
The use of mobile devices at Jack and Jill 

To preserve the learning environment and to remove all possible opportuni-
ties and suspicion of inappropriate use of cameras and film recording  
capabilities of mobile devices, parents/carers are asked not to use mobile 
devices or cameras in the setting, and to turn phones off if they are on the 
premises for an extended period during a pre-school session. Currently 
however, to allow for ‘Test and Trace Service’ apps to work during the  
coronavirus crisis we acknowledge that mobile phones should be kept 
switched on, but urge parents/carers to switch them to ’silent mode.’ 

If you need to make a call while in the setting, we ask that you leave the 
premises to make or take any calls. You may ask to use the landline phone 
at Jack & Jill and you are welcome to give this number to other people  
dropping off or collecting your child who may need to contact you. 

Parents/carers using mobile devices in the setting will be asked to stop  
doing so by members of staff or volunteers. This also applies to parents 
helping on trips, when you can be contacted on the Jack and Jill mobile 
phone, 07749 392407. 

An exception to this is at special events organised by Jack and Jill  
pre-school, (for example the Christmas party, Easter celebration and the 
leavers’ party), to which parents are invited. Parents may take photos and 
films at such special events at pre-school, with the following restrictions:  

1. If consent has not been given for a particular child to be  
photographed or filmed: the supervisor will ensure that the child in 
question is not photographed or filmed. 

2. That the photographs/films taken must be for personal use only, and 
not be put on the public domain such as Facebook, YouTube and  
other public sites on the Internet.  

The supervisor will remind parents of this restriction at each event. 

 

Please ensure that anyone else dropping off or collecting your child on your 
behalf, including all carers/child minders/grandparents, are also aware of 

this policy and agree to abide by it. 

      

Welcome to 

Jack and Jill 

Pre-school 



 

Dear parent/carer 

On behalf of all the team at Jack and Jill, we 
offer you and your child a very warm  
welcome.  

Joining pre-school is a very exciting and  
important stage in your child’s life. We hope 
that your child settles in quickly and has a 
very happy time with us. Please be assured 
that we have a wonderful team of staff who 
will do their utmost to ensure your child 
feels happy, valued, safe and encouraged to reach their full  potential.   

Starting pre-school can be an anxious time for parents and carers too! 
Please know that the team are understanding of this and they will work 
with you to make the settling in process as easy as possible for you both.    

This booklet provides information about our key procedures and  
policies, important health and safety guidance and lots of other useful 
information. 

Please make sure we have the correct email address for you so that you 
receive important updates and letters. It is also worth joining our private 
Facebook group: Jack & Jill Pre School 2020/2021 as a way to ask  
questions and share information about the pre-school.  

You can also check our website: www.jackandjillchinnor.co.uk for copies 
of policies and other information.  

If you have any questions or concerns, please do not hesitate to speak to 
a member of our team.  

We look forward to getting to know you and your child. 

Regards,  

Becki and Helen  

(Supervisor and Committee Chair) 

Preparing for school 
We seek opportunities within sessions to provide enrichment for 

smaller groups of older children.  We refer to these children as our 

‘Explorer’ groups.  Adults will work with this group during a session, 

providing more challenging activities and developing mathematical 

and language skills in preparation for starting school.  

Our older children also take part in the ‘Footsteps Scheme’ which 

teaches children important road safety awareness.  We encourage 

parents to get involved with these sessions too.  

We also arrange short visits around the village with our ‘Explorers.’ 

Popular trips include the local library, the allotments, building sites 

and the Church. We invite parents/carers to help supervise the  

children during such outings.  

We regularly take part in events with the local primary schools and 

the other pre-schools in the village to support transition.  Our  

supervisor attends transition meetings with local primary schools to 

improve communication and to seek ways to improve transition for 

the children.    



The Management Committee 

Jack and Jill is an independent pre-school, run by a management 
committee of parents and staff members. In order to remain open, 
we depend on parents volunteering to join the committee every 
year.     

The committee are similar to a governing body and parent  
association that you would find in a school: they are responsible for 
the overall management and smooth running of the setting such as  
maintaining the building, recruiting new staff and paying salaries and 
invoices. They are also responsible for developing a business plan to 
ensure the future health of the pre-school, managing the day-to-day 
accounts and working with staff to ensure the setting follows  
government and Ofsted requirements. 

