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INTRODUCTION 
 
Welcome to Ramsden Pre-School.  We are an OFSTED INSPECTED committee run Pre-School 
that is situated in the local Village Hall.  We are a registered charity organisation and are governed 
by the rules and regulations set by the Charity Commission. 
 
Our Pre-School offers an extensive and stimulating curriculum for young children aged 2 ½ - 5 
years, five mornings and two afternoons per week,  
 
We have varied and extensive resources and equipment which is constantly updated due to very 
successful fund-raising by our committee. 
 
Our Staff are highly qualified and are sent on training courses to keep them up to date with the 
ever-changing needs for the children’s educational development. 
 
In every session we endeavour to have a minimum of 6 staff on duty.  This is above the legal 
requirement and we believe this to be the best ratio to ensure all our children’s needs are met. 
We also welcome and encourage parents to come into the sessions and act as helpers.  This 
enables them to see the structure of our sessions and how their own child is developing and 
enjoying themselves within the group.  We understand that it is sometimes difficult to help out 
when there are younger siblings however, under our current insurance terms we are able to have 
younger siblings (18 months upwards) in session with their parent.  This has to be a maximum of 
two children per session. 
 
 
 
 
 
 
COMMITTEE AND FUNDRAISING 
 
As the Pre-School is a non-profit making charity it is run by a volunteer management committee, 
which oversees the running and financial stability of the Pre-School. The Committee has to be 
predominantly made up of ‘members’ of the pre-school (i.e. Parents or carers of a child who 
attends the Pre-School) and has a minimum number allowed for it to run. The key posts are 
Chairperson, Treasurer and Secretary but the more volunteers there are the lighter the workload 
for all. Without a Committee the Pre-School would have to close.  The Committee meets once a 
month and co-ordinates fundraising activities, parties for the children, discos etc. Christmas, Easter 
and Summer parties are just a few of the fund-raising activities that are held each year.  If you are 
interested in becoming a committee member, or are free to help at any of our fundraising events, 
please speak to our business manager for more details. 
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AREAS OF THE CURRICULUM 
 

·  PERSONAL, SOCIAL AND EMOTIONAL DEVELOPMENT 
 
This teaches skills in making relationships and building self-confidence, understanding what 
they like/dislike, exploring and developing curiosity, awareness of behaviour expectations, self 
care. 
 
·  COMMUNICATION, LANGUAGE AND LITERACY 
 
This develops skills in communication and listening, building a vocabulary, rhyming, mark-
making. 
 
·  PROBLEM SOLVING, REASONING AND NUMERACY 
 
This area focuses on building knowledge of numbers, counting, quantity, problem solving, 
shape space and measure. 
 
·  KNOWLEDGE AND UNDERSTANDING OF THE WORLD 
 
This encourages developing skills in ICT and learning about the world around us, including 
cultures and beliefs and their own community, using tools, construction, time (past and future. 
 
·  PHYSICAL DEVELOPMENT 
 

 
 
Develops fine and gross motor skills with an awareness of their own bodies needs, learning 
about movement and space, developing new skills, nutritional needs, hygiene, exercise, using 
tools, transporting equipment safely. 
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·  CREATIVE DEVELOPMENT 
 

 
 
Creativity is expressed through drawing, painting, craftwork and music, exploring and 
experiencing what they see, feel, touch and smell, constructing in 2D and 3D, imaginative play. 

 
 
 
CURRICULUM PLANNING 
 
We operate around a two-year rolling long-term plan, which ensures that if a child attends for two 
years they do not cover the same theme twice. Planning is based on the new statutory Early Years 
Foundation Stage (EYFS) Curriculum, giving all children the opportunity to achieve the five ‘Every 
Child Matters’ outcomes (1) Staying Safe, (2) Being Healthy, (3) Enjoying and Achieving, (4) 
Achieving Economic Well-being, (5) Making a Positive Contribution.  All staff, parents/carers and 
children are encouraged to provide their own input into each half terms planning.  The setting has 
outlined 9 Long Term Planning Continuous Provision Sheets covering key activities and events.  
They incorporate the setting’s commitments and values with regard to the four EYFS themes:-  

·  Unique Child 
·  Enabling Environments 
·  Positive Relationships, and 
·  Learning and Development. 

