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 Ridgeway Under Fives

OPERATIONAL PLAN

Back ground information

The setting is a long established play group which took part in the government funding for three year olds from 2000.

Ridgeway Under Fives has been running for over 40 years and used to be held in the Chapel School Rooms in Ridgeway.

A Ducklings group, and a parent and toddler group have been attached to the pre-school and were run by the same management committee.

Ridgeway Under Fives Pre-school is held at the Sports and Social Centre, Centenary Room, Upper Ellis Meadows, Main Road, Ridgeway, Sheffield, S12 3XR our telephone number is 07773 633846.
The building is a local shared building which is also used daily by other community groups.
The Ethos

lt is our aim to create a secure, happy, stimulating and caring environment in which to help all our children to fulfil their potential. We aim to provide a wide range of opportunities for all children regardless of their race, ability or gender. We view all children as individuals and have a commitment to recognise and cater for all their needs whether this be educationally, socially, morally, spiritually, or culturally.

Our aims & objectives are to:

• Provide high standards of care and education for children

• To develop a child’s full potential

• To encourage positive attitudes and dispositions

• To work in partnership with parents

To achieve these aims we:

• Provide a clean and safe environment for children to play and learn

• Allow children to experience a natural, social and cultural environment

• Provide an environment that offers and promotes equality of opportunity

• Provide opportunities to support children’s individual needs and interests

Our curriculum offers a wide variety of learning and experiences to meet the needs and abilities of all children.

Pre-school Structure

	Chairperson
Carolyn Clethro


	Secretary

Emma Mott
	Treasurer

Alexa Fox


	Elected committee members

Jacqui Oxley (Fundraising, Grants/Funding)
Emily Hobson
Alice Green
 Pamela Hughes


	Pre-school Supervisor (DPP)

Liz Sidney


	 Deputy Supervisor (NVQ3)

Mandy Curtis


	Early Years Practitioner (NVQ3)

Michelle Marshall


	Early Years Practitioner (NVQ3)

Clare Watters


	Early Years Practitioner (NVQ3)

Becca Luscombe


	Early Years Practitioner (NVQ3)




	Unqualified Pre-school Helper


	Qualified Pre-school Helper




	Supply


	Supply

Jacqui Oxley


	Administrator

Jacqui Oxley


	Parent Helper

Parent Rota


Weekly Staff Rota

	
	Mon 
	Tues 
	Wed 
	Thur 
	Fri 

	Staff members


	Liz 
Mandy
Michelle

Clare
	Liz 
Mandy

Michelle

Clare
	Liz
Mandy

Michelle

Clare
	Mandy
Michelle

Clare
Becca
	Mandy
Michelle

Clare

Becca

	% of qualified staff
	100%

	100%

	100%

	100%

	100%



We are registered for 26 children per session, although the maximum number of children per session has been reduced to 20 for the comfort of the children and staff.
Daily Pre-school Numbers (Autumn/Winter 2022/2023)

	
	Mon am
	Tues am
	Wed am
	 Thur am
	Fri am

	Number of children
	16
	19
	19
	21
	17

	
	Mon pm
	Tues pm
	Wed pm
	Thur pm
	Fri pm

	
	16
	19
	19
	21
	17


The setting maintains or exceeds the ratio of adults to children set through the National Standards for Day Care at all times.

Setting Opening Times

The setting is open from Monday to Friday from 8.30am – 3.00pm. Staff are on the premises from 8.15am - 3.15pm to set up and tidy away. The setting runs during term times only and usually follows the holiday dates of Derbyshire local authority and the local primary school. The setting may include inset days for staff to attend training and development.
Premises

The setting is based at the Ridgeway Sports and Social Centre. In the summer of 2017 building commenced of a new room, now known as the Centenary Room.  There is a main room where all indoor activities are held. There is an adjoining corridor which leads to the toilets. All children will use the ladies toilets where a stool and toilet seat or potty is provided to enable the smaller children to access these. Female staff/carers use the ‘referee’ toilet area. Male staff/carers use the male toilet area. Toilet areas are checked for cleanliness at the beginning of each session, and are cleaned and disinfected at the end of each session.

The kitchen is used to prepare snack and is inaccessible to all children. The main room comprises of a large open area, with a seating area for story time and a screened area for group time.  We have a wide selection of toys and activities to stimulate the children’s interest and aid their development. The room will be set out with tables and mats to accommodate the activities (see activities section). These activities are placed in such a way to allow children to move safely from one activity to another. The outdoor play area is confined to the area immediately behind the building. Outdoor activities take place on the astro-turfed area, there is also an area with blue flooring to represent the sea and there is a wooden pirate ship.  The paved area is available for bikes and scooters to be played on.  There is a vegetable patch where the children can grow fruit and vegetables.  Staff are allocated to supervise the children appropriately during all activities. Statutory staff child ratios are adhered to at all times.

