a member).
Although ou staff run the various groups on a day to day basis, responsibility for running
the dharity as a whale rests with the Committee of Management. The Committee is the
governing body of Roundabou and those who are deded as members of the Committee ae
the trustees of the dharity. The Committee is reagnised and established bah by
Roundabou’s own constitution and by the Charities Act 1960which defines the Committee
as those people who have the general control and management of the administration d a
charity.

The Role of the Committee

The role of the Committee is to make sure that the organisation is successul in working
towards its aims and ohjedives. It must seethat al resources are used entirely for the
pursuit of Roundabou’s purposes (which are set out in the constitution document), and are
used efficiently and effectively to that end. The Committeetakes an overview of the work
of Roundbbou, is resporsible for employing the staff who work for Roundabou and sets the
overall framework of palicies within which the staff operate.

The Committee srole mnsists of

e giving direction - setting and reviewing the direction and misson d the organisation,
making overal plans and monitoring progress Making magjor decisions abou the
organisation and danning its future. Steeing the organisation through goodand bked
times and maintaining along term overview;

* managerial responsibilities - getting the best out of all the people (staff and vdunteas)
who are working to adhieve the organisation’s ams and oljedives. Giving direction,
sedng that there is adequate supervision d work and ensuring that the needs and
interests of relevant people and keliefs are taken into acournt when making deasions.
Appanting staff and ading as aresporsible eanployer in contractual relations with them;

* legal responsibilities - seang that the organisation abides by its governing instrument
and oleysthe law, and taking legal resporsibility for the organisation and all its adions,

* financial responsibilities - ensuring that the assets of the organisation are held in trust
for the beneficiaries and that financial matters are properly managed; ensuring that there
are adequate resources to carry out the organisation's adivities, and that money and
property are used to best effect. Making sure there ae sufficient resources to keep the
organisation going andto developits work.

* making the organisation accountable - accourting for the work of the organisation to
any body, group @ indviduals with an interest in it. This includes all sorts of
communicaion abou the organisation; and

* managng itself - making sure that the committee functions well, that medings are
effective and that all members are fully invalved.

Division of roles between Committee and Staff



The Committeeis resporsible for:

the organisation as awhole;

setting the overall aims and ohedives, pdicies and strategy which provide a framework
for the staff and vdunteers;

safeguarding the values and puposes of the organisation and ensuring ou adivities
contribute to achieving our objedives; and

employing the staff and providing recognition and feedback to staff and vduntees.

The enployed Leaders are resporsible for:

carying out the work of the Pre-Schod, Playgroup and Todder Group as appropriate;
reporting regularly on achievements and progress

making decisions, where the power to doso has been delegated,;

providing information and advice on isaues, problems, future plans and pdicy matters
and making recmmendations for the Committeeto consider; and

advising and informing the Committeeso that it is able to carry out its governing role.

To help the Committee ad staff work well together, it is important that Committee
members:

share avision for the organisation, which is also shared by the staff;

understand their role as trustees, so that they do nd interfere inappropriately in the day-
to-day running of the organisation;

have confidencein the ailiti es of the staff and willi ngnesswhere gopropriate to badk the
judgement of their staff in the event of problems, provided they have been kept informed;
and

recave goodinformation for the decisions they have to make.

On joining the Committee

A certain amourt of official paperwork needs to be mmpleted by members joining the
Committee

1.

The Ofsted DC2 form neels to be mmpleted. For Sedion 1, ou OFSTED Ref No is
221852. The proper name is Under Fives Roundabou, and the aldress is St Luke's
Church Centre, Victoria Road, Cambridge CB4 3DZ. The registered person is
“Committeeof Management”. The completed form needs to be sent to Ofsted.

Ofsted will then send you a aimina records bureau chedk form. This needs to be fill ed
in and 3forms of ID shown to the dhair of the mmmittee so that s’he can validate them
and send the form badk to Ofsted.