These continuous Provision sheets are displayed on the Notice Boards in the main hall. 
 In addition, all children’s goals heavily influence the activities that are planned, enabling them to 
work towards or achieve their goals.  The Planning Officer also utilises a Festivals and Themed 
Day Calendar, providing a broad range of cultures and festivals, including special themed days that 
can be incorporated to benefit the children’s ongoing learning and health. Each half-terms planning 
is displayed on the Parent Trolley in the Foyer along with the weekly snack, Makaton (sign 
language) signs, and topics discussed at Alphabet time.   
We encourage ‘child initiated play’ which is important for each child’s creative and social learning.   
Our pre-school Planning Officer is Linda Edwards. 
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TERM THEMES 
 
Along with your invoice for fees you will be given a list of themes for the coming term.  We like to 
encourage the children to bring in something for the interest table each week in connection with the 
theme, letter or number.  We do not encourage bringing in items such as knives, guns or 
action/fighting figures as it is felt that they are inappropriate for Pre-School, however, we do 
encourage lots of links with home, and children have the opportunity to bring in such things as a 
shoebox filled with themed items, participate in a bird feeder survey and take home seeds to 
nurture and bring back in to ‘show and tell’. Early scientific concepts are learnt through playing with 
sand and water trays, and in taking part in simple cooking and planting experiments. 
 
Ramsden Pre-School is constantly aware that curriculum topics and their weekly sub-themes need 
to be suited to the ages and abilities of the children that attend.  The setting also takes into account 
each child’s Play Preferences or Schemas when planning activities. 
 
The Pre-Schools long-term objective is to provide each child with a safe, loving and caring 
environment and to encourage their development by offering stimulating activities whilst making the 
children more aware of the importance of caring for others. 
 

 
 
Children have the opportunity to express themselves with a wide variety of play activities.   
Our Equipment and Resources Officers are Kerry Cook and Linda Edwards. 
 
 
ADMISSION POLICY 
 

We arrange our waiting list in birth order. In addition our policy also takes into account the 

following: 

� � the vicinity of the home to the pre-school; and 

� � siblings already attending the pre-school / local Primary School. 

We keep a place vacant, if this is financially viable, to accommodate an emergency admission. 
 
Parents will be notified, in writing, of their child©s starting date and session allocation. 
 
The pre-school may close for a maximum of three days per academic year for professional 
development staff training (INSET), which in turn improves the quality of the setting. No fee refund 
is given if the pre-school is closed for INSET or has to close due to unexpected circumstances 
beyond our control. 
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FEES 
 

Fees are currently £13.50 per session and are payable termly.  To help spread the cost this can be 
paid in 3 monthly instalments.  Should bank charges be incurred following a returned cheque we 
will invoice the signatory on the cheque for reimbursement of these charges. 
Your child will receive the Nursery Education Grant funding towards their fees the term after their 
third birthday.  
No refunds are given for sessions missed due to illness or holidays, we do, however, encourage 
parents to sell their unused sessions to other Pre-School parents.  These unused sessions are 
posted on the Parents Board in the small hall.  If you require further information please see the 
business manager Kerry Panaghiston. 
The fees are reviewed annually to allow us to budget for the next year.  If there are any increases 
parents will be notified in writing with one terms notice. 
 
 
 
OPENING TIMES 
 
We are open from Monday to Friday 9.30am – 12.15pm, and in the afternoon on Monday and 
Wednesday from 12:45pm until 3:30pm, 38 weeks per year. 
Parents and children are asked to wait in the small hall until the session opens.  An ‘Auntie’ will 
then ask the children to say goodbye to their parents and will then guide them into the main hall. 
We have found that most children settle more quickly this way, however, if your child is upset you 
are welcome to take them into the main hall. 
 
 
 
SETTLING IN 
 
We realise how daunting it can be for young children in their first few days at Pre-School and we 
are happy for you to stay for a while with your child to settle them in, but we encourage a gradual 
“stepping – back” response which normally helps the child to settle more happily.  If when you go 
your child will still not settle and the staff cannot comfort them then we will ring you and ask you to 
return to Pre-School.  It is, however in our experience quite unusual for this to happen.  We 
recommend in the initial stages that your child brings something familiar with them to help them 
settle – a comfort toy for example.  If your child has a dummy, we encourage the child to remove 
the dummy during the session, however, we understand that you must always do what you feel is 
best for your child. 
 