Staff Management

The committee meet regularly through the year, except in August when the setting is closed for the summer holidays and December for the Christmas Holidays.

The day to day management of staff is undertaken by the Pre-school Supervisor, who ensures that the setting is running to the pre-school policies and procedures, the supervisor will contact the committee if there are any issues which she is unable to deal with or if any advice from the committee is needed.

All staff have enhanced disclosures and suitable person checks.  All new staff and students must participate in an induction.
On the first day any new staff, volunteers and students will be introduced to the safety procedures with regard to fire safety, toileting procedures, collection of children and also the general routines. No new member of staff, parent or student will be allowed to have unsupervised access to children without a successful enhanced disclosures and suitable persons check.

Staff have contracts and job descriptions and are paid on a monthly basis, which is reviewed in April of each year.  Staff are paid for 5.6 weeks holiday a year.
The pre-school has a Staffing and Recruitment Policy (RU5010), which is put in place in the event of needing to recruit new members of staff. 

Staff are required to attend core training which is set out in the Derbyshire Early Years training directory. This training must be updated every three years. The setting ensures that at least one member of staff has advanced child protection training, SENCO training, food hygiene training. The setting ensures that at least one member of staff with first aid training is present at every session.

Staff hold regular meetings to discuss planning and any other matters that arise.  The minutes to these meetings are recorded in the staff log book. Any member of staff who does not attend the meeting is encouraged to read the log book to keep up to date with any changes or suggestions.

Staff are issued with a personal development file which they can keep any training certificates in plus any information about the setting for example copies of policies and procedures, health & safety information etc.

Staff are given appraisals annually.  These are carried out by the Supervisor or a Committee member, and are reviewed before the training schedule for the year is decided.  Any details that need to be addressed by the committee are taken to the committee meeting following the appraisals, if agreed to by the member of staff.  Notes for the appraisals are kept by the committee in the staff members file which holds personal details about them.

Staff complete informal peer on peer observations when working together during the sessions.

Volunteers, Parent helpers and Students

The setting is happy to accept student workers, working towards NVQ 2 and NVQ 3 (or equivalent). The setting has a policy in place for student workers, and does not include them in our adult- child ratios. The setting requires references for students, which are kept by the committee in the student personal records.  All new students must participate in an induction.
The setting ensures that no parent helpers or volunteers are allowed to take any child to the toilet including their own child. Parent helpers and volunteers are told about the health & safety requirements of the setting when they arrive and are asked to sign to confirm they have understood these requirements, this includes things like not taking children to the toilet, use of the disabled toilet, the emergency evacuation procedure, person responsible for first aid, health & safety etc.

The setting ensures that the visitors’ book is completed by volunteers, parent helpers and students to log the reason for visit, the arrival and departure time.
Visitors

The external doors to the setting are locked during times when children are playing indoors. During outdoor play a member of staff always stands in the garden to ensure that no one approaches the setting unnoticed.

A notice is displayed on the external doors to remind staff about not letting unauthorised persons in to the building. A notice is displayed on the external doors informing visitors that access to the building may be denied.

A visitor’s procedure is in place, copies are kept with the visitor’s book and in the policy and procedures file. All staff are made aware of the procedure.

Volunteers, parent helpers and students are asked to go and get a member of staff if someone wants access to the setting, and not open the doors themselves.

Parents

Parents are informed by text message of upcoming events, general information, holiday dates etc.  A copy of the text is also sent to the staff for their information. The front desk also has information as a reminder of any upcoming events and any letters that have not been given out to parents.  
The parent information table has holiday dates for the year, plus first aider details.

The parent’s notice board has registration details, insurance details and copies of notices on display on the front desk. This is available for parents to read whilst waiting to collect their child.

A copy of the weekly plans are displayed on the wall next to the kitchen

A brief outline of our policies and procedures is in the Parent information Book and a full copy is available on the parent information table.

The Parent information Book details:

• The ethos, aims & objectives

• Organisation

• Staff & committee members

• An outline of the Foundation Stage & Every Child Matters

• An outline on working with parents

• Key person systems

• Records kept of children

• Assessment & observation procedures

• Collecting children procedures

• Emergency contact requirements

• Medication requirements

• Snack details

• Uniform and clothing details

• None attendance details

• Fees and grant funding details

• Fund raising for the group

• Outline of policies and procedures

Children

Files on children’s progress and development are given to parents/carers in a sealed envelope when they leave the setting.