As a charity, we rely on fundraising events to help cover our costs 
and to maintain our building and resources. So they are always  
looking for new ideas for ways to make and save money.     

 
They ideally need 6-12 members on the committee every year.  They 
meet once a term (that’s only 6 meetings a year) for a maximum of 2 
hours, at either Jack and Jill (or sometimes the Chairperson’s house) 
or this year they are also going to trial holding some meetings via 
Zoom, at a time and day that's convenient for most members.    

 
As a committee member you can get involved as much or as little as 
you wish: they are always keen to welcome anyone who is willing to 
help lend a hand. 

Being on the committee is fun, often rewarding, allows you to learn 
many new skills and is also a great way to make new friends! 

 

If you’d like to come along to a meeting to see what they are all 
about and the types of things they discuss and manage, do contact 
Helen at chair_jackandjill@outlook.com or speak to Becki or Fran 
who can give you more information.  

Our core values and principles: 

 We provide a welcoming, nurturing, happy and safe  

environment where every individual is valued and encouraged to 

feel like they belong. 

 We build positive and trusting relationships with parents and carers; 

working in partnership to help children achieve their full potential. 

 We create stimulating indoor and outdoor play spaces with a  

sensible balance of free and structured activities that encourage 

creativity, exploration, discovery and independence. 

 We allow children to develop at their own pace and we make sure 

to build on what they already know and understand. 

 We encourage children to express themselves confidently and to 

find their own voice.   

 We offer children opportunities to develop skills, attitudes and  

experiences which will enrich their future learning.         

Jack and Jill Pre-school was started in 1978 and is 

an established part of the community in Chinnor.  

Our current building was opened in 1992 and  

provides safe and stimulating learning  

environments inside and outside. We plan all our 

activities in accordance with the EYFS (Early 

Years Foundation Stage). Every child in our care 

is supported by a key person who understands  

his/her individual needs and offers special care 

and support to them.  

We are led by our core values and principles: 



Our dedicated team 
We are fortunate to have a very experienced and talented team of 

teaching staff at Jack and Jill: 

Becki Lacey Supervisor/Nominated Person/Designated Lead for  

Safeguarding.  

Carol Allen is our Deputy Supervisor/SENDCO/Designated Lead for 

Safeguarding 

Carla Bird pre-school teacher 

Tracy Biswell pre-school teacher 

Lisa Messenger pre-school teacher 

Olga Swain pre-school teacher 

Jenny Ware pre-school teacher  

All staff are qualified with NVQ level 2 or 3 in Childcare and  

Education or higher, and in First Aid. They all regularly update their 

skills and knowledge by attending courses and training.  

Non-teaching: 

Fran Sherringham Administrator (responsible for processing grant 

payments and fees, managing our register, secretary for meetings, 

DBS checks, and lots more!)  

Helen Milne (volunteer) Chairperson for the management  

committee (responsible for overseeing all financial, staffing and le-

gal proceedings at the pre-school with support and guidance from 

the staff and committee).   

Trustees (ensure the building is protected and maintained) 

 

 

Bad Weather Policy 
 
In the event of extreme weather conditions, 

the management committee will take its lead 

predominantly from weather warnings and 

forecasts. If it has been established that there 

is a risk to health and safety, either where  

travelling could be hazardous for staff, parents/carers and children, or the 

correct level of staff to children ratio cannot be obtained, the decision will 

be taken by the committee at the earliest opportunity to close the setting.  

Parents/carers are advised to use the following procedures: 

1. Check on the Jack and Jill Facebook page for updates. 

2. You will receive a communication directly from one of our pre-school  
representatives to advise you of the situation. 

Closures during a session If closure is expected during a session, Jack & Jill 

Pre-school will contact parents/carers immediately to arrange an  

immediate collection of their child/children.  

We are unable to offer any additional or alternative sessions to replace 

those missed due to any closure, but you will not be charged for sessions if 

the pre-school is closed. 

Complaints and Concerns 
Jack & Jill Pre-school believes that children and parents are entitled to  

expect courtesy and prompt, careful attention to their needs and wishes. 

