“Where your child’s learning is supported
by dedicated professionals in a safe,
secure, fun and educational environment”

Little Stars Pre-school

McKenzie House (1st Floor)
110-112 Leagrave Road
Luton, Beds, LU4 8HX
Tel:
Email:

01582 519506 or 01582 519500
littlestars.preschool@cycd.org.uk
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Welcome
Welcome to Little Stars Pre-school
We are pleased that you are interested in joining our pre-school
family.
This prospectus will explain everything you need to know about
our pre-school; please read through our information and if you
have any questions or would like to visit our pre-school please
contact us:
Tahmina Haque, Pre-school Manager
Tel:
01582 519506
Email:
littlestars.preschool@cycd.org.uk
Little Stars Pre-school is registered with OFSTED, our unique
reference number is EY222793. We were graded as “Good” by
OFSTED at their last inspection in April 2015, we aim to be
graded as “excellent” at the next OFSTED inspection. We work
closely with the Pre-school Learning Alliance and Luton Borough
Council contributing to the Council’s overall planning to provide
education and care at Foundation Stage throughout Luton. We
have developed strong and effective working relationships with
local primary schools and other childcare facilities within the
community to enhance the services we provide.

About us

Our pre-school is located in a busy and highly populated part of
Luton. Although we are surrounded by residential houses and
commercial businesses our Pre-school is set away from the
hustle and bustle of the busy area. We are part of Centre for
Youth & Community Development (CYCD). We provide childcare
for children from the age of 2 years to 5 years and provide
funded places for 2 year olds as long as families meet the
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required criteria to receive the Government funding. We also
offer funded places for 3 and 4 year olds and from September
2017 we are offering the extended 30 childcare hours to those
who are eligible for funded places. We provide a lunch club
session and can provide childcare from 8.00am until 5.00pm by
arrangement. The times of our main sessions each day are
9.00am to 12.00pm and 1.00pm to 4.00pm.
The pre-school operates from a building on the first floor
between two other businesses, we opened our purpose built
extension at the rear of the building in 2014. We have exclusive
access to our pre-school at the rear of the building via a slope so
access is easy for all users, we have security measures in place
to ensure the safety of the children in our care. The only shared
access we have with the other businesses is one of our
emergency evacuation routes.
The pre-school comprises of two large rooms both with their own
bathroom areas, one with access to 3 toilets the other with 2
toilets and a nappy change area. There is also a large toilet that
is used as a staff toilet/disabled toilet with an emergency alarm
in, there is one large multi-purpose office/staff room. We have a
large reception area that allows us to have a waiting area for
parents collecting and we have a spacious hallway/ cloakroom.
We have a secure outside play area that we have easy access to.
We have named our 2 year room Caterpillar room and our 3+
room is the Butterfly room.
We offer a daily lunch club for children registered with our preschool, however, parents are required to provide a packed lunch
for their child. We try to provide flexible sessions to facilitate the
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family requirements, however most of our families attend the set
sessions.
Little Starts Pre-school has a maximum capacity of 50 children
per session between the 2 rooms.
The majority of our families and children have English as an
additional language (EAL) as the community we serve is mainly
Pakistani and Bangladeshi although children of any background
are welcome. We support children who have additional needs,
both through our facilities and staff skills.

Centre for Youth & Community Development
Little Stars Pre-school is part of the Centre for Youth &
Community Development (CYCD). At CYCD, in addition to our
Pre-School, we provide a range of services and facilities which
our parents or other members of their family find useful.
ESOL & communication skills classes for women
For women who would like to improve their English
language and communication skills.
Adult Education classes
These classes are run by Barnfield College and Luton
Community Learning and include courses such as Sewing,
childcare and teacher training courses.
Access Disability Project
This project provides short breaks for parents and carers
who have children with disability or Special Learning
Needs from ages 6 to 25 years. The Project runs 4
weekly sessions on Wednesdays, Fridays and Saturdays
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and we collect the children and young people from home
or school in our Mini-bus.
Over 50’s Health & Well-being Clubs
On Mondays and Tuesdays we run health & wellbeing
clubs as well as lunch clubs for people aged 50+. We
also run a Bangladeshi carers support group. We also
host Khidmat and Ujala who run health & well-being clubs
on Wednesdays, Thursdays and Fridays.
Children’s Clubs
We run children’s holiday clubs and after school clubs for
children aged 6-10 years.
Youth Clubs
We run regular weekly youth clubs and sports sessions
for boys and girls aged 11-18 years as well as holiday
clubs.
We have a range of volunteering opportunities; if you are
interested please speak to Tahmina who can put you in touch
with the right person or go to our website where you can find
more information about Little Stars.

