[image: ]

Busy Bees Pre-School
‘A hive of activities’
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Visit us at www.busybeespreschool.org.uk
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’Outstanding’ Childcare and Education

Busy BeesPre-School Prospectus

Busy Bees Pre-School, is anon-profit, pre-school. It has been established since 1968.  After years of sharing its premises with the Salisbury Youth and Community Centre, Busy BeesPre-school moved into its own premises on the Manor Fields Primary School site, Highbury Avenue in September 2009.

Our Aims and Structure
· Busy BeesPre-School is dedicated to supporting the Community’s rights to excellent quality, affordable Early Years Education and Child Care.
· The Pre-School strives to provide this in a manner that enriches and empowers children regardless of race, religion,culture, gender, special needs.
· Busy Bees aims to be open to every family within the Community and to be widely known in all local communities.We have an ‘open door’ policy and are happy for all parents and prospective parents to drop in at any time of day.
· We aim to provide a safe caring inclusive and friendly environment where all children feel happy, stimulated and confident to explore learning situations and to meet challenges with enthusiasm.
· We acknowledge the needs of children as individuals at all times.
· We strive to provide a specially tailored curriculum linked directly to each child’s stage of development.
· We plan to provide engaging and stimulating activities based on the Early Years Foundation Stage Curriculum.

We are an OFSTED registered community group currently registered for 36 children at any one session. At our last inspection on 14thJanuary 2010 we were graded as ‘Outstanding’ in all areas for the second time!To view the Ofsted report please visit www.ofsted.gov.uk or speak to a staff member.
Busy Bees is a Charity organisation supported by a Trustee group of parents and carers who are elected annually at the AGM held in November each year.  The Trustees are responsible for the policy making and vital fund raising for the group.  As parents/carers are part of the group we welcome any suggestions you may have and value your support with the fund raising events organised throughout the year as well as any voluntary help within the group that you would like to give.  The Trustee group always welcome new members so if you would like to become actively involved please ask for details.  As a Charity organisation Busy Bees cannot exist without a Trustee group.
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Busy Bees Opening Times:
	Morning Sessions
	
	Afternoon Sessions
	

	Monday
	9.00-12.00
	Monday
	12.00-3.00

	Tuesday
	9.00-12.00
	Tuesday
	12.00-3.00

	Wednesday
	9.00-12.00
	Wednesday
	12.00-3.00

	Thursday
	9.00-12.00
	Thursday
	12.00-3.00

	Friday
	9.00-12.00


We endeavour to run in conjunction with Wiltshire Education Authority school term times.
(Open 38 weeks of the year).
The group aims to provide two or three sessions (3 hours each) initially for any child within the community.However, sessions can be reserved and are available on a ‘first-come first-serve’ basis, subject to availability and at the Group Manager’s discretion.  
Busy Bees can accept children from the age of two years to 5 years. 
Children staying all day bring a packed lunch from home (including ice block to ensure freshness). 

Busy Bees policies are available in full in our main lobby for you to read at any time.

Curriculum and Structure
Busy Bees has strong links with Wiltshire Early Years Department of Childcare and Education and uses the Revised Early Years Foundation Stage framework (EYFS) as guidance for its planning for children’s education. The Foundation Stage begins at birth and continues until the end of the Reception Year. The underpinning principles of the EYFSframework ensure Busy Bees is a high quality child care setting. The curriculum is based on seven areas of child development,3 Prime areas Personal, Social and Emotional, Communication and Language and Physical Development; and 4 specific areas Mathematical Development, Understanding of the World, Expressive Arts and Design  and Literacy.  The Group uses a continuous observation and record keeping system and an overlapping curriculum planning system.  

Activities
Busy Bees planning centres around the children’s interests and fascinations taking into account their individual needs and stages of development. The children are involved with their learning and are asked about the activities and interests that they like/dislike.   During any one session every child has the opportunity to take part in a selection of stimulating hands on activities, promoting skillsin all areas of learning and development.
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A termly meeting with your child’s Key Person is offered to all parents/carers.
Activities provided include physical play, messy play/arts and crafts, role-play, communication friendly spaces, construction, cooking, gardening, and preparing snacks, outside play and local walks.
Play is child-led for the majority of a session. Ten minutes of every session is dedicated to an adult-guided activity where the child has time with an adult, usually the child’s key person, in a small group. The pre-school has two rooms. Red room is for our younger children aged 2 to 3 years and the blue room is for our pre-school children aged 3 to 5 years who are preparing to go to primary school.
In order to promote children’s self-help skills and independence they are involved with washing/drying their own cups/plates, washing aprons, brushing up, cleaning and tidying of their own equipment/activities.  

