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	Statement of Intent

	Children’s interests will be best served if there is positive communication in both directions between Pre-school and the families.


	Aim

	To ensure that the lines of communication between all those concerned with the welfare of the children are open. 
To ensure that as wide a range of methods of communication as possible is used, but remembering always that confidentiality is paramount.


	Method

	Pre-school Staff and Management Committee communicate with parents and carers in the following ways:-

· By initial phone calls, emails and face to face meetings before the child starts at Pre-school.

· Face to face – all staff are available to talk to parents before, during and after sessions. At times it may be more appropriate to make a separate appointment to meet.

· The Key Worker system means that each child and their family has a personal member of staff responsible for their care. If the Key Worker is absent, their staff Buddy will contact the parent.

· By telephone - Pre-school requires that parents provide relevant phone numbers before a child starts pre-school. Phone calls can be made to parents in private.

· Email - Pre-school can contact all parents, a specific group or individual parents via email.

· Staff and Committee members’ photos are on the notice board. All committee members can be contacted in person, via email or telephone.

· Information about events, weather, etc. is posted on the website.

· Notice boards in the Village Hall - Pre-school has 2 designated notice boards. Parents pass them on their way in and out of the Large Hall.

· Large white board clearly visible when parents enter the lobby. This is used for daily / emergency notices.

· Written notices are sent home in the child’s book bag.

· Open afternoons are held regularly. Parents are invited to attend these with their child in order to learn more about how Pre-school is run.

· Parent Liaison afternoons - These take place once a term and key workers are available to discuss individual children’s progress with their parents.

· Pre-school policies are available on the website.

· Newsletters are sent home 6 times a year and also posted on the notice board and website.

· News about Pre-school is in the monthly parish magazine.

· The Annual General Meeting of all Pre-school parents is held in June. The Agenda is posted, the nomination forms for Committee members are on the notice board, and the minutes published in the usual places.
· Coffee mornings - These are monthly and committee members are present. Staff can also be contacted.
Parents can communicate with Pre-school in the following ways:-

· Face to face – all staff are available to talk to parents before, during and after sessions. At times it may be more appropriate to make a separate appointment to meet. Staff and Committee members’ photos are on the notice board

· By talking to the Key Worker or their staff buddy.

· By telephone - Pre-school’s mobile number is on all paperwork. The phone is on from 8.15 am each day. 

· By Email - Pre-school has an email address and emails will be passed to the relevant person.

· By handing a written note to the member of staff at the main door as you enter the Large Hall.

· On Open afternoons.

· On Parent Liaison afternoons.
· At the Annual General Meeting. 

· At Coffee mornings – committee members are present, and staff can be contacted.
· Parents can contact Ofsted direct. The address is on the website and the notice board.



	Contacts

	Pre-school Early Years Manager
Pre-school Early Years Play Assistants

Pre-school Committee Members


This policy was adopted at a meeting of Hagbourne Pre-school:
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