www.cycd.org.uk
Our Aims at Little Stars Pre-School
 provide a specially tailored curriculum, meeting the early
learning goals
 provide individual care and attention to all children
through a high ratio of adults to children
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 Our hope is that each child will make friends with other
children
 Children and their families will receive support from a key
worker
 provide high quality care and education for children below
the statutory school age
 work in partnership with parents to help children to learn
and develop
 provide children and their parents with a service that
promotes equality, diversity and values for life

Little Stars Pre-school policies
All of our policies are designed to offer the best possible
experience for children and their families. Our policies are
reviewed on a regular basis to ensure that they are up to date
and in line with all recent advice provided to us.
We have polices that cover :
Admissions
Asthma
Behaviour Management
SEN policy
Complaints
Whistle Blowing policy
Confidentiality

Food and Drink
Equality, Diversity &
Inclusion
Lost Children
Uncollected
children/Abandoned
children
Health and Hygiene
Parental Involvement
Health & Safety incl Risk
Assessment

Safeguarding
Settling in
Late Collections
Sun Protection policy
CCTV policy
Mobile phone policy

We have other polices in place, however we have only named
our main ones above. A full copy of our policies is available for
you to read. If you would like to see any of our policies please
speak to one of the staff.
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Staffing
The pre-school is managed by the pre-school manager. The day
to day running of the setting is in the hands of the manager and
her experienced staff team.
Tahmina Haque Pre-School Manager
My name is Tahmina Haque; I am qualified in
childcare and have been working as an Early Years
practitioner for 14 years. I hold a level 5
qualification in Early Years and childcare and I
joined Little Stars Pre-school in January 2014 as the
pre-school manager. I have previously
managed within pre-school for 11 years.
Tracey Allerton
Deputy & Room Leader
My name is Tracey Allerton and I have been
working in Early Years settings for 12 years. I am
qualified to level 4 in Early Years. I am also a
qualified portage worker and work as the room
leader in the Butterfly room. I enjoy working with
under 5’s. Before coming to little stars pre-school I worked in a
small pre-school as a deputy manager.
Sarah Coote
Room Leader
My name is Sarah Coote; I have been qualified in
childcare and working as an Early Years practitioner
now for 21 years as I qualified in 1994 with an
NNEB diploma in Childcare. I also hold a level 4
childcare qualification and joined the team at Little
Stars at the end of April 2014 as the room leader for the
caterpillars. I have previous experience as a manager and
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worked in a variety of childcare settings including a crèche and
day care, I have also been a Nanny. My proudest achievement is
being a mummy to my daughter, Evie.
Keely Gannon
Pre-School Assistant
My name is Keely Gannon and I am level 3 qualified
in Childcare. I have worked at Little Stars first as an
Apprentice and now as a fully qualified member of
staff.
Hina Shah
Pre-school Assistant.
May name is Hina and I am qualified to level 3 in
childcare. I have been worked at Little Stars preschool as an apprentice and am now a fully qualified
member of staff.
Zakia Ullah Lunch Club Assistant
My name is Zakia Ullah I hold a level 3 in childcare. I
have been working at Little Stars for 12 years as a
bank staff and lunch club assistant.
We also have students training with us from time to
time from local school and colleges as well as Bank Staff. Our
staff regularly take part in further training to keep up to date
with current legislation and improve their skills. All staff are
enhanced DBS checked, hold a First Aid qualification and go
through strict vetting procedures before they are appointed to
work at Little Stars.
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Our Session Times
Breakfast club:
Morning session:
Lunch club:
Afternoon session:

8.00am – 9.00am
9.00am – 12.00pm
12.00pm- 1.00pm
1.00pm – 4.00pm

It is best to arrive promptly so your child gets maximum benefit
from their pre-school session and we ask that you collect your
child on time. We do unfortunately charge families when
children are collected significantly late from pre-school. There is
a £5 charge for every 10 minutes that a child is uncollected (up
to 10 minutes late = £5, 20 minutes late = £10 and so on), we
have to make this charge as we have to provide care for late
collected children and therefore there is a staffing cost to us,
which we have to pass on to the parents. We are open term
time only and offer a holiday club (9.00am-12.30pm) for 2 weeks
of the summer holidays.
If your child attends an afternoon session, please ensure that
your child has eaten before you drop them at pre-school, we will
not feed your child for you other than snack time.
Therefore, unless your child attends the lunch club please do not
bring food in for your child to eat at 1pm.
If your child is eligible for Government funding they will be
entitled to 15 hours funded care. To find out if you are entitled
to 2 year funding please speak to Tahmina. All children aged 3+
receive Government funding for 15 hours week the term after
their 3rd birthday, for example if your child turns 3 in May they
will be funded from September. Some children will be entitled to
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30 hours of child-care. Speak to Tahmina to see if you are
eligible.
If your child is not funded the charge is £3.50 an hour therefore
a session will cost £10.50.

Breakfast Club

We provide a breakfast club from 8.00am-9.00am for children
attending the pre-school. We will provide them with breakfast
and then they are able to choose from a variety of activities until
pre-school starts.
The cost is £3.50; if you
are interested in the
breakfast club please
speak to Tahmina.

Snack Time

At pre-school we encourage
healthy eating for the
children. For snack time we will fresh fruit, vegetables and dairy
and bread; milk and water to drink. If your child has an allergy
please do talk to us and we will work with families to your child’s
needs.
Snack time is an important part of your child’s day as they will
learn to be independent and develop social skills such as sharing
and personal hygiene. It also provides them with healthy food to
keep their energy levels up to engage in learning experiences
and keeps them going until their next meal.
We ask you to pay £1.00 per week towards your child’s snack,
the rest will be subsidised by us. We sometimes provide food
from different cultures throughout the year.
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We do not allow any nuts or eggs in the food due to risk of
allergies to these items. Children in the Butterfly Room are
supported to prepare their own snacks; we have child-sized
utensils to support their learning.

Lunch Club

The lunch session is between 12.00 am – 1.00pm. Parents
provide a healthy packed lunch for their child; we ask that
lunches do not include fizzy drinks, chocolate and contain a good
balance of healthy food to support your child’s nutritional health.
Children will be supervised by staff whilst at the lunch club; once
they have finished eating they will have play opportunities.
For funded children the lunch session can be part of the
educational hours and will be funded. For other children the
lunch session will be charged at our normal hourly rate of £3.50.
If you wish your child to have their lunch at the Preschool please speak to Tahmina.

Working in Partnership with Parents

Our objective is to give your child as much care and support as
you do to support their development and learning, we will work
closely with you to help ensure that your child adapts to preschool life quickly and happily.
We share your interest in your child’s well-being and it is
important that together we provide continuity between life at
home and life at pre-school.
We welcome any help from parents/caregivers whether it is in
the form of observations of your child at home or being more
active in their education.
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The children enjoy seeing parents at their pre-school, it gives
them a sense of pride and provides them with opportunities to
show their friends their family, so come and join the fun.
This also gives parents the opportunity to take an active part in
the group to see what happens there and talk about it afterwards
with your child.
The pre-school staff keep a Learning Journey folder for each
child; this contains observations which cover the 7 areas of
development, photographs and a selection of your child’s
artwork. We also encourage parents to participate in this and
write observations of their child at home which we will include in
the folder.
Parents are welcome to come into pre-school as a
volunteer and help with activities they enjoy such as
cooking, reading and painting. Just let a member of the
team know.

Settling your child in

We want children to feel safe and happy in the absence of their
parents, to recognise other adults as a source of support,
authority, help and friendship. We want children to be able to
share their learning experiences with their parents and for
parents to feel fully involved, we strive to make parents feel
welcome and involved in their children’s learning journey from
the beginning.
In order to accomplish this, we aim to work with parents in
partnership;
 By creating opportunities for the exchange of information,
using our prospectus, policies, registration forms, notice
boards and displays, a regular newsletter and discussion with
parents.
12

