 
 
PRE-SCHOOL VISITS 
 
Prior to your child starting Pre-School, we would encourage you to come along for at least one, 
preferably two visits as this helps your child become familiar with the setting, and usually helps 
them to settle better when they start.  These visits are very important to all of us, and especially 
your child. It will also give you a chance to see how the Pre-School is run on a day-to-day basis so 
as to ensure it is the right group for your child.  It also helps the staff to get a little background 
information before your child starts.  The visits are usually arranged once a place has been 
allocated. 
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CLOTHING 
 
We have a non-compulsory uniform, which you may purchase, which consists of a yellow Pre-
School t-shirt and/or sweatshirt. We also have black Pre-School hats for the summer months.  
Order forms are available on the Parent Notice board.  We ask that your child wear clothing such 
as jogging bottoms, leggings or skirts to make toilet trips easier.  Also, if required, could you please 
supply pull-ups/nappies and a change of clothes in a named bag to be kept in the toilet area.   
 

As the children participate in many activities that can from time to time be messy we would advise 
that you do not send your child in their best clothes.  Aprons are provided for messy tasks such as 
painting and every care is taken with your child©s clothes but it is almost inevitable that some times 
mishaps do happen.  We also ask that you provide soft canvas shoes (plimsolls or Doodles are 
ideal), for your child to wear in the Pre-School.  Trainers and boots are a hazard to the children 
when they are participating in physical activities.  Open toe sandals are not advisable as toes may 
be trodden on or injured by toys. Welly boots are requested for the wetter months for outside play.  
A named drawstring bag will be provided on your child’s first day to house their Welly boots and 
coat.   
 

 In the summer months please send your child with a hat and a t-shirt that covers the shoulders. 
We do not allow children to use our garden unless their shoulders are covered.   Please would you 
also apply sunscreen before your child comes to Pre-School as our staff are not allowed to apply it.  
We have adopted the Sunsmart Protection Policy as recommended by Cancer Research UK.  This 
stipulates the following: 
 

Stay in the shade 11-3 
Make sure you never burn 
Always cover up – wear a t-shirt (that covers shoulders), a hat (wide brimmed) and sunglasses 
Remember children burn more easily 
Then use factor 15+ sunscreen 
 
It would be extremely helpful if all items of footwear and clothing were clearly named.  Name labels 
can be ordered through the Pre-School.  We cannot be held responsible for unnamed items of 
clothing going missing. 
 
 
 
DROP OFF/PICK UP OF CHILDREN 
 
It is the parent’s responsibility to deliver and collect their child to and from Pre-School.  We ask that 
you arrive promptly.  Should a problem occur, parents should inform the Supervisor on the Pre-
School’s mobile 07791 364962 or Kerry Panaghiston on 01268 710791. 
 
We have an ‘Alternative Collection’ book in the foyer each morning.  Any alternative collector must 
be written in and signed in our book when the child is dropped off at Pre-School. We will not 
release your child to anyone else unless you have informed us, unless they have been named on 
your child’s file as a nominated person to regularly collect your child.    
An emergency number is requested from you – but this is not an authorisation for your child to be 
taken home by anyone other than yourself/carer.  
 
Please ensure you drive safely and slowly into the car park, and leave the disabled parking space 
free for those who are registered to use it. 
 
In the event of Dowsetts Lane being closed or impassable, parents are advised to park at the 
Tennis Courts in Downham Road and walk through the fields to the hall. 
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CHILD PROTECTION / SAFEGUARDING CHILDREN 
 
It is our duty as carers for your children to refer to Ofsted (Office for Standards in Education) if we 
have reason to suspect that a child is being subjected to any form of abuse.  Our Child Protection 
Officers are Caroline Mizen and Sharon Langstone. 
 
 
FIRST AID 
 
At least one member of staff at each session will be fully qualified in first aid.  Any accident, 
however minor, will be entered into the accident book and you as a parent will be asked to sign it to 
verify you have been informed of the incident.  All incidents/accidents are dealt with in a 
confidential manner. 
Staff First Aid Certificates are renewed every three years, which enables staff to be kept informed 
of any changes and standards in practice.  Please refer to the parent’s notice board for the current 
list of First Aiders.   
 
 
EMERGENCY MEDICAL TREATMENT 
 
In the unlikely event of an accident that requires emergency medical treatment the Pre-School is 
responsible for the child.  Parents will be promptly informed of the situation as will the child©s GP if 
necessary. 
 