We dso have various dedarations to sign, including eligibility to a member of the
committeg confidentiality statement and a commitment to equal oppatunities.

How the Committeeworks



Our congtitution requires that we have three ¢ected dfficers (Chair, Seaetary and Treasurer)
and nd lessthan 2 ror more than 9 eleded members and, if the Committeeso deddes, nat
more than 3 co-opted members. At least 60% of the deded ar co-opted members must be
parents or guardians of children in groups run by Roundsbou. The quarum required at
Committee medings is not less than half the Committeg including two o the dected
officers. Committee members are deded annually at the AGM and can stand for more than
10 conseautive years.

The Chair ensures that the organisation as a whole sets and sticks to its policies and
priorities; is the spokesperson d the group e.g. to the press makes essential or emergency
dedsions between Committeemedings; is on call to help with any difficulties faces by staff
or volunteas, supervises and suppats gaff and isinvaved in staff recruitment. The Chair
will (in the asence of a Vice-Chair) aso plan medings and the AGM, follow up matters
arising from the minutes, run medings, etc.

The Secreary takes and produces accurate minutes of Committee meeings and circulates
these foll owing the meeings with action pantsto be followed up.

The Treasurer oversees and records al financial transadions, banks income axd pays
expenses; reports to the Committee @ ead meding; monitors the financial paosition d the
organisation; and liaises with the independent auditor preparing the end d yea acoourts.

Many members of the Committee will not have spedfic roles to carry out, bu the views,
opinions and ideas of all members will cary equal weight in discusson and dedsion
making. The Committee relies on the goodwill of al members in uncdertaking tasks on
behalf of the Committeefrom time to time.

There ae, however, ceatain areas in which particular members of the Committee may
choaose to undertake responsibility. For example:

* Publicity

At key times of year (e.g. summer term in preparation for the following September) we
neal to dstribute posters advertising bath the Pre-Schod and Todder Groups, with
contad numbers. Posters can be displayed in loca shops, libraries, churches, schods etc
and dstributed to Roundabout families to display. Fliers can adso be put in the radcks at
the Central Library (£250 per 100 for a period of 6 weeks) which is probably worth
doing in July and September. External puMicity is aso required for events such as the
Summer Fair.

Within Roundabou, advancenaticeis required of events such as cake sales (ensuring that
more than a week’s natice is given so that all Todder Group families are avare of it),
visitors to Roundibou, other fundraising events, items for sale (e.g. t-shirts) etc. In
additionit is helpful to provide feedbadk information e.g. onthe total money raised.

* Fundraising
We have aprogramme of regular events e.g. cake sale each half term, Christmas events,
summer fair, Easter coin colledion, sale of t-shirts/sweashirts, production of handprint
teatowels etc. This needs to be planned, maintained and supervised, with individuals
delegated to carry out tasks where gopropriate.



In addition, we are ale to apply for considerable grant fundng from bodies sich as
Awards for All, Rag, Co-op Community Dividend, Lloyds TSB Foundation, locd
Courxcil bodes, etc. Where particular needs arise for equipment, applicaion forms will
need to be completed and appropriate cases made for grants to be awarded. Following
any award, feedback and completion d projed forms are dso required.

Welcome

We ae delighted that you have joined the Committee Your help is esentia to the work of
Under-Fives Roundabout generally and will aso enable you, if you have a dild at
Roundhbou, to contribute to the running and development of the organisation to which your
child belongs.

In order that you have & full as possble a knowledge and urderstanding of the organisation
and itswork, please take the time to real the foll owing important documents:

the constitution;

Todder Groupand Pre-Schod booKets;

statement of Policies and Standards dated February 2004 and
Roundabou Policy document (revised March 2004).

Thank you for joining us.