We welcome suggestions on how to improve our setting and will give 

prompt and serious attention to any concerns about the running of the 

setting. We anticipate that most concerns will be resolved quickly by an  

informal approach to the appropriate member of staff. If this does not 

achieve the desired result, we have a set of procedures for dealing with  

concerns. We aim to bring all concerns about the running of our setting to a 

satisfactory conclusion for all of the parties involved. 

A full copy of our Complaints Policy can be found on our website or emailed on  

request.  



Working in partnership with parents 

Jack and Jill recognises parents and carers as the first and most important 

educators of their children.  All of the staff see themselves as co-workers 

with you in providing care and education for your child. 

There are many ways in which you can take part in helping make the 

setting a welcoming and stimulating place for your child, such as: 

 exchange knowledge about your child’s needs, interests and pro-

gress (you can do this via the EyLog, informal chats with the staff,  

and at parents’ evenings) 

 Help on trips and during sessions (once Covid-19 restrictions have 

eased) 

 Come in to share a special interest or skill with the group (once 

Covid-19 restrictions have eased) 

 Join the committee or attend a few minutes to volunteer some  

support or advice on procedures and projects at the pre-school 

 Give us your feedback about what we’re doing well and where we 

could do better 

 Help to provide or make materials needed for activities at the pre-

school (keep an eye out for requests via Facebook and email) 

 Build friendships with other parents, grandparents and carers  

 Join in community activities that we take part in (e.g. St Andrews 

Christmas Tree Festival, Chinnor Carnival, Chinnor Open Gardens) 

 Help run a stall or sell raffle tickets at our fundraising events 

 Help out at a painting/cleaning/gardening party at the pre-school to 

help us keep the setting ship-shape!  

Sessions 
Our sessions are carefully planned to consider all aspects of a child’s  
personal, social and physical development and to give as varied and fun a 
range of activities as possible. A typical session looks like: 

Arrival: children self-register and free choice of activities. 

Circle time - greet and sing (day of the week, weather, news) 

Indoor/outdoor adult led and child initiated play. Children are given a free 
choice of activities consisting of individually planned activities and/or  
focussed activities in small groups with key workers. Some of our favourites 
include: 

• Small world play (dinosaurs, wild animals, playmobile, fairy garden) 

• Role play areas/home corner (themes like the home, vets, shops,  
hairdressers, doctors, post office, space) 

• Mark making and sensory activities (including sand/water play, 
playdough, light box activities)  

• Arts, crafts, painting, cutting, gluing, colouring etc. 

• Outdoor mud kitchen and mini-beast hunting  

• Sharing books, singing songs, musical instruments and learning 
rhymes 

• Jigsaws and games 

• Construction toys  

• Bikes and trikes 

• Letter sounds, colours, shapes and 
numbers 

Snack time. Children bring their own  
water bottle and snack for each session. 
We occasionally provide snacks linked to 
a theme or to encourage self-help skills 
(e.g. buttering their own toast, making a 
simple fruit salad, icing a biscuit)  

Song or story time.  

Prepare for session end.  

 



Sessions and Funding 
All 3 to 5 year olds in England are eligible for up to 570 hours of free early 
education or childcare per year, usually taken as 15 hours per week for 38 
weeks of the year. (Subject to availability).  

The table below shows when your child will become eligible for their free 
early learning place. 

30 Hour Funded Places  

Information on who will or will not qualify for 30 hours free childcare can 
be found on the Government website: https://www.gov.uk/apply-30-hours-
free-tax-free-childcare  

If you qualify, please speak to Becki or Fran to check how many additional  
sessions we have available. To apply for the additional 15 hours funding 
simply login to www.childcarechoices.gov.uk and follow the steps provided. 
Once in receipt of your authorisation code, notify Fran so that we can  
proceed with your application.  

2 Year Old Funded Places  

Some 2-year-olds are also eligible for funding, subject to certain conditions. 
Please see www.childcarechoices.gov.uk for more details or speak to Becki 
or Fran.  

Fees payable 

Fee if NOT yet eligible for free 15 hours or for sessions taken after the 15 
hours of funding has been used: £4.12 per hour.  