Our key persons are placed to ensure they spend as much time as possible with their key person children, the persons running register sessions will be key person to the children in their group and in most circumstances will remain that child’s key person until the child leaves the setting.

The setting offers two formal parents consultation meetings, one in a morning and one in an evening at different times of the year. This gives parents the opportunity to meet with their child’s key person. Parents are also made aware that they can speak to either the key person or supervisor at any time to discuss their child.
Activities

Parents are given brief details of activities in the Parent information Book. Plans for the half term are displayed on the parent’s notice board, whilst weekly plans are on the wall next to the kitchen. A letter is sent out to parents from register groups to explain what the child is doing and inform them if they need to bring anything into the setting for the register time.

Each session begins with free play followed by group registration and circle time. The children then choose from a range of play based activities that are carefully chosen to provide good access to all the areas of learning outlined in the curricuIum. For approximately 1 hour during the session we organise a café style system where children are encouraged to help themselves from a choice of healthy snacks.  Milk, and water are also available and children are encouraged to pour their own drink. Water is available throughout the session.  After snack all the children are encouraged to return to play activities available (both indoors and outdoors). Our sessions are designed to allow for continuous provision/play for the children. We usually finish the session with a group story/song, mark making or a game. Children who are staying all day sit down for their packed lunch at 11.30am.  Staff can provide more information if required. 

Continuous provision is provided for role play, small world, sensory, construction, creative, mark making, lCT and the book corner. Outdoor play is available during every session (unless the weather is extremely bad), Outdoor play includes things like scooters & bikes, sand or water, large construction, mark making, instruments etc. We also offer indoor physical play such as trampoline, slides, rockers, tunnels etc. Children are also given opportunities to have stories as well as music, singing and action song activities during the session.

We also have a Christmas Party, Summer Outing, Open Day, Leavers Party, visits from Reception Teachers from the Primary Schools the children will be attending. Sometimes we have special visitors to pre—school such as a fireman, doctor and lollipop lady.

Policies and procedures

The setting has a range of policies and procedures which are reviewed usually annually or at an appropriate interval. The policies and procedures are kept in a file in the indoor filing cabinet.  Reviewed or new policies are discussed at a committee meeting and are signed and dated by a committee member and the Supervisor/Deputy Supervisor.  All policies have the name of the setting at the top of the page.

The setting has several policies and procedures in place. The main policies and procedures are listed below:

· Admissions Policy
· Equality and Diversity Policy
· Food and Drink Policy
· Health and Safety Policy
· Managing Children with Allergies, or who are Sick or Infectious Policy
· Medication Policy
· No Smoking Policy
· Non-collection of Children Policy
· Safe Guarding Children Policy
· Special Educational Needs and Differing Ability Policy
· Staffing and Recruitment Policy
· Achieving Positive Behaviour Policy
· Confidentiality and Client Access to Records Policy
· Equipment and Resource Policy
· Parental Involvement Policy
· Settling In at Pre-School Policy
· Student Placement Policy
· Recruitment of Ex-offenders Policy
· Safe Storage and Handling Policy
· Nappy Changing Policy
· Absence Procedure
· Complaints Procedure
· Emergency Evacuation Procedure
· Keeping Records Procedure
· Photograph Procedure
· Lost Child Procedure
· Outing Procedure
· Staff/Student Induction Procedure
· Visitor’s Procedure
· Emergency Closure Procedure
· Toddlers Emergency Evacuation Procedure
· Grievance Procedure

· Disciplinary Procedure

· Financial Procedures

· Child Induction/Settling in Procedure
· Welcome Booklet
· Operational Plan
· Privacy Notice
A health and safety file is in place which is kept in the indoor filing cabinet this contains details of all health and safety requirements of the setting and procedures that are carried out.

A safeguarding children file is in place which is kept in the indoor filing cabinet. This file contains information about child protection and the documentation used.

A special needs file is in place. This contains information about any special needs and forms to be completed by staff to monitor these needs.

A complaints book is kept in the indoor filing cabinet and any details about a complaint to the setting, committee or about a member of staff is logged in the book. This filing cabinet is kept locked when the setting is not open.

The setting also keeps:

· We retain children’s records for three years after they have left the setting; except records that relate to an accident or child protection matter, which are kept until a child reaches the age of 21 years or 24 years respectively. These are kept in a secure place. 
· Visitors records: to be kept for three years 
· Collection records: to be kept for three years

· Signing in records: to be kept for three years

· Health & Safety visitors procedure: to be kept for three years

· Registration forms: to be kept for three years once the child has left the setting
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