Once families start we send out newsletters, letters of
changes and use our Facebook page to send out messages to
keep families fully informed.
By encouraging parents to visit the pre-school with their
children during the weeks before admission is planned it
allows children to be familiar with staff and the environment.
By introducing flexible admission procedures, to meet the
needs of individual families and children, if children need
longer to settle then we work with families to put a plan in
place.
By encouraging parents to spend time with their children in
the preschool for the first few days. Parents are also
encouraged to pick up their children early, this is helpful to
children and parents spend less time apart initially.
By reassuring parents whose children seem to be taking a
long time settling into the pre-school. We also encourage the
use of home language to support parents and child. Staff
members who speak the different languages of the ethnic
group we support in the community are able to communicate
with the children while they learn to express themselves in
English.
By introducing new families into the group on a staggered
basis, for example two new children a day for a week rather
than 10 new children all at once.
By encouraging parents, where appropriate, to separate from
their children for brief periods at first, gradually building up
to longer absences.
Try not to arrange family holidays during term time as long
absences from school can be very unsettling for young
children and can impact on learning experiences.
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Children cannot play or learn successfully if they are anxious and
unhappy. Our settling in procedures aim to help parents and
children to feel comfortable in the pre-school, and to ensure that
children can benefit from what the group has to offer and feel
confident that their parents will return at the end of the session.

Collecting Children

When you start with us we ask who the people are that will be
collecting your child from our care on a regular basis.
The person who collects your child must be over 16 years of age
and be responsible for your child once they have collected from
our care.
Please let us know if someone different will be collecting your
child as we will only let children go with adults who are known to
us and who we have prior consent to let the child go home with.
We agree with parents on a ‘password’ to verify the identity of
the person who is to collect their child, if you have an emergency
and you need to arrange for another person to collect your child,
please inform the pre-school and make sure that person knows
the password.
If you are late picking your child up there will be a late collection
charge.

The importance of a Key Person

Our setting uses the key person system to support families and
children whilst in our care at pre-school. This means that each
member of staff has a group of children for whom she is
particularly responsible for; they will be the main point of contact
for families when enquiring about the child’s development and
progress at pre-school.
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Your child's key person will be the person who works with you to
make sure that the childcare that we provide is right for your
child's particular needs and interests. When your child first starts
at the setting, she/he will help your child to settle and
throughout your child's time at the setting, she/he will help your
child to benefit from our activities.
They will maintain the child’s Learning Journey to ensure that the
child’s development is recorded and next steps are planned to
ensure that continued development takes place.
We use observations, photos and children’s work to make next
steps which will help their learning to progress even further.
You will be able to look at your child’s folder on a regular basis
and feel free to add photos or comments of things that you
notice your child doing at home. Your child is able to look
through their own folder and say what they like about it. Your
child’s key person will be responsible for updating your child’s
record of achievement.
If you have any concerns about your child or questions,
you are always welcome to speak to your child’s key
person, if they are unable to solve your concerns they
will refer you to Tahmina Haque or Tracey Allerton.

What to Wear

Your child will be involved in active play such as painting,
gardening or clay work and messy play is available. Children
need to wear clothes that you do not mind getting dirty.
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The clothes should be easy to manage so that children can use
the toilet independently without difficult belts, buttons, buckles
or tight clothing to undo as
in panic accidents may occur.
Clothing worn should allow
the child to move freely, sit
down with ease, climb and
run about without restriction
therefore leggings, loose
trousers, tracksuit trousers or
loose jeans may be more
appropriate than skinny jeans or tight trousers.
We do have a pre-school polo shirt that parents can buy for their
child; they are available to order through the pre-school at a cost
of £6.99 each.
Shoes should be flat and safe for physical movement, they
should be appropriate for the outside weather for example no
sandals in winter or thick winter boots in summer. If the weather
is wet, we recommend enclosed toes when it is raining to
prevent wet feet.
Your child will be playing outside all year round so please make
sure they bring a warm coat in the colder weather and a sun hat
is required in summer. You may also like to bring in a pair of
wellies to wear outside in the puddles.
Please write your child’s name in their clothes, particularly their
coats and shoes so we can return them to you if they go missing,
we will not be responsible for missing clothing especially when
unnamed.
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Do not let your child wear jewellery, particularly earrings that can
get caught up and pulled and therefore may damage your child’s
ears.
It is a good idea to keep a
change of clothes in a named
bag on the child’s peg so we
can change them into their
clothes if need be, should they
get wet or dirt.
Also if your child is in nappies
still we require you to provide spare nappies, a nappy sack and
wipes for us to change your child should they need changing.
If we do not have these items we will call you to come and bring
them to change your child.