6. Staff Structure

Under Fives Roundabout Staff Structure

Chair: Eileen Hori

Vice Chair: David Hargreaves

Committee

Treasurer: Richard Powell

Secretary: CeliaCobb

—

Pre-Schodl L eader and Roundabout
Administrator
Sam Capes DPPL3
(studying for Degreein Early Yeas)
(SENCO)
v
Pre-Schod Deputy L eader
Ludmila Stanleyova DPP L3
(Child Protection
Co-ordinator/First Aid)

—

Playgroup Leader

Liz Lord DPPL3

(Hedlth and Safety
Co-ordinator/First Aid)

Toddler Group Leaders
IrinaLeavy (Mon/Tues)
LisaFrancis (Thurs) (First Aid)

v

Playgroup Deputy L eader
Karen Crane DPPL3
(Equal Oppartunities

Co-ordinator/First Aid)

v

Pre-School Asdstant Pre-Schod Asdgstant Playgroup Assistant
Zoe Norman (Cover) (to be appointed
(Behaviour Co-ordinator) Leanne March January 2008)
DPPL3 Playworker level 2 \ /
v ¥
One:One Student Parent V(O:Ll:gienis Parent
Support Volunteer Helper Dimitropouou Helper
(subjed to Rod Singles Rotaon Clare Gothard Rotaon
funding from (training CACHE naticeboard Damayanthi noticeboard
September) CCLD NVO2) Nharmawardana

7. Staff Training.

Training

Staff Cover
Leanne March (p/s & p/g)
Janet Grammer (p/s)
Monika Umba (all)
AnaWoor (toddlers)

Up-dated
Julv 2007

Member of Staff

Position

Resporsibiliti es

Training

Sam Capes

Pre-Schod Leaer

SENCO

DPPLeve 3 (2004)

Foundition Degreein Early Yeas
(on-going)

SENCO

First Aid

Child Protedion (2007

Strategic Behaviour Management
Musikgarten ‘ Flower Pot Rock’

Ludmila
Stanleyova

Pre-Schod Deputy
Leader

Child Protedion
co-ordinator

DPPLeve 3 (2005)

Child Protedion for Designated
Personrel (2006

First Aid

Strategic Behaviour Management
Musikgarten ‘ Flower Pot Rock’

Liz Lord

Playgroup Leader

Hedth and Safety
co-ordinator

DPPLeve 3 (2004)

Child Protedion (2007

First Aid

Fire Warden Training

Strategic Behaviour M anagement
Musikgarten ‘ Flower Pot Rock’




Karen Crane Playgroup Deputy Lealer | Equal DPPLeve 3 (2006)
Oppartunity co- Equal Op (July 2006
ordinator First Aid (2009
DDA Training
Equal Ops: English asa Foreign
Language
Child Protedion (2006
Strategic Behaviour Management
Musikgarten ‘ Flower Pot Rock’
Zoe Norman Pre-Schod Assstant Behaviour DPPLeve 3 (2007)
Management co- | Child Protedion (2007
ordinator Strategic Behaviour Management
Musikgarten ‘ Flower Pot Rock’
Leanne March Pre-Schod Asgstant Playworker level 3 (2007)
(cover) Child Protecion (2007
Janet Grammer Pre-schod Assstant
(cover)
Monika Umba Cover
Lisa Francis Todder Group L eader Thursday (First Aid)
Irina Leavy Todder Group Leader Mon/Tues Musikgarten ‘ Flower Pot Rock’

Training plans for 20072008 (as of July 2007

All staff will have in-house training onwriting IEP (Individual Educational Plans) in

September.

Sam Capes

(SENCO — Speed dsorders):
* Autism, Asperger Syndrome and Semantic Pragmatic Disorder
20" September
* Speed and Language Disordersin Children
18" October
 ADHD
15" November

Ludmila Stanleyova
» Speed and Language Disordersin Children
18" October

Liz Lord

Karen Crane

(changing for H& Sto Child Protedion)
» Child Protedionfor Designated Personrngl (bodked for March 2008 —earli est date
available)

* First Aid (to be booked)

Zoe Norman




8. Staff Management.

Staff Management

We provide astaffing ratio in line or higher than the requirements of the National Standards
for Day Careto ensure that children have sufficient individual attention and to guarantee
cae and educaion d ahigh quality. Theratiosare 1:4 for under 3sand 1:8 for over 3s.