Focused Activity Groups
These sessions are about helping children be attentive and for our older children preparing them for the classroom environment at primary school.These groups are always fun, exciting and based on the children’s own interests.The pre-school promotes‘hands on’ learning and encourages children to become independent. There is also emphasis on expanding children’s concentration and working towards a grasp of phonetics through the ‘Letters and Sounds’ programme.

Messy Play Days
Each term the pre-school has a ‘Messy Play day’. These days are planned to allow children to explore creativity and experience this on a large scale. Children have the opportunity to take part in messy activities such as painting, flour, soil, gloop, mud. Sometimes we use a general theme so that the resources and media are varied; in the past we have explored ‘junk’, ‘building’, ‘seasons’, and had a ‘dad’s’ day. Real-life items such as wood/bricks/building materials are available for children to explore under supervision. The influence for these days come from the 5x5x5 creativity project initiated by Wiltshire Early Years team and it draws on research from Reggio Emilia, a small town in Italy where children are given the freedom to explore their creative side. Much help is needed from parents and volunteers on these days and donations of items such as junk, plastic pots, soil etc is greatly appreciated.Old clothes for your child are a must!

Staff
There are currently sevenmembers of experienced and qualified staff and two bank staff. Every member of staff working at the Pre-School has the required CRB Suitability clearance checks. We provide a staff ratio of a maximum of 1 adult to 8 children at any time and preferably, whenever possible, 1 to 6 for our 3 and 4 year olds. Our two year olds room has one adult to four children.  The staff and Trustee group meet regularly to discuss issues concerning the group and its development. (See Appendix 1)
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The Pre-School supports and encourage staff’s further training and personal development.  Each member of staff has an annual appraisal and is guided by the Group Manager and via a strong supervisor/line manager structure.  All staff are responsible for the development, progress and overall welfare of the children in their care and are involved in the KeyPerson system run by the group. Students are welcomed into the group providing they are studying a relevant childcare course at School/College. We do not usually accept more than two students on placement at any one time.  Students must have proof of identity.  We expect them to behave in an appropriate manner whilst in the group and to adhere to our policies.  Students will not have unrestricted access to the children.  Both students and all staff are bound by our policy of confidentiality.


When you arrive
Please make sure that your child’s arrival is recorded in the Register in their room and that any change in contact details are updated on the Registration form. Then please encourage your child to find their name on theirself-registrationbrick (blue room) or photographlocated at the entrance to red room.We appreciate children not arriving at the Pre-school before 9 o’clock as the Pre-School is not insured for children before this time.
When you judge that your child is ready to be left please ensure that you say goodbye.  Do not be tempted to disappear whilst your child is occupied, it may cause the child to feel let confused and upset.  It is easier for a child to accept a parent’s departure if there is a clear explanation of what is going to happen.  For example, “I am going shopping and will be back later”. Do not worry if your child takes longer to settle than other children. Children develop very quickly at this age and a child who seems unable to manage alone, for even a second; can have a very different attitude in a week or two.  Be calm, consistent and practical and remember the staff are here to ensure your child’s stay with us is a happy and productive one. Do not hesitate to take your child to a member of staff if you feel they need additional support to settle.

Going home
If anyone other than yourself will be collecting your child please let the staff know and record it in the Parents Communication Book located on the shelf in the lobby. Please note that we are unable to allow children to go home with anyone under 16 years of age.  To avoid children’s possible distress,please arrive promptly to collect your child at the end of the session. Afternoon collection time has been organised to allow for ease of collecting older children from ‘big’ school and therefore is between 2.45 pm and 3 pm at the latest.  The Pre-School is not insured for children after 3pm therefore, it is imperative your child is collected on time. 
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Parents as Partners
Busy Bees work with parents to maintain a healthy two way flow of information between the Pre-School and home.  Parents’ knowledge and expertise of their children is valued 
and used as support to plan for children’s learning opportunities.  The initial information exchange will begin with the completion of a child’s Registration form.  No child can be accepted into the group without a fully completed Registration form.  All information shared with the group is kept strictly confidential in accordance with our confidentiality policy.  Parents are welcome to discuss their child’s development at any time with the Manager-Nikki Dawkinsor Deputy Manager–Emma Thompson. The group organises dates for parents meetings every term. You can book an appointment on the parent’s notice board in the lobby. We also arrange ‘settling-in’ chats during the first term your child starts with us and a transition/parents evening when your child is preparing to go to primary school. All meetings are with your child’s Key Person and you can also chat to the Manager and Special Educational Needs Co-Ordinator (SENCO) should you wish to. Parents and carers are also kept up to date with activities and our current focus or themes via letter or sheets displayed outside each room. A termly newsletter is also sent home to all parents/carers. We aim to provide a partnership with parents which ensures excellent communication and links between pre-school and home. (See Appendix 2)

Parent/Carer participation
Once your child has had a settling in period all parents/carers have an open invitation to help out at Busy Bees on a voluntary basis.  This gives you and your child the opportunity to spend time together within the group and gives you more time to meet the staff and find out how things run.  A leaflet entitled ‘Helping in Pre-School’ is available for your information and you can book yourself to help out on the parents rota displayed in the lobby or on the outside noticeboard.