What we do in Pre-school

We provide a safe and
stimulating environment for
your children to learn in, to the
best of their abilities and
individual requirements. We aim
to provide a friendly, caring
atmosphere, where every child
is respected as an individual and
can become happy and
confident in their learning. We believe each child is entitled to
have access to a broad and balanced curriculum, regardless of
gender, race or religious beliefs.
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During their time in pre-school children learn important social
skills like taking turns and sharing resources.
Educationally your child will learn new words and put these into
their everyday language
skills as their English is
developed, we will
encourage them to
recognise their names and
learn to write their name.
We will introduce phonics
to your child that will allow
them to learn the sounds of
letters and then make it easier for them to recognise letters as
they learn to read.
We use basic signs with children to help them communicate with
us until they are more confident to verbally express themselves.
The children learn these through fun activities and stories at
group time.
We will support them in learning to count and teach them that a
number represents a quantity as well as understanding basic
mathematical principles including shape, addition and
subtraction.
What the children think they are doing is playing but there’s a lot
more to it than that, all activities have a purpose and a learning
aim, even building with blocks provides mathematical
opportunities.
All activities are carefully thought out so that children will enjoy
themselves and learn at the same time, children’s interest are
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taken into consideration and planned for, this then encourages
them embrace the learning opportunities more effectively.
Graduation
At Little Stars Pre-school we celebrate children’s time
with us as they prepare to
enter go to their
primary school and we hold
a graduation ceremony
and we invite parents to
celebrate with us and each
child receives a certificate
and gift.
Certificate of attendance
We celebrate children’s
100% attendance by giving
them a certificate at the end of the month if they have achieved
100%.
Shared reading
Each Wednesday we hold a shared reading session in the
Butterfly room, where we encourage parents and children to
share a book together, also the child’s key person can have the
opportunity to spend time with the parents, which gives they key
person and parent a weekly opportunity to discuss the child.
Facebook
We have a Facebook page at CYCD Little Stars, if you like the
page you will get the updates that we post. We post messages
about what is happening at the pre-school to parents and
reminders about events. We put photos of the children’s displays
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and work on so parents can see what their child does during the
day.
We do not tend to put pictures of the children on our Facebook
page unless parents have given permission.
Communication books
Children who attend all day have a Communication Book that
staff write in during the day
about how their child has
been, nappy changes and
what they have eaten and
played with, we ask that
parents also fill this in about
how the child has been.
All about me tree
We have an “All About me
Tree” in reception and we encourage parents to fill these leaves
in about their child and things they do at home, then the key
person uses these in the child’s Learning Journals to link to the
child’s development and achievements and this way the parent is
included in their child’s learning.
Golden rules
Staff have been trained in
behaviour management
and the staff as a team
have set Golden rules for
our Pre-school which sets
clear expectations and
boundaries for all children.
Our expectations for
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behaviour are set for all children regardless of age, gender,
additional needs and ethnicity and how we deal with any
unwanted behaviour will be the same for each child, just
adjusting techniques that work individually for the child. Staff
deal with poor behaviour positively and as a team to support
each other as well as being consistent for the child.
Home-link book
The butterfly room uses home link books which are sent home
with the child that have relevant activities in that are individual to
the child. The children share these with their parent and share
experiences of learning with their parents in the home
environment and it allows the parent to support and be aware of
what their child is learning.
Helper of the week
We have a “helper of the week”
each week and we encourage
children to help with small tasks
around the pre-school, such as
hold a door open or help to set
out toys. This gives the
children a sense of pride and achievement when they are
carrying out small tasks and staff ensure that they praise the
children.
Library Books
We have a small library of books in reception which can be
borrowed to share at home each day and changed as often as
you wish to as long as the old one is returned first. There will be
a book for you to sign for in and out.
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Pre-School Outings
We take the children on educational outings throughout the
school term. These outings are a great day out for the pre-school
children and their parents. We do ask that parents attend these
outing with their child and are responsible for their child whilst
we are on the outing.
Risk assessments are carried out
when we participate in outings as a
pre-school, if we are attending a
certain location we will contact the
site to see if they have set risk
assessments in place. If not then
the manager or a staff member will
research the site and route and
carry out the required risk
assessments.
Good choice tree
We have a good choice tree where we write the child’s name and
the good choice they made to celebrate their achievements.
Achievement wall
In the Butterfly room we have an achievement wall were we use
stickers on the children’s individual picture card to mark
children’s achievements.