Our staff are extremely well qualified (the majority to DPPlevel 3, including leaders and
deputies) andwe arry out cheds for criminal and ather records through the aiminal
records bureau in acmrdancewith statutory requirements. All staff undertake cild
protediontraining and afirst aid course.

All staff have job descriptions which set out roles and resporsibiliti es. In additionto
informal discussons, we cary out annual appraisals of al staff at the beginning of the
summer term.

Please see Staffing and Employment Policy in the Policies sdionfor more detalil .

Medings
Committeemembers and staff attend Management committeemedings every half term in
the evenings.

Staff med half termly to plan and dscussother issues, ead group medsinformally weekly
to go through short term plans.

9. Reauitment.

Staff Recruitment

We have aseparate recruitment file with procedures.

We alvertise on Oppartunity Links and at the Job Centre. Interested candidates are sent a
job description and an applicaionform. Candidates are then shortlisted, usually by the dhair
and pre-schod leader. Interviews are carried ou by two committeemembers and ore or
bath o the groupleaders. References are taken up, sometimes before the interview if
appropriate and the candidate has given approval, and a aiminal records bureau che is
caried ou. All members of staff are given a mntrad. Thereis aprobationary period d a
month after which thereisareview.

We have an induction dan which includes familiarising the new member of staff with our
palicies and procedures, particularly health and safety, fire drill and child protedion.

Under Fives Roundibou is committed to the principles and practiceof equal oppatunities.



10. Volunteas, Students and Parent Helpers (Voluntea Induction
Shed).

Volunteers, Students and Parent Helpers

We ae fortunate to have anumber of regular volunteeas and students on dacements. As part
of our commitment to quality, we offer placements to students undertaking ealy years
qualifications and training. A daily register for staff and children is kept in Playgroup and
Pre-Schod, detaili ng any visitors and vduntea's present with their arrival and departure
times. Please seeStudent Placament Policy in the Policies sdion for more detail s.

In order to maintain a staffing ratio higher than the requirements of the National Standards,
we ak that Playgroupand Pre-Schod parents help for afew sessons each term (relative to
the number of days attended). Helpers can be mums, dads, grandparents, relatives, nannies,
childminders etc. When helping we would likeyou to ...

Help set up adivities

Help with snadk time and washing up
Seewhat’s going on each half term
Joinin

Asgst the dhildren in their adivities
Have fun

Help clear adivities avay

Sing loudy when required

Assst staff as direded

VVVVVVVYVYY

Please note that due to DfES regulations you are not permitted to accompany any child to
the toil et during the sesson. If youwould be willi ng to be pdlice dhecked, pease speak to
your grouprep or committeemember.

Please uphdd ou confidentiality palicy whil e helping at Roundibout.

Thank you for your help —it is grealy appredated.



Under-Fives Roundabout

Volunteersin Pre-School and Playgroup

April 2004
Updated February 2007

Useful contacts:

Sam Capes, pre-schod leader 0773 941 8874

Liz Lord, pdaygroupleader 0776 236 3514

Eileen Hori, chair of Management Committee 01223 512093
horifamily@ntlworld.com

UNDER FIVES ROUNDABOUT
ST LUKE'SCHURCH CENTRE, VICTORIA RoAD, CAMBRIDGE CB4 3DZ

Registered Charity No 1027240



Introduction

Under Fives Roundabou was established in February 1980to provide playgroup and todd er
group fadlities. It is a registered charity and is a member of the Pre-Schod Learning
Alliance Although our staff run the various groups on a day to day basis, resporsibili ty for
running the darity as a whale rests with the Committee of Management, a group of parents
who form the governing body of Roundabout.