Behaviour and Discipline
We aim to provide an ordered, safe environment where children are free to play and learn without fear of being hurt or hindered, for them to develop a sense of self respect and to be caring and sensitive to the needs of others within the group.  We encourage, by positive reinforcement, desirable behaviour, such as kindness and willingness to share.  For further information see our behaviour management policy.

Special Educational Needs
We recognise the wide range of special needs of children and families in the community and will consider how best to meet them. We believe that children with special needs should have the usual childhood experience of belonging to a group. For further details see our SEN policy.
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Outdoor Activities and Visits
The local community surrounding Busy Bees benefits from shops and churches and a local park all in close walking distance.
As part of the Early Years Foundation Stage Curriculum, when appropriate, the pre-school includes short walking trips around the local community, the planned trips provide additional learning opportunities for the children and outdoor access.
Group policy for any outdoor trips outside the boundaries of the main school is usuallythree or four children to one adult or at the manager’s discretion according to the needs of individual children.
Some of the trips organised in the past have included:- local observational trips, walks to the park, trips to enhance our road crossing skills and use of Zebra crossings, trips to the Post Office, Sorting Office and Fire Station.  As well as occasional visits out, we organise 
visits in from professionals in the Community, including the Police, Dental Hygienist, Crossing Patrol, Librarian and Nursery Nurse.  We encourage involvement from parents and carers of all professions and cultural backgrounds, inviting you to come in and be involved with Pre-School, either on a topical/presentation basis or a general visit to help out.  All interest and involvement is welcomed and valued.Throughout the year various multi cultural traditional events are recognised and celebrated.
Children use the outdoor area daily and children are encouraged to spend as much time as possible outside. Children will be outside experiencing the weather and the world around them unless conditions are deemed dangerous so a named raincoat, wellies, sunhat and sun-cream must be provided.
‘There is no such thing as bad weather only inappropriate clothing!’
 Your child must wear old clothes to preschool every session as messy activities are always available.

Photographs at Pre-School
A strong and positive self image is a very important aspect of a child’s development, with a view to promoting children’s positive self-esteem and sense of belonging within the group.  Busy Bees often take photographs of the children at play and display these within the setting.We also use them to promote the group at training sessions and for fundraising.It is also important for children to be able to take pictures themselves of things they have made, a special piece of work or each other.

School links and visits
We do our best to maintain close links with the various local schools the children feed in to, providing continuity of care.  We complete early years setting transfer forms when children move on to mainstream school.  These are shared with parents and Reception teachers who visit us towards the end of the summer term.
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Information and record keeping
In order to effectively plan for children’s development and monitor their enjoyment and learning within the setting, this helps us give the children a good educational start; the information gathered is shared with you regularly and is available to view at any time by asking a member of staff. Information about your child is recorded in their ‘Learning Journey’ which contains observation, notes, photographs and your child’s work. You and your child are encouraged to input into the Learning Journey on a regular basis. This may include details of special events celebrated at home, photographs from home such as holiday snaps, pictures of the family or comments/notes you have made on your own child. Children share their Learning Journey with staff on a regular basis and each one is individual to the child.

Fees
Fees are set by the Trustee group and are payable at the beginning of the term.If you have difficulty paying please speak to the manager or deputy manager. It may be possible to arrange a payment plan. If your child is absent from pre-school the running costs of the group remain the same so we are unable to give refunds.  In the event of 
long-term sickness reduced fees can be arranged in order to secure your child’s place.  If you are in receipt of income support or any other benefits, you may qualify for some help with the payment of your first term’s fees.  Please ask for details.  
Should your child leave the group for any reason, four weeks’ notice is required and full fee is payable in lieu of notice.  Please put all payments in the locked deposit box (emptied weekly) inside the main door. Cheques should be made payable to ‘Busy Bees Pre-School’. A written receipt for your payment will be sent home. Fees currently stand at £4.20 per hour for 3-4 tear olds and £4.30 for 2 year olds.

Free Entitlement Grant
In the term following your child’s third birthday, subject to session availability, you will be eligible for the Nursery Education Grant for up to 15 hours (five three hour sessions)per week for up to fourteen weeks per termdepending on the length of the term and according to Wiltshire Council’s payments.Additional sessions may be arranged, to be paid for at the usual rate.

