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Sageston CP School
Birds Lane
Sageston
Tenby 
SA70 8SH


Childs Welcome Pack

We are looking forward to welcoming your child/children to Playgroup. 
 Becoming part of our duckling family where your child will have a safe secure stimulating 
environment with lots of new friends.
 We follow the New Curriculum of Wales and believe that learning through play is an important part in your child’s development where we will underpin the school ethos and follow their values, we will promote independence and curiosity through freedom of choice.

Sageston is a member of Early Years Wales (EYW).  This association exists to enhance the 
development, care and education of pre-school children in Wales by encouraging parents to 
understand and provide the confidence to make the best use of their knowledge and resources, for the benefit of themselves and their children. We are routinely inspected by C I W.

The staff are experienced and appropriately qualified with helping children settle into the 
Playgroup routine. We aim to work alongside you to meet the needs of your child and are willing to discuss or answer any queries you may have.  Please could you make us aware of any special requirements or needs of your child so that we can provide the best possible care for your child.

 If you have any questions in the meantime, please don’t hesitate to contact the Playgroup.

Yours sincerely,



Mrs. Katie Heywood
Playgroup Leader







Statement of purpose (information about our provision)

Sageston Playgroup aims to: 

Provide high quality day care that enhances the development, care and education of      
pre-school children in a safe and stimulating environment, where they learn through play in 
partnership with parents/carers.

Welcome parents/carers who want to become directly involved in the activities of the 
provision and provide opportunities to do so.

Encourage parents/carers to understand and provide for the needs of their children.

Embrace the ethos and principles of Early Years Wales (EYW) and Sageston school.


	
The main contact for Sageston Playgroup is: 
· Katie Heywood
· Sageston School
· Sageston, 
· Tenby. 
· Pembrokeshire.   
· SA70 8SH  
Tel:  01646 651471 
Email:  Admin.sageston@pembrokeshire.gov.uk

Please contact this person for all enquiries. 






· Sageston Playgroup is registered by CIW to care for up to 18
               children between the ages of 2 and 4 years of age.

CIW registration number is: W130000371/001/0005

· Sageston Playgroup is a Flying Start Setting 
· This funding is available for eligible children from the term following their second birthday, up until the end of the term in which they turn three.
· Flying Start funding provides 2.5 hours of quality childcare per day from Monday to Friday during term       time.
· To check if your child is eligible see:
              www.pembrokeshire.gov.uk/flying-start/funded-childcare



· 30 Hour Funding 
· We are registered for the 30hr Child Care Offer Wales. This is available the term after your child’s 3rd birthday, please talk to a member of staff about this offer or visit this website for more information.
https://www.pembrokeshire.gov.uk/the-childcare-offer-wales/parentguardian-application-form


Staff are recruited and employed within and work to or exceed, regulatory requirements always.
 Ducklings Playgroup welcomes students on placement, volunteers and visitors who enrich the 
experiences of children.
 Policies and procedures are used that support children’s safety and wellbeing, which is  paramount at all times .

Facilities available: 
· Sageston Playgroup operates in a purposely modified classroom at Sageston CP School, it has 
designated toilet facilities for the children, kitchen area and outdoor play space. We are lucky enough to also have use of, by prior agreement, the school hall and playing field.

· Children’s individual needs and preferences are noted and recorded as they register to join the provision. We will note any specific arrangements for special/additional needs, etc. 
· Parents/ carers are encouraged to use our ‘settling in’ service to help with their child’s transition to our care.

The language used: 
· Sageston Playgroup is a predominantly English medium setting with plenty of use of Incidental Welsh & basic signing.

Parental involvement: 
· Early Years Wales believes that parents/carers are the prime carers and educators of their children and as such should be involved in all aspects of the provision. As a member of Early Years Wales, Sageston Playgroup welcomes parents/carers who would like to become involved in:
· Fundraising.
· Attending relevant training courses, workshops.
· Family fun days out
· Stay and play
· Interaction and involvement in programs such as PATHS

The lasting benefit of parental involvement in a child's development and pre-school education is now clearly supported by academic research, as well as providing a lot of pleasure for parents/carers and their children.
· Policies and procedures:
· Sageston Playgroup has produced policies and procedures that describe arrangements for dealing with routine operational practice, complaints, concerns, and any emergency that may occur during operational hours. They are designed to ensure effective and safe management of our service and to offer the best possible environment and experience for the children and families who use it. 
· The policies and procedures are developed and maintained in line with and/or exceed national 
minimum standards and regulations. They are reviewed regularly (at least annually) and updated (and CIW informed of any changes) as necessary. 
· The policy pack is available for all who visit and/or work at Sageston Playgroup to see.

Information Sheet

· Telephone Number:  01646 651471.