What we do

Roundhbou runs a pre-schod group 5mornings a week from 9.30am. to 12 noonand a
playgroup for younger children aged from 2 years 9 months on 35 mornings a week from
9.4512.15. It also runs Todder Groups on threemornings aweek. We employ a minimum
of three staff per sesson in the pre-schod group, two per sesson in paygroup, and ae
leader per sesson in the Todder Group. In the pre-schod and daygroup there are parent
hel per rotas under which one or two parents per day are asked to stay and asdst the staff in
the group. We ae very grateful for additional help from volunteas who give time to be
involved in the pre-school and daygroup.

What might a vduntee be asked to do?

The group leaders plan and run the activities of the group each morning and will dired

parent helpers and vduntea's to where they are most needed. However, as a general guide,

you might be asked to:

* help set up andlater clear up adivities

* joininandasgst the children with their adivities (whil st allowing the cildren to dothe
adivities for themselves);

e singloudy;

e prepare fruit for snadk time and wash up afterwards,

* help supervise outdoa playtime.

Please note that under no circumstances will you be dlowed to spend time alone with a child

or to acaompany them to the toil et unlessyou have been CRB-chedked.

On bemming a vdunteer
A certain amourt of official paperwork needs to be completed by any adult regularly helping
in the group.

Firstly, each vdunteer neals to be palice-cheded. You will be given a Crimina Recrds
Bureau (CRB) form, and shoud fill in sedions A, C, D and in sedion H, nos 66-68. You
also ned bring in ariginals of three identity documents, including pasort/driving licence
(or equivalent), plustwo ahers showing your name and current address such as utility bill s,
courxil tax, etc. If you can bring phaocopies of these & the same time, that would be very
helpful. The Committee dair will chedk your identity documents and sign the phaocopies
astrue wpies.

It is important that you dedare any reason why you may not be digible to work with
children, and also let us know of any relevant hedth condtions or al ergies, etc. We will ask
you to fill i n aHealth Declaration form.

In addition, it is essential before you begin vdunteaing with us that you read and
understand ou Hedth & Safety and Child Protedion pdicies and are aware of the
procedures st out within them. Please ask ore of the pre-schod group leaders if you have




any questions abou these pdicies. We will go through health and safety and fire safety
procedures with you at an ealy date. In arder that you have & full as possible aknowledge
and undbrstanding of the organisation and its work, please dso take the time to real the Pre-
Schod andior Playgroup booKets, the statement of Policies and Standards and the
Roundabou Policy document. We can give you paper copies of these or you can find them
in ou Operational Plan outside bath the pre-school and gaygrouprooms.

Welcome

We ae delighted that you have offered to help us. Your help is esentia to the work of
Under-Fives Roundabout generally and will aso enable you, if you have a dild at
Roundhbou, to contribute to the running and development of the organisation to which your
child belongs. If you have any questions or if there are any matters with which you need
assstance, please do not hesitate to raise them with ore of the pre-schod group leaders or
with the Chair of the Committeeof Management.

Thank you for joining us.

11 Vistors.

12. Children.

Children

At Roundibout we operate under akeyworker system with ead child all ocated a member of
staff. This gives parents adired point of contad shoud they wish to dscuss their child's
progressor any issues which may affed their child or any other person at the preschod.
Parents are ale to either talk to their keyworker at the beginning or end d the sesson a,
aternatively, arrange amore private mnsultation either viathe telephore or out of hous.

The keyworker will observe and record their all ocated children’s progress which will be
presented to the parents each term in the form of a personal diary. The diary will contain
conversational observations aswell as sme craft and phdographs.

Eadh child is provided with their own drawer, where necessary, their own book bag and are
encouraged to find their own name on arrival to placeontheir peg.

Eadh child’s personal detail swill be kept in afile, in alockable fili ng cabinet. Thisfile will
contain name, address family detail s, medicd detail s, where gpropriate, aswell alist of
emergency contacts and permissonforms, for parents/carersto sign onadmisson.
Permisgon from parents/carers for phaographs to be taken in the setting; restraint of the
child under extreme drcumstances; emergency medicd treatment to be given; a change of
clothes to be provided; is requested before their child is left at the setting.