Illness and Pre-School
Parents are asked to keep their children at home if they have any infection.  In the case of sickness or diarrhoea please do not send children to school until at least 48 hours has lapsed since the last attack.  Also please inform the Pre-School of the nature of any 
infections to allow the Pre-School to alert other parents and make careful observations of any child who seems unwell.
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A typical session at Busy Bees

· Child and parent self registration.
· Greeting by key person and free- flow-play
· Circle time andchild-initiated play.
· Focused activity.
· Roll on, roll off café snack system (healthy snack plus milk or water)
· Free-flow play
· Musical tidy up time.
· Outdoor Play
· Toilets and handwashing
· Singing and story time 

Afternoon sessions run as above with singing and story time for everyone before going home.
Sessions will be run according to the children’s choices and needs during that day. Whilst staff ensure the children have valuable experiences this means that we are flexible to the children’s individual needs when it comes to the daily routine!

Equal opportunities
Busy Bees Pre-School believes that no child, individual or family should be excluded from the Pre-School’s activities on the grounds of gender, sexuality, class, family status, means, disability, ethnic origin, culture, religion or belief.  The Pre-School is open to every family in the community.  If you would like to arrange a visit or you require more information, please call into the Pre-School or telephone and speak to the Manager.
**In order to register your child with us we will require sight of your child’s birth certificate**
Contact details:-
Nikki Dawkins
Manager
Busy BeesPre-School
Manor Fields Primary School
Wilton Road
Salisbury
Wiltshire
SP2 7EJ
E-Mail:enquiries@busybeespreschool.org.uk
Telephone:   01722 328799
Charity No:  1014692
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 ‘Parents as Partners’ at BusyBees-Appendix 2
What do we do to communicate with parents and maintain positive relationships?
Termly newsletters
Other Parent letters/reminders
Posters on front door
Parent’s notice board/information board and committee board in lobby
Verbal chats with Key person/staff/manager at drop-off and collection times
Termly development meetings with Key Person
Special Events-e.g. sponsored walks, open mornings.
Open Mornings/Afternoons where you can spend time in the setting with your child.
Messy Play Days-join in with the mess and have fun with your child!
Parent helpers-come in and lend a hand anytime!
Weekly focus sheet on front door, parents information board and displayed in each room to keep you informed of the focus of the activities for the week.
Whiteboard in each room so you can look daily at spontaneous activities your child has had the opportunity to take part in and details of snacks.
Your child’s Learning Journey is available to view daily and your key person will share it with you at least once every two weeks.
Parents input sheets available (Information Board) for you to input into your child’s Learning Journey.
Comment slips on the parent’s information board that can be completed confidentially and posted in the deposit box to gain your feedback.
Parent’s communication diary on the right hand shelf in lobby where you can write down anything we need to know that session.
Annual questionnaire where you can express your views about the pre-school.(Carried out in June every year).
Committee-where you can be involved with the running of the pre-school-meetings held termly.
Parents Forum where you can be the ‘parent’s voice’,giving feedback to the committee, and help out at events such as open mornings, making tea and coffee etc.!!!! 
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Fun French Sessions and Hot Lunches-Appendix 3

BusyBees are pleased to offer our pre-school children fun French sessions on a Friday morning.
Sarah Dawes our French teacher, who has experience with teaching young children French and it is a real asset to Busy Bees that she is able to join us on a Friday and provide two French sessions.
Our pre-school children (blue room) and our oldest three year olds in the red room are invited to take part.
Sarah encourages the children to join in with activities that involve toys and prompts. They join in with songs and learn very simple French words. 
Current research shows young children have the ability to absorb and learn many languages at the same time and it is good to give them experience of other languages. 
This will not hinder their learning of English.

If you would particularly like your child to join in with French then please book a Friday morning session!
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Healthy Hot Lunches

We are pleased to be able to offer hot lunches for our pre-school children (blue room) children. This has recently been introduced (Nov 2010) in conjunction with Manor Fields Primary School. The children have the opportunity to go to the school with Busy Bees staff and have a healthy hot lunch in the school hall. 
Lunches are just 2.00 each. 
To view the school menu which is based on a three week cycle please visit the school website which is www.manorfieldsprimary.org.uk




Nikki Dawkins
Manager/
S.E.N.C.O/
Safeguarding Officer
NVQ Level 3; studying level 4 units


Emma Thompson
Deputy/Blue Room Leader
NVQ Level 3
Studying towards  an open degree 


Vicki McIntosh 
Red Room Leader
NVQ Level 3


Marisha James
Key Person
NVQ Level 3


Ali Jones
Key Person
Studying Level 3


Natasha Searle
Level 3 
Key person


Ivy Picton
Bank Staff


Shelley Tolcher
Level 3
Bank staff


Darren Brown
Key Person
Studying Level 3
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