 
 
EQUAL OPPORTUNITIES AND SPECIAL NEEDS 
 

No child, regardless of gender, religion, culture, health or special needs, will ever be excluded from 
Pre-School.  We have  designated, qualified SENCO Officers, Dawn Carr and Gill Huntington, who 
take great pride in forming close relationships with both parents and the child with special needs.   
Our Equal Opportunities Officer is Laura Williams. 
 
 
ILLNESS  
 

It is the parent’s responsibility to inform the pre school immediately the child becomes ill to 
minimise the spread of any contagious diseases and the child should not return to Pre School until 
all symptoms are gone.  Children with a high fever, sickness and/or diarrhoea are advised to stay 
away for at least 48 hours after the symptoms have disappeared.  If a child becomes ill during a 
session you will be informed immediately so the child can be collected promptly.  The child will be 
separated from the other children until collection should this be deemed necessary.  It is for this 
reason that it is your responsibility to keep us informed of emergency contact numbers.  We 
provide a folder on Childhood Illnesses for parents to refer to which is updated regularly.  This can 
be found on the foyer table.  A list of isolation periods relating to illness is on the parent’s notice 
board in the small hall. If your child has an accident prior to attending pre-school please 
inform a member of staff before leaving your child. 
If your child requires medication to be administered whilst at pre-school you must complete and 
sign a Medication Declaration Form.  All medication including asthma pumps are put into a named 
plastic box and locked away.  Please speak to the Supervisor for more information.  
The Health and Education Officer is Sharon Langstone. 
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FIRE DRILL/EMERGENCY EVACUATION PROCEDURE 
 
The fire drill is taught to the children. This drill is practiced every day for the first week of a new 
term, and the procedure notice can be found on the Pre-School notice board in the main hall.  
Parents are notified when a fire drill has taken place and the time taken to complete the drill is 
displayed in the foyer.  We use random evacuation exits so children are used to leaving by all Fire 
Exit doors. The Main Hall fire alarm is occasionally sounded to familiarise the children with its 
noise.  
 
 
 
PROPERTY LOSS OR DAMAGE 
 
As a pre-school we cannot be held responsible to any loss of or damage to property or clothing 
however this occurs. 
 
 
DISCIPLINE 
 
Ramsden Pre-School encourages the children to be courteous, caring and polite at all times.  If a 
behaviour problem does arise we do not believe in punishing or humiliating the child.  The staff will 
either guide the child to another area of play or discuss the problem with the child.  If a serious 
behaviour problem occurs then the parent will be informed.  We also have a set of Pre-School 
rules, which are regularly reinforced to all the children.  We also use visual laminated posters to 
remind children of acceptable behaviour e.g. kind hands. 
We focus highly on a praise and reward system, and reward stickers are given for good behaviour, 
kind acts, enthusiasm and effort. 
Our Behaviour Officer is Denise Carrington. 
 
 
 
KEY PERSONS 
 

Key persons, or as we call them ‘Aunties’, are fully trained staff and one will be designated to your 
child.  This enables an accurate record of your child©s development to be obtained by this staff 
member through the implementation of an Observation Record Folder, which is available for 
inspection and is passed onto the parents when the child leaves. We would encourage you to pass 
this onto your child’s next provider (e.g. Reception Teacher). The key person allocated to your child 
may not be in session every time your child attends.  We aim to keep the same key person and 
child partnership throughout their time at pre-school, however, occasionally it may become 
necessary to transfer a child to an alternative key person if it is felt more practical, e.g. if the key 
person has to change her working days and they do not coincide with the days the child attends.  
The Key person will record your child©s achievements and also encourage him/her in the areas that 
need developing further. We issue a sheet detailing your child’s progression and informing you of 
any areas that need to be worked towards.  It is also a good way of informing you how your child is 
settling in at Pre-School.  Please inform your child’s key person of anything you think may affect 
your child’s behaviour at pre-school e.g. the loss of a pet or family member. This information will be 
kept strictly confidential but may help us to understand if there is a change in behaviour patterns. 
When the child is in their last term the Key person will also create a folder showing you some of the 
work your child has done over the year and present it to you on your child©s last day of Pre-School.  
We take great pride in these and they are something to remind you of your child’s time at 
Ramsden Pre-School. 
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Staff Members 
 