Morning session (3 hours) = £12.36 

Afternoon session (2.5 Hours) = £10.30  

All day (6 hours)  = £24.72   

If your child is born between: They are eligible for a free place 
from: 

1 April and 31 August 1 September following their third 
birthday until statutory school age 

1 September and 31 December 1 January following their third 
birthday until statutory school age 

1 January and 31 March  1 April following their third birth-
day until statutory school age 

We sometimes also use the eyLog to send you quick updates and  
reminders, for example to reassure you if your child was unsettled at 
drop off. You can also send messages and emails directly to your 
child’s key worker or Becki and Carol if you have something private or 
pressing which you haven't had a chance to say face-to-face at  
drop-off or collection. 
 
eyLog ensure that the data captured through the eyLog tablets at 
Jack and Jill as well as the data provided through the web-interfaces 
are all stored on secure “cloud” servers located in UK. Very minimal 
information is stored on the tablets. All communication between the 
tablets/servers/browsers is through HTTPS and encrypted using SSL 
(Secure Sockets Layer).  

 

 
We will provide you with your log-in 
details and a simple user guide once 
you join.  We urge you to start using it 
and to start sharing your own  
observations and comments as soon as 
you can.    
 
More than one person can be  
registered as a parent/carer for a child 
and all of them would have access to 
their own Parent Portal using their own 
user-ID and password. Whenever  
anything is published for the child, a 
notification will be sent to all the  
registered parents.  



The eyLog - ‘Learning Journeys’ and sharing 

your child’s progress 

eyLog is a tablet PC and web-based programme that enables our 
staff to record observations, assess children’s progress and plan  
activities through individual ‘learning journeys’. 

The learning journey is a collection of photos, videos, notes of  
comments made by the child during his/her play and observations 
made by our pre-school teachers that 
provide a picture of a child’s  
development under the seven areas of 
learning in the EYFS (Early Years  
Foundation Stage). The aim is to build a 
unique picture of what each child knows, 
feels and can do as well as his/her  
interests and learning style. This picture is 
then used to identify next steps and to 
plan relevant activities.  

eyLog enables you to understand your 
child's development on a regular and real
-time basis and will hopefully increase 
your knowledge of and involvement in 
the activities at the pre-school.   

You receive a unique login on the system 
and are notified automatically by e-mail 
as soon as a new observation is published to your child’s learning 
journey or when any reports are shared with you by the  
pre-school. 

You can contribute observations from home too: be it something 
your child does for the first time, exciting family news, or photos of a 
great day out or holiday.  

You can also add comments to observations made at pre-school;  
increasing your partnership with teachers in the learning and  
development of your child.    

What do I need to bring to pre-school? 

Following recent guidance from the government (in light of the  
coronavirus pandemic), we have had to make some changes to our  
procedures. Please check this list carefully so your child is fully prepared 
for their session: 

• Please dress your child appropriately for the weather. Please don’t 
wear new, ‘best’ clothes as we will do get messy playing with glue, 
glitter, playdough and using the mud kitchen especially! 

• Children should bring a NAMED bag containing: 

 A named water bottle (containing only water please) 

 A fruit or vegetable snack (per morning and/or afternoon session) 

 A named warm jumper or cardigan (we are being advised to keep 
windows and doors open as much as possible and to be outside as 
much as possible) 

 A named raincoat  

 A full change of clothes (in case of accidents) 

 Named wellington boots or equivalent (for wet /muddy outdoor 
play) 

 Named sunhat or named warm hat/gloves (depending on the  
weather!)  

 A named lunch bag/box and an extra fruit/veg snack for the  
afternoon session (if staying for the whole day) 

• If it is forecast to be a sunny day, 
sunscreen MUST be applied at 
home (and please wear tops that 
cover the shoulders) [please see 
section on Sun Safety later]. 

• Children should not bring any 

toys or books from home  



Food Allergies  
All parents/carers are advised that we operate a 

nut free policy within Jack and Jill. Often we have 

children attending pre-school who have serious 

nut allergies.  It is important that there is strict 

avoidance of nuts and nut-based products at pre-

school, in order to prevent a life-threatening anaphylactic reaction. 