Special Educational Needs

We pride ourselves on being fully inclusive and celebrating
diversity. We welcome all families and children into our preschool family.
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As part of Little Stars policy to ensure we meet the needs of each
individual child, we take account of any additional needs that
children may have and we will seek advice and support from our
Early Years Special Needs advisor at the Council so we can put
into place additional support the child may need to ensure they
are fully included in Little Stars. We work with other
professionals to support the children’s needs including the local
Children’s Centres. Our Inclusion Officer works closely with Luton
Borough SEN advisory team to ensure we meet the needs of any
child with additional needs.
Before we seek advice from any other professionals we will
always discuss with parents first that we have concerns about
their child’s development and agree a plan about what support
we would like for the child.
Your child is our priority and we will do our best to work with
parents and other professionals to ensure that there is
consistency in supporting the child.
We understand that when we raise a concern with a parent
about their child’s development the parents may find it very hard
and feel upset, but we work with the parents to support them
and the child.
The setting works to the
requirements of the 1993
Education Act and The
Special Educational Needs
Code of Practice (2001).

Curriculum

Our approach to play and
learning is based on the Early Years foundation stage (EYFS) and
the learning outcomes. The curriculum is delivered through a
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range of themes, activities and resources available to children.
We plan activities for the children based on the children’s
interests and linking them to the EYFS.
The EYFS has seven areas of learning within which are further
learning areas all designed at helping staff to support the child’s
development and monitor achievements within the expected
areas of development for their age.
We help each child grow in understanding, knowledge and
appreciation of the work and skills that they have learnt which
will provide them with confidence to acquire further skills
necessary for school.
In the Caterpillar room staff focus on the prime areas of the
EYFS, however we do touch on other areas naturally through
play experiences and we focus on all areas once they turn 3.
The children in the Butterfly room focus on all seven areas of the
EYFS at all times.
The areas of the Early Years Foundation Stage are:

Prime Areas

Personal, social and Emotional Development.
This area of learning is about
emotional wellbeing, knowing
who you are and where you fit
in and feeling good about
yourself. It is about
developing respect for others,
social competence and a
positive disposition to learn.
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Communication, language and literacy
All children will be given
opportunities to talk and
communicate in a widening range of
situations, to respond to adults and
to each other, to practise and extend
the range of vocabulary and
communications skills they use and
to listen carefully.

Physical development
There will be opportunities for all children to develop and
practise their fine and gross motor skills and to increase their
understanding of how their bodies work and what they need to
do to be healthy and safe.

Specific Curriculum
areas
Literacy
All children will be encouraged to
link sounds and letters and to
begin early letters.

Mathematics
There will be opportunities for all children to develop their
understanding of number,
measurement, pattern, shape and
space by providing a broad range
of contexts in which they can
explore, enjoy, learn, practise and
talk about them.
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Understanding the world
All children will be given
opportunities to solve
problems, make decisions,
experiment, predict, plan and
question in a variety of
contexts. They will explore
and find out about their environment and the people and places
that have significance in their lives.

Expressive arts and design
All children will have opportunities to
explore and share their thoughts, ideas and
feelings through a variety of art, design
technology, music, movement, dance and
imaginative role-play activities.

Safeguarding children

We have a duty under the law to help safeguard children against
suspected or actual ‘significant harm’. Our employment practices
ensure that children are protected against the possibility of abuse
in our setting and we have a procedure for managing complaints
or allegations against a member of staff.
All staff are vetted carefully before being offered a position and
an enhanced DBS is carried out.
Our way of working with children and their parents ensures that
we are aware of any problems that may emerge and can offer
support, including referral to appropriate agencies when
necessary, to help families in difficulty. We provide children
space to feel confident to disclose any concerns they have, we
listen and make time and private spaces for parents to talk to
staff without being overheard by others.
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In our reception area we have a safeguarding information wall so
parents can refer to this at all time and up to date phone
numbers are displayed so parents know who to contact if they
have concerns. These numbers also include contact numbers for
local support groups for domestic violence that parents can copy
discreetly without being seen.
If your child arrives at pre-school with an injury, staff have a
duty to write this down and discuss it with the parents and ask
parents to sign the paperwork, we do this to log that the injury
has not happened whilst in our care. We write down any injury
so if they become a regular occurrence or they appear to be
unexplained then we have a duty to protect that child and we
will discuss any concerns with the parents or correct agencies for
further advice.