Staff Names:
· Playgroup leader -    Mrs. Katie Heywood- BTEC National Diploma in Caring Services 
Childcare NVQ 3 NVQ4 NVQ5 in childcare Management, Elkan, Bucket time ,Food Hygiene, First aid 
· Playgroup Assistant -      Mrs. Anna O’Leary 
· Playgroup Assistant – Mrs Robyn Mansell 
· Playgroup Assistant – Miss Tilly Partridge


Fees from September 2025
(Start of the Autumn Term)
· Morning Session: 9:00am to 11:30am – £17.50 
· Afternoon Session: 1:00pm to 3:15pm – £15.75 
· Wraparound Care (for pupils attending part-time nursery in school): 11:45am to 3:15pm – £24.50
(Please note, you may be eligible to access funding for this via the 30-Hour Childcare Offer Wales – see below for more details.) 
· Full Day Care: 9:00am to 3:15pm – £43.75 
· Lunch Cover: £6.73
· Morning session till 13.00pm – £20.00


Charges for absence are as follows: 
· Sickness: normal fees apply
· Occasional days off: normal fees apply.
· Parents' holiday: normal fees apply.
· Provision closed due to unforeseen event: no fee.
· Outings: to be decided on an individual basis


· Parents/carers are advised to speak to Katie Heywood about payment of fees in cases of prolonged 
              absence.  
· A child’s continued place at Sageston Playgroup is dependent on continued payment of fees.
· Settling your child at Sageston Playgroup acknowledges the importance of parents/carers and staff working together to help children settle in the provision and develop confidence to participate in all the activities offered. Some children take longer than others to settle. The treatment of each child as an individual is our main concern. Parents/carers may stay for the whole or part of the session, when settling children depending on the needs of their child (please refer to the admissions policy).

· Observations, assessment, and record keeping: Sageston staff take a reflective approach to their work, using observation as a tool to plan activities and ensure children’s needs are met. The progress of children is assessed by observation and recorded.
· Sageston has a duty to share some information with the Local Authority, CIW and in the case of the Child Development Assessment Profile, the Welsh Government. 
· Our records are kept in line with our confidentiality policy and are available for discussion with 
              parents/carers at any time.



Child’s personal details:

	Full name of child: 
	

	Date of birth
	

	Child’s home address:



Postcode:

	Home Telephone:


	Siblings: 


















Parents/carers’ details:
Details of people authorized to collect your child or who can be contacted in an emergency:

	Full name:
	Contact 1
	Contact 2
	Contact 3
	Contact 4

	Relationship to
child:
	
	
	
	

	Name of parent /Guardian
	
	
	
	

	Home address:

Postcode:
	
	
	
	

	Home telephone:
	
	
	
	

	Work telephone:
	
	
	
	

	Mobile:

	
	
	
	

	Email:
	
	
	
	



Child’s medical information/individual needs: -

	Full names:
	Parent/Carer 1
	Parent/Carer 2

	Name 
	
	

	Relationship to child:
	
	

	Home address:

Postcode:
	
	

	Home telephone:
	
	

	Work telephone:
	
	

	Mobile:
	
	

	Email:
	
	

	Name of doctor:
Contact phone number 
	

	Name of health visitor:
Contact phone number 
	

	Doctor’s surgery and 
address:

Postcode:
	

	
 Please see Medication and Asthma policy.

	

	Known medical conditions,
 allergies, special dietary and health needs: 
Please state yes or no 
	 

	Details of any medication being used:
	

	Any other relevant 
information we should be aware of?
	

	Please give details of 
immunizations dates and what they are.
	On the form provided 

	Child’s preferred language:
	

	Child’s ethnicity:
	






· Key terms and information 
· Arrangements in the case of sickness and/or any emergency: 
· Ducklings Playgroup does not accept children who are unwell and we expect 
parents/carers to inform us on the day (or sooner) if their child will not be attending. 

· If a child becomes unwell during their stay with us, we contact the parent/carer at the earliest opportunity. 

· Staff at Sageston have undertaken appropriate training to deal with children in an
         emergency. (Please also refer to our health and hygiene, admissions and medication 
          policies).

· Whilst every attempt will be made to contact you there may be a situation when it is deemed necessary to administer basic first aid to your child (of which a written record will be kept) and in an emergency call the emergency services.
 
Please sign the section below giving your consent to Ducklings Playgroup taking such action in your absence:

	□ Welsh
□ English 
□ Bi-lingual Welsh - English 
· Other spoken language 
	□ Sign Language 
□ Makaton 
□ Other communication …………………………

	□ White 
□ Mixed/multiple ethnic groups 
□ Asian/Asian British
	□ Black/Black British
□ Other ethnic group
…………………………..