We do not allow nuts or nut products in lunchboxes or for snacks.  

This includes: 

• Packs of nuts 

• Peanut butter 

• Fruit and cereals bars containing nuts 

• Chocolate bars or sweets that contain nuts 

• Sesame seed buns (children allergic to nuts may also have a  
reaction to sesame) 

• Cakes made with  nuts/nut decorations 

We will never use nuts or nut products in snacks or activities at Jack 
and Jill.   

If making cakes for fundraising events or attending a picnic at Jack 
and Jill, please remember our nut free rules.  

 

Other common allergies and intolerances amongst our children  
include eggs and dairy. We therefore also ask that you refrain from 
putting egg sandwiches and boiled eggs in lunchboxes, however cakes 
or biscuits made with egg are permitted. 

Also, please do not bring egg boxes for junk modelling.  

Please make us aware if your child has any allergies or intolerances.  

Late or uncollected child 

We ask that parents and carers collect their children on time. If you 

are unavoidably delayed, please be assured that your child will be 

properly cared for until you (or someone you authorise) comes to  

collect him or her.    

If, after attempts have been made to contact the primary caregivers 

and emergency contacts provided on your registration form, your 

child is not collected after a reasonable time (between 1 and 2 

hours), we will contact the Multi-Agency Safeguarding Hub (MASH).  

Under no circumstances can staff go to look for a parent or take a 

child home.   

Depending on the circumstances, we reserve the right to charge  

parents for additional hours worked by our staff due to late collec-

tion. Our full Uncollected Child policy can be viewed on our website or you can 

request a copy via email.             

Personal Care 

No child is excluded from our setting who may, for any reason, not 

yet be toilet trained and who may be wearing nappies or pull-ups. 

We work with parents towards toilet training, unless there are  

medical or developmental reasons why this may not be appropriate.  

We provide nappy changing facilities and exercise good hygiene 

practices in order to accommodate children who are not yet toilet 

trained, or who have a toilet accident during the session.  

We will ask you about your child’s personal care needs during our 

initial meeting with you and we require your written permission  

authorising us to change your child.  
Our full Personal Care policy can be viewed on our website or you can request a 

copy via email.             



Sun Safety 

As your child's health and well-being is very important to us, we  

operate a Sun Safe Policy.  Jack and Jill’s Sun Safe Rules include:- 

• All children must wear sun hats when playing outside in bright 

sunlight. A wide brimmed hat or legionnaire style is best.  

• Children must wear clothing that covers their shoulders and 

avoid wearing strappy tops. 

• From April until September, when appropriate, we request that 

you apply sun cream, no less than SPF15 and UVA ****, to your 

children before they come to Pre-school, as we will be spending 

significant amounts of time outside.  This must include all  

exposed areas such as arms, legs and neck. 

• If your child is at Pre-school all day, you are required to use a 

sun cream that is long lasting, and will give protection for 6 

hours.  If this is not possible, for example due to an allergy, then 

you must supply pre-school with sun cream so we can reapply 

this to your child at lunchtime. 

We send reminders of our Sun Safe rules during the summer term. 

Our full Sun Safe Policy can be viewed on our website or you can request a 

copy via email.             

 

 

Health and Safety  

Gate safety 

The large, heavy entrance gate to the pre-school premises has a  

hydraulic closure mechanism, which automatically locks on closure. 

The entry code will be sent to you each term, to enable you to  

unlock the gate and access the pre-school. If you do not have the 

code to open the gate, please press the call button to alert the staff.  

To unlock the gate from inside, press the low green button, near the 

gate.  

The smaller second gate has two bolt closures, which need to be 

closed and locked every time you pass through it.  

PLEASE ENSURE THAT BOTH GATES ARE SECURELY CLOSED AFTER 

PASSING THOUGH THEM AT ALL TIMES, EVEN IF SOMEONE ELSE IS 

APPROACHING.  PLEASE DO NOT LET ANY CHILDREN ‘SLIP’ 

THROUGH WITHOUT A PARENT.  

The buttons and gate locks are cleaned regularly, however, we  

encourage parents to use hand sanitiser after using the entry key 

pad or green release button. 

  



Password collection system 

The safety and wellbeing of the children in our care is of utmost  

importance to us.  