Shoud correspondencefrom outside agencies be gplicable, these will also be kept with the
child’sfile. The preschool will keep thisfilefor at least five years.

At Roundsbou we alhere to the diild protedion pdicy and a notime will any child be left
with aperson aher than CRB chedked staff. Any concerns daff may have surroundng a
child’'s safety will be discussed confidentially with the parent/carer, then, if necessary, with
the gpropriate agencies.



13. Activities.

Activities

At Roundibou we offer awide range of age gopropriate adivities, giving all of the children
every oppatunity to develop. The plans are dhanged onaweekly or fortnightly basis and are
on view in ead room and clealy state what adivities are to be provided. Each activity is
differentiated in order to cater for individual neeads, with adult suppat provided as and when
necessary. Through observing and recording the varied levels of development and
understanding the dnildren have, the staff plan each sesson thouwghtfully, ensuring specific
adivitieswill asgst in the positive development of ead child.

Throughou the year we cver avariety of themes such as sasons, space, families, jungle,
dinosaurs, and castles. Incorporated in these themes are mathematics, graphics, literacy,
knowledge and urderstanding of the world, an introduction to varied religions and faiths,
ICT and many oppatunities to develop each theme to its extreme.

The enotional and physicd development of the children in the setting is given ahigh
priority. At Roundsbou we endeavour to instil astrong sense of fairnessand resped for
others, by displaying such behaviour in ou every day communicaionwith ore ancther.
Role play is an important part of a child’s’ development and thisis offered every day in
various forms.

Physicd development isincorporated into the planning through oudoa play aswell as
indoa obstade aurses. We have recently introduced a dance half hour whichisled by the
‘Lane Academy’. Thisis currently being offered on accasional Fridays during the sesson.
Other physicd activitiesinclude painting in various guises (large scale/small
scdeleasd/mixing/printing), daugh, clay, sand, water, corn flour, oats, pasta, rice and
shaving foam. The staff rotates the avail abili ty of such thingsin arder to encourage the
children to try diff erent textures.

We have numerous visits from various professonals, who share their spedalised knowledge
with the dildren. These have included a Doctor, the Fire service, alady to talk abou
Hannulka, an Oral hedth spedalist, aswell as an Indian lady who demonstrated how to pu
ona Sari amongst other things. We encourage parents to share their professions with the

chil dren and welcome ay contributions in this way.

This particular year hasincluded visits from the Oral Hedth specialist, a dildren’s Doctor, a
new mum and her baby, ateader and two pupls from the locd hearing impaired urit, a
postman, and amagician.

Throughou the year we am to visit our locd library, locd park and walk to the post box.
Wetry to include acoadh trip aroundthe end d the academic year, this year we will go to
the Botanic Gardens. Past trips have included Hamerton Park Zoo, the Sedgwick Museum,
Wimpae Hall, The Butterfly Placeand Milton Country Park. The dildren enjoy these trips
immensely and the staff incorporate relevant themes into the daily planning in order to
extend the children’s learning following the trip.



14. Information to Parents.

|nformation to Parents

We ommunicae with parentsin a number of ways:

> Group bookets =t out vital information for new parents

> Half termly newsletters keep parents up to date with events and fundraising

» Termly helper rotas with contact detail s

> Letters/ notes home from Leaders about spedfic news/events for your child’s group

> Noticesonindividual Group ndiceboards (outside Playgroup and Pre-School) and
main naiceboard (in foyer on wheels)

> Informal feedback from staff at end of sessons

> For amore private discusson about a spedfic isaue or concern, please don't hesitate
to spe&k to your leader to arrange atelephore cal at a mutually convenient time.

» GroupReps provide alink to the Management Committee they will make
annourcements and can be mntaded regarding Committeeissues.

15. Policies.

Statement of Policies - Please see separate Poli cies document avail able on website

Statement of Standards - Please seeseparate Standards document avail able onwebsite