	
I …………………………………  give my consent to Sageston Playgroup administering basic first aid (of which a written record will be kept).  

Signature of parent/carer: …………………………………           Date: ……………….


I ………………………………..   give my consent to Sageston Playgroup signing any written form or consent required by hospital authorities if the delay in getting my signature is 
considered by the medical practitioner in attendance to endanger my child’s health and safety. 

Signature of parent/carer: ………………………………..            Date: ………………...





Important Note:

Written consent is required for any person other than parents to collect children.  

· We reserve the right to refuse to let a child go with anyone not authorized to collect said child.  If, in an emergency, you need someone other than the main parent/carer to pick up your child, please ring and inform us, if possible, otherwise they must be aware of your secret word which should be updated regularly.

Your secret word is: ____________________________________________

Signature:	___________________________________________________

Date: _______________________________________________________

· If a carer is not known to staff and they are not aware of the secret word, please 
         share names and photographs with written consent.
· If in the case of an emergency and you cannot get to us in time to pick up your child and send a person that is unaware to us, we will say no until we are able to reach you by telephone.








· Information 
We will include fun events to support the school and appreciate your continued support to make these events successful, details and dates are announced before each occasion.

· Examples: subject to change 

September / October – Harvest (small donations of food for local charities)
Christmas – Christmas Play (details nearer the time) we will ask for raffle prizes
Christmas Party – parents are asked for a small food donation
Sports – parents are invited in to watch their children take part (raffle prizes may be 
required please)
School Trips – Parents / Carers will be asked to attend if possible.
There will also be other events and various activities during the year.
· Photographs videos social media: 
· From time-to-time staff may take photographs and/or videos of the children during
activities/outings. These may be used for display/training purposes within the provision or for display in the local newspaper, or Facebook, to send to PATHS for evidence of the work we undertake.

	□ I give permission for my child to be photographed and for the photos to be used as above.
        I give permission for children’s evidence to be uploaded to seesaw 

□ Filmed for evidence, plays and songs 
     I give permission for my child to be added to social media to promote our playgroup such as Facebook and Instagram
      I give permission for my child photograph to be used as work evidence for PATHS a program we use to support Wellbeing.

Signature of parent/carer: ……………………………         Date: ……………….





Outings: 
· From time-to-time children will be taken on outings in the locality (please refer to our outings policy).

	
· I give permission for my child to be taken on outings in the locality.

Signature of parent/carer:  …………………………….      Date: ………………..





Settling in: 
· Ducklings Playgroup works with parents/carers to help their child settle happily.  
· Ducklings welcome requests from parents/carers to discuss how best to introduce their child to this provision. (Please refer to our admissions, arrivals and collections, settling-in and failure to collect children policy and procedures.)


Permission
· Will you allow your child to hold a pet at Sageston Playgroup?    Yes / No

· Do they have any allergies to any pets e.g. rabbits?    Yes / No

· Is it ok to use face paint on your child?     Yes / No

· Will you allow your child to be applied with sun cream at Sageston?    Yes / No. We prefer that you provide your own suncream  labelled and kept within their own bags, but we do keep a bottle with in date for emergencies.

Sageston Policies

· Ducklings we have various policies in place these are listed below.  
· Please ask a member of staff for the policy pack, copies can be obtained if required.

· Statement of purpose
· Operational plan
· Admissions, arrivals and collections,
· Ashma
· Anti Bulling
· Anti-Discrimination
· Management and anti-bullying
· Child protection
· Complaints
· Confidentiality
· contract and registration form
· CPD Policy
· Data Protection 
·  Electronic equipment, media and publicity
· Environment
· Equality and inclusion 
· Food, drinks and healthy eating
· Fire
· Head Lice
· Health and safety 
· Health and safety evacuation 
· Health and Hygiene 
· Illness 
· Immunization
· Inclusion
· Infectious control
· Language
· Litter
· Nutrition 
· Observations
· Outings
· Outings planning, assessment and review forms
· Premises and equipment health and safety checklist
· Play equipment and resources
· Participation for children
· Parental involvement
· Physical Literacy
· Referral
· Staff recruitment and employment
· Statement of purpose
· Social networking
· Student placement
· Settling in
· Toileting 
· Medication form
· Medication and asthma
· Menopause
· Missing person
· Whistleblowing
· Welsh language
· Welsh language use in childcare provision
· Workplace stress
[bookmark: _Hlk174780129]
I can ask to see any of these policies.


Parent / Carer Signature: ________________________________________

Date: _____________________	

Playgroup Leader signature: __________________

Please note that:

Parents/carers are expected to read all policies and procedures. The pack is available from Mrs. Katie Heywood
Specific exemption clauses may apply to the insurance cover provided by Sageston 
Playgroup. A copy of insurance policies is available from Mrs. Katie Heywood for 
parents/carers to ensure that their needs and those of their child are met.