On your registration form, please state the names of anyone who you 

authorise to collect your child on a regular basis. Anyone not detailed will 

be required to provide a password (see below).   

Authorised people can collect your child without needing a password, 

however, if staff to do not recognise or are not familiar with the person 

collecting your child (even though they are stated on the registration 

form), we reserve the right to ask for some form of identification before 

releasing the child to them.   

If you wish for your child to be collected by someone who is not on the 

list of authorised people given to us, please follow the steps below:- 

• Please give the person collecting your child an individual, private 

password. 

• Complete the collection book at Jack & Jill, giving your child’s 

name, the person that will be collecting them, the date they will be 

collected and the password that they will use. 

• If the arrangement is made at short notice or you can’t complete 

the collection book for any reason, please either telephone Jack & 

Jill giving these details to a member of staff or send an email via the 

eyLog portal.  

Please note that if the correct password is not given by the person  

collecting your child, it is Jack & Jill Pre-school’s policy that we do not  

release your child to this person.  In these circumstances we will contact 

you for confirmation. 

 

Headlice 

From time to time, we have reports from parents that their child has  

headlice. We ask that all parents read the advice below and to do their best 

to ensure their child does not come to pre-school with headlice.    

In most cases, itching is the main symptom of head lice. This is not caused 

by the lice biting the scalp but by an allergy to the lice. However, not every-

one experiences itching. It's not always easy to see head lice so detection  

combing is the best way of finding head lice. This involves using a special 

fine-toothed head lice comb (with tooth spacing of less than 0.3mm to trap 

the smallest lice) to comb through the hair. It works best on wet hair with 

conditioner on. If you comb dry hair with a nit comb over a piece of white 

paper, you may see the lice on the paper. Detection combs are available 

from the chemist.   

Head lice can usually be effectively treated using medicated lotions or by 

wet combing, using a specially designed head lice comb. Wet combing can 

be used without medicated lotions, but needs to be done regularly and can 

take a long time to do thoroughly.   

Medicated lotion or spray can be used as an alternative. However, no  

medicated treatment is 100% effective. Your pharmacist will be able to  

recommend an over-the-counter lotion or spray. 

It's difficult to prevent a head lice infestation. Regular detection  

combing - for example, on a weekly basis, is the best way to find new lice 

quickly. 

Medicated lotions and sprays do not prevent head lice infestations 

and should only be used if a live louse has been found on your or your 

child’s head. 

PLEASE INFORM STAFF IF YOUR CHILD HAS HAD HEADLICE. 

Your child can return to preschool once treated or when the infestation is 

over. 
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Sickness and absence 

If your child will not be attending the setting on their 
usual day, please notify us by telephone (you can 
leave a message) before 10am on the day of  
non-attendance. 
It would be particularly helpful if you would also inform us of any planned 
absence(s) in advance where possible and appropriate e.g. holiday absence. 
All non-attendance will be treated as confidential.   
In the event that your child is not brought in to the setting on their  
scheduled day, and we have not been notified of that fact, we will  
telephone you. If we do not receive a response from any of the contact 
numbers which we hold for you, we will take further action. This may  
include a member of staff visiting your home to ensure the safety of both 
you and your child. However, we may contact the relevant authorities to 
make these checks on our behalf.    
Please be assured that the primary purpose of this procedure is to ensure 

the continued safety of your child.   

Our full attendance policy can be viewed on our website or you can request 

a copy via email.             

Procedure for children with sickness or infectious illnesses 

We ask you to inform us if your child has any illness, so that we can display 

a sign to inform parents, staff and visitors that we have had a case of that 

infection or illness in pre-school. This allows other parents to be on the 

lookout for the symptoms in their child. Children who are unwell with an 

infectious illness should NOT be at pre-school and they should NOT return 

until the risk of passing on the infection has passed. 

Following high temperature, sickness or diarrhoea your child should NOT 

return to pre-school until 48 hours after the last bout of illness, even if 

your child feels better. Any child who is known to have suffered from sick-

ness or diarrhoea in the previous 48 hours will NOT be allowed to attend 

pre-school. 

By following these guidelines, we can minimise the amount of infection at 

pre-school.  