Name Qualification  Job Title CRB Check  

Kerry Cook DPP  
Supervisor 

Health & Safety Officer 
Equipment & Resources Officer 

Yes 
Feb 2008 

Caroline Mizen DPP 
Deputy Supervisor 

Key Person/Visit Officer 
Safeguarding Children Officer 

Yes 
Nov 2002 

Linda Edwards NVQ2 
Planning Supervisor 

Health & Safety Officer 
Equipment & Resources Officer 

Yes 
July 2002 

Laura Williams DPP 
Key Person / First Aid Officer 
Equal Opportunities Officer 

Yes 
Aug 2002 

Sharon 
Langstone 

DPP 
Key Person 

Safeguarding Children Officer 
Health & Education Officer 

Yes 
Sep 2004 

 
Gail Carpenter 

 

BA Education Honours 
 2:1 Degree Learning Support 
Currently on EYPS pathway 

Key Person 
Creative Productions Officer 
“Rising Five’s” Co-ordinator 

Yes 
April 2007 

Sue Parker Diploma NNEB 
Key Person 
I.T. Officer 

Yes 
Feb 2006 

Dawn Carr CPP / Currently training for 
DPP 

Key Person 
Food & Hygiene Officer 

SENCO Officer 

Yes 
Jan 2003 

 

Elaine Kirk 
 

Completed training for CPP. 
Awaiting results. 

Key Person  
Visit Officer 

Yes 
Nov 2007 

 

Gill Huntington 
 

MAKATON/ SENCO 
Key Person 

SENCO Officer 
Yes 

July 2002 
 

Denise 
Carrington 

IPP 
Key Person 

Behaviour Officer 

Yes 
Sep 2006 

Terrie Tidnam 
Cache Level 1 – Getting 
started in a pre-school Assistant 

Yes 
Jan 2006 

Kerry 
Panaghiston 

OCR Level 2  
Certificate in Accounting 
Cache Level 1 – Getting 
started in a pre-school 

Business Manager 
Training Co-Ordinator 

Yes 
Jan 2005 

 
DPP = Diploma in Pre-School Practice Level 3  CPP = Certificate in Pre-School Practice Level 2 
EYPS = Early Years Professional Status   NVQ2= Level 2 
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SNACKS 
 

 
 
Each week we have a different selection of healthy snacks available to the children.  The staff try 
to provide snacks to fit in with the theme for the week, also if there is a special festival being 
celebrated, for example, Chinese New Year the staff will incorporate a traditional Chinese food into 
the snack.  This then covers the cultural side of the theme and also enables the children to try 
foods for the first time.  It is very important that we are made aware of any food allergies.  We do 
not provide squash but healthier options such as milk and water.  We also provide a jug of water 
during the session for the children.  A notice detailing the weekly snack is displayed in the foyer.  
All staff receive training in Health and Hygiene and we ensure snack items are only prepared by 
those qualified to do so. To assist with independence we encourage children to pour their own 
drinks and help prepare their snack. Snack times are varied whereby children sit down with their 
key person group, take part in a rolling snack bar, or have picnic snacks outside in the garden.  
Please speak to a member of staff if you have any concerns regarding your child’s dietary 
requirements. 
Our Health and Hygiene Officer is Dawn Carr. 
 
 
PARENT RUN LUNCH CLUB 
 
Some of the older children attend both our morning and afternoon sessions. Our staff are not 
legally permitted to care for the children for the 30 minutes between the two sessions. Parents are 
welcome to take their children into the small hall for lunch rather than taking them home. Please 
make sure lunches are NUT FREE as even a small amount on clothing could cause a severe 
reaction to another child.  The Pre-School is happy to pay for the hire of the small hall for this lunch 
period but please sweep up any mess and put the tables and chairs away after use. 
 
 
HEALTH AND SAFETY 
 
A daily risk assessment is carried out each morning as the Pre-School is set up.  A major risk 
assessment is carried out on a termly basis.  Please refer to notices on the Parents Notice Board 
and the Policies and Procedures for all other aspects of Health and Safety.  A copy of the Pre-
School Policies and Procedures are available to view on the foyer table. 
Our Health and Safety Officers are Kerry Cook and Linda Edwards. 
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OUTSIDE VISITS 
 
From time to time the staff take the children on outdoor visits for nature study etc.  This is only 
done with the parents written permission and our high adult/child ratio is always maintained.  We 
also have a secure outdoor play area for the children to use, which we encourage in all weathers.  
We endeavour to arrange a pre-school trip at least once a year.  Previous trip have been to Norsey 
Woods, Hanningfield Nature Reserve and Tropical Wings. 
 