It is our policy that everyone who attends, works in or visits Sageston Playgroup has the right to enjoy the service we provide and all who attend our provision are expected to conduct themselves in a manner that is mindful of the presence of children.
 In the event of a compliment, concern or complaint Sageston Playgroup welcomes a discussion with parents/carers about the service they and their child can expect from us. Please speak to Mrs. Katie Heywood and/or read the complaints policy and procedure. If you remain unhappy about the service, you receive.
 Please contact the relevant CIW office at: Government Buildings,Rhydycar, Merthyr Tydfil CF48 4UZ Telephone 03007900126 Https://www.careinspectorate.Wales



	Tell us about anything that will help us understand the needs of your child more fully, such as your child’s preferred name, comfort object, and daily routine:
A care plan will be filled in by parents and staff to ensure best practices.
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Agreement between parent(s)/carer(s) and Ducklings Playgroup:

	
· I understand that by completing and signing this contract and registration form I agree to meet the terms and conditions of Ducklings Playgroup.

· I will inform you of any changes in circumstances relating to the above or anything that may affect my child.

· I have read and understood and agree to the policies and procedures of the provision. 
· Notice of termination – Please be aware we need at least 4 weeks’ notice if you wish to permanently withdraw your child from the setting.


Name of parent/carer ……………………….……………………………………………

Signature of parent/carer:  ………………………………………..   Date:………………..                                     


Name of parent/carer …………………………………………………………………………….

Signature of parent/carer: ………………………………………...   Date:………………..    


                                                        

Name of person in charge of Ducklings Playgroup – Mrs. Katie Heywood

Signature on behalf of Ducklings Playgroup…………………………………………                               


Date:……………………….         









Assessment and Progression through Playgroup

· We are continually assessing the children during their time Sageston Playgroup, this process starts during their second term with us and will be forwarded to their primary school along with a moving on form.  This information is confidential and may be viewed at any time by you as parent/carer.

· If we have concerns about a child’s progress, we will inform you first to discuss

 implementation of special programs such as speech therapy.

· Occasionally the Health Visitor will visit the playgroup for informal chats with the staff, but no further action will be taken without your consent.

· Before your child leaves Sageston Playgroup you will be given a brief report on their time spent in Playgroup, this is informal and is there to help you.

· Please feel free, at any time, to discuss any matter concerning your child’s progress and 
           development with the supervisor or staff. These discussions will be kept entirely 
           confidential.
· Here are some examples of the play activities we offer at playgroup:

· Topics and theme work and activities
Outside play (imaginary, free play and constructive play) including Tuff trays with 
sensory play
Jigsaws, Puzzles tweezers, (encourages manipulation, fine motor skills, imagination and hand-eye skills)
Complete Environment Toys (airport, farm, animals to encourage fun and imagination)
Sand, Water, Play dough, Tuft Tray, Messy play etc.
Arts and Crafts, Music and Movement
Construction Toys
Threading, Mathematical pieces for sorting, shapes, colours, sizes
Dolls, Prams, Kitchen, Telephones
Group games, and many, many more
Physical Literacy
Bucket time
We promote independence through play 
We promote curiosity through play and activities.



· Helpful information for new starters
· Sessions will be booked and Flying start and 30 hour funding will be available and organized according to eligibility 
· Snacks and lunch Parents are asked to provide a fruit snack – chopped and peeled please.
· Children staying all day can either bring a packed lunch or enjoy a two-course school dinner,             the dining hall, your child will be given a dinner account number and then you pay on line.
· Nappies and toileting: if your child is in nappies, please supply nappies, wipes, nappy bags and spare clothes. If your child is toilet training, please pack plenty of spare clothes, wipes and nappy bags (for sending home soiled clothes).
· We will support and work with you to help your child, this is a process that needs Sageston playgroup and parents and guardian to work together for continuity and a smooth process.
· Clothing: We encourage the children to experiment and explore – this means that your children’s clothes may get dirty and messy, please send your child in clothes you don’t mind getting dirty.
· Labelling: Please label all fruit, snack pots, bottles of drinks, clothes, bags, packs of wipes and nappy bags etc. to ensure your child’s belongings make it home!
· Payment of fees: Please can all fees be paid on time, invoices will be sent by email to save the 
environment, if you would prefer a copy please ask.
· Seesaw: is a platform for sharing important information and photographs, it’s a fun way of seeing your child in their classroom and outside area having fun.
· We have an open-door policy so please email or pop in we are here to support you.
· Thank you for allowing us to work with yourselves and your wonderful children, all paperwork must be filled in and   handed in prior to your child starting.
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