Confidentiality
All verbal information and written documents concerning the
children will remain confidential between their parents/carers and
the staff at all times. Staff are required to adhere to this policy
do not discuss families or incidents outside of the setting.
All written records are kept in a locked cabinet with access
allowed only to permanent staff members and only if it is
appropriate for them to do so.
Individual children’s records are available for parents to see on
request and they can arrange a time to sit with their child’s key
person to talk through the learning journeys.
Any concerns regarding the children, will be discussed between
the staff and the child’s parent/carer, we will only discuss the
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child with other professionals and outside agencies when
parents’ consent has been given to do so.
Parents/carers must respect our confidentiality rules and we ask
them not to discuss anything they may have heard or seen with
any other persons, if they do hear things and they have concerns
we ask that they speak to a senior member of staff, either
Tahmina, Tracey or Sarah.

Medical issues
If your child is unwell and will not be in pre-school, please
contact us at the start of your child’s session to let us know they
will not be in.
If you think your child is ill but you are unsure whether to send
them in please consider if your child is well enough to cope with
the session routine, noisy rooms and moving about, if you think
not then please do not send them in.
If your child becomes ill during the session we will contact you to
take your child home and we will advise you as to when they can
return. Please keep your child at home if they are ill or
infections.
All Early Years staff are fully trained paediatric first aiders. We
will always contact you immediately if your child suffers anything
more than a trivial injury, or if we have any concerns about their
health. We will inform you at the end of the session if your child
has had an accident, bump or graze at Pre-school and we will
ask you to sign a first aid form.
If your child has sickness or diarrhoea keep them at home until
48 hours after the last time they were sick or had loose stools.
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If your child is prescribed by the doctor antibiotics then please
keep them at home for the first 24 hours as they will not be well
enough to attend pre-school and also if any allergies occur they
will happen usually within that time frame. We are able to give
prescribed medicines, please speak to a staff member who will
fill in a medical form for you.

Exclusion periods for common infections/diseases

Listed below are some common childhood ailments and the
procedures you should take regarding the child’s attendance at
Pre School.
Illness
Sickness, diarrhoea,
food poisoning

Head lice

Hand, foot & mouth
Scabies
Impetigo

Chickenpox

Recommended period to be kept off
Pre School
The child should be kept at home for at
least 48 hours following the last bout of
illness.
You should regularly check your child’s
hair for lice (once a week). If lice or nits
are found you should comb the child’s
hair with a ‘nit comb’ and conditioner. The
child may attend Pre School as long as
the above treatment is administered. The
Pre School staff should also be notified so
that they can alert other to be vigilant.
Not required to be kept away from Pre
School unless your child is feeling unwell.
Should be kept at home until treated.
This is a highly contagious and children
should be kept at home until scabs have
dried and fallen off or 48 hours after
antibiotic treatment.
The child should not attend Pre School
until all the spots have crusted over and
are dry.
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Conjunctivitis
Slap-Cheek
Mumps, Measles and
Rubella
Whooping cough

May not be required to be kept away –
take GPs advice
Not required to be kept away from Pre
School unless your child is feeling unwell.
Must not return to Pre School until at
least 5 days after diagnosis or longer if
unwell.
Keep at home for at least 5 days from
commencing antibiotic treatment or 21
days if no antibiotic treatment.

We hope that your child’s time at little stars pre-school will be a
very happy and productive one. We recognise that starting your
child at any childcare setting can be a worrying time for both you
and your child so if there is anything that you are unsure of or
would like further details about then please do not hesitate to
get in touch with us.
We hope that this prospectus has answered your
questions about Little Stars Pre-School. If you are

considering placing your child in our pre-school or
have any questions please contact Tahmina to
arrange a time.

01582 519506 or 01582 519500
Our regulating body is Ofsted. If you are dissatisfied with the
quality of our provision or which to make a complaint directly to
Ofsted which you are entitled to do the contact details for
OFSTED are: Piccadilly Gate, Store St, Manchester, M1 2WD
Telephone number: 0300 123 4234 Email:
enquires@ofsted.gov.uk
Web: www.ofsted.gov.uk
Our Ofsted inspection in 2015, rated our setting as Good.
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