 
 
INCOMING VISITS 
 
We regularly encourage visits to Pre-School by individuals/organisations who are chosen to 
enhance your child’s learning.  We have previously arranged visits from an Owl Keeper, Guide Dog 
Handler, Hedgehog Rescue, Dog for the Deaf and handler, Fire Rescue Service, Yoga Instructor 
etc.  When visits are arranged we display a poster inviting all children to attend, even if it is not on 
their usual pre-school day. 
The Reception teacher and Head Teacher at Downham C of E School also visit the Pre-School to 
meet the children who will be attending Downham.  If your child will not be attending Downham 
School please inform Kerry Cook so that she can invite the Reception Teacher of your chosen 
school to come and visit. 
Our Visit Officers are Caroline Mizen and Elaine Kirk.  
 
 
 
PARENTAL INVOLVEMENT 
 
As previously mentioned, one of the many ways in which we encourage parents to become 
involved is by asking you to help at a Pre-School session.   A rota is available on the Parents 
Notice board.  Please sign up, it’s great fun and the children love having you there too.  You may 
come in as often as you like but we especially encourage help at our busiest times i.e. Christmas, 
Easter etc. 
 
 
 
“ ALL ABOUT ME”  BOOKLET 
 
Each child is issued with a booklet that the setting requests families complete and return during 
their induction visits or on their first day of attendance. This booklet gives the setting, and in 
particular their Keyperson, valuable information on the child’s, preferred comfort toys, things that 
worry them and personal hygiene abilities etc. 
 
 
 
SCHEMAS QUESTIONNAIRE 
 
Each child is issued with a questionnaire for Parents/Carers to complete and return regarding their 
child’s preferred Play Preferences.  This questionnaire provides the keyperson and setting with 
information on planning for their requirements. 
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NEWSLETTER 
 
A newsletter is published every half term informing parents/carers of forthcoming events and any 
other relevant news or requests.  An electronic version of the newsletter can be emailed.  Please 
provide a current email address and inform Kerry Panaghiston if you would prefer an electronic 
copy.  If you wish to arrange advertising space or sponsor the newsletter please also contact Kerry 
Panaghiston. 
 
 
OPEN EVENING/AGM 
 
This is held once a year and is an opportunity for the parents to talk to the staff about their child©s 
development and also for parents to see examples of their work.  We have had many positive 
comments from parents regarding Open Evening. 
Our AGM is also held on the same evening to allow any new motions to be voted in and also if 
necessary new committee members to be enrolled.  As the Committee is essential to the running 
of the Pre-School, parental/carer attendance to the AGM is encouraged.  We are always keen for 
new parents to join the committee.  Without a committee the pre-school would have to close. 
 
 
 
BIRTHDAYS 
 
 

 
 
You are welcome to bring in a special treat for your child or treats (no lollies) for other attending 
children to celebrate your child©s birthday.  Your child will have a cake with candles on their birthday 
(or the nearest day that the child attends Pre-School) and will also receive a birthday card. Please 
do not bring in any treats that contain Nuts. 
 
 
 
EVENTS 
 
We hold a summer concert and a Christmas concert every year.  All the children are encouraged to 
take part and all parents are invited to watch the performance.  We also have an annual Sports 
Day, which is enjoyed by all the children, parents/carers and Aunties.  
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COMPLAINTS PROCEDURE 
 
Policy Procedure and Finance concerns 
 
These should be directed to the Business Manager who may consult the Chair when necessary. 
 
Other concerns 
 
The Supervisor has overall responsibility for the day-to-day care each child receives. If a parent 
has any concerns they should first discuss this with their Key Person. They may involve the 
Supervisor if they feel this is necessary. 
If the parent remains unsatisfied they should approach the Business Manager. 
If the matter cannot be resolved, a parent should formally make the complaint in writing to the 
Chair of the Pre-School Management Committee. 
 
Full details of our Complaints Procedure can be found in the Policies and Procedures manual, and 
on the Parent’s Information Trolley, which can be located in the foyer. 
 
 
 
CONTACTS AT PRE SCHOOL 
 
The committee employs a Business Manager to deal with the administrations and day-to-day 
running of the Pre-School.  The business manager is the main contact of the Pre-School and any 
problems or queries should be passed to her to deal with.  Our business manager is Kerry 
Panaghiston and she can be contacted on 01268 710791 during normal office hours.  
 
For any other information you require please feel free to speak to the Supervisor Kerry Cook, or 
the Business Manager who will be happy to answer any questions you may have. 
 
 
 
All pictures used with kind permission from parents. 
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