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1. Introduction 
 
The Rainbow St. Stephen’s Nursery School is a charity run, non-profit making 
nursery pre-school with strong Christian values, run by dedicated, well 
qualified staff during term time on behalf of St Stephen’s Church. 
 
It has been in existence for over fifteen years and provides foundation stage 
learning for children between the ages of two and half years to the end of their 
pre-school year. 
 
The nursery was originally formed by the Church, which ran a toddler group 
called Noah’s Ark forming the basis of the nursery’s origin. Noah’s Ark is still a 
thriving toddler group, which operates from the Cross building every Tuesday 
afternoon. 
 
The nursery has strong links with the Church, with weekly visits from the 
Church community and monthly Kid’s Praise services held in the Church, where 
parents are invited to attend. We are owned by St. Stephen’s Church of 
England, Shottermill.  We are a non-profit making community pre-school, 
whose aim is to provide first class care and education at a competitive price. 
 
Correspondence should be sent to the contact address and emails sent to 
rainbownurseryoffice@btinternet.com.  If you wish to speak to a member of 
staff, please telephone the office number 01428 656086 within the hours of 
8.00 am and 16.30 pm.  
 
Under the Children’s Act 1989 (updated 2004/2006) we are registered to 
provide full day care between the hours of 9.00 am and 15.15 pm. 
 
The premises have been inspected and passed as a suitable venue for pre-
school provision. We are registered by Ofsted to provide care for twenty eight 
children per session. Crucial aspects of health, safety and hygiene are 
considered during inspection and are checked daily by the staff.  Periodic fire 
safety inspections also take place.  We have public and employer’s liability 
insurance cover. 
 

mailto:rainbownurseryoffice@btinternet.com
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Toys and equipment are regularly cleaned and maintained and checked prior 
to use.  Where appropriate, they conform to recognised standards. 
 
We have a large outside play area, for outdoor learning and play. 
 

2. Ofsted 
 
The Rainbow Nursery School is registered by Ofsted (office for standards in 
education) (Registration Number EY239381) as a provider of quality pre-school 
education and our outcome from the last inspection was rated as 
‘Outstanding’ in 2011 in 17 of 17 outcomes. 
 
Please refer to the online inspection report by visiting 
www.ofsted.gov.uk/inspection-reports/find-inspection-report and typing in 
our unique Ofsted registration number written above. 
 
 
If you have any queries, concerns or complaints regarding the nursery, please 
contact Ofsted using the contact information below. 
 
The National Business Unit 
Ofsted 
The Royal Exchange Buildings 
St Ann’s Square 
Manchester 
M2 7LA 
 
Website: www.ofsted.gov.uk/parents 
 
Telephone: 0300 123 1231 
 
  

http://www.ofsted.gov.uk/inspection-reports/find-inspection-report
http://www.ofsted.gov.uk/parents
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3. Mission Statement 
 
Your child is an individual and will learn in their own unique way and at their 
own rate. They will be constantly learning and can be resilient, capable, 
confident and self-assured. 
 
At Rainbow St Stephen’s Nursery School, within the framework of the Early 
Years Foundation Stage and by forming excellent relationships with you, we 
will promote opportunities in being the building blocks for learning, to 
encourage and ignite your child’s curiosity and enthusiasm for learning, to 
build on their capacity to learn, to form positive relationships with others and 
to thrive, in our engaging and nurturing environment. 
 
It is a safe, happy and fun place to be.  Your child’s appetite for learning and 
discovery will be carefully nurtured and their horizons continually broadened 
and advanced whilst we maintain, at all times, the ordered and secure 
environment in which they need to steadily grow. We know that the 
foundations that we are laying at this early stage are crucial for life and we 
take our responsibilities very seriously. Your child will be encouraged to gain 
self-confidence and knowledge through engaging and playing independently, 
engaging and playing with their peers. 
A well balanced programme of activities, including specific activities tailored to 
your child’s individual needs and abilities, carried out in a loving Christian 
environment, we will develop intellectual, personal, social, creative and 
physical skills, which will form a solid foundation for life. 
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4. Nursery Contact Details 
The Rainbow Nursery School takes place in: 
 

The CROSS (Church Rooms of St Stephen’s) 
Church Road 
Shottermill 
Haslemere 
Surrey 
GU27 1NS 

 
Ofsted Registration Number: EY239381 

 
Telephone: 01428 656086 

 
Email: rainbownurseryoffice@btinternet.com 

 
Website: www.shottermillparish.org.uk 

 
Please follow the link to find us: 

http://www.shottermillparish.org.uk/map.html 
  

 

mailto:rainbownurseryoffice@btinternet.com
http://www.shottermillparish.org.uk/
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5. Opening Details 
 
We operate term time only and follow the Surrey County Council’s school 
timetable, which is approximately thirty eight weeks of the year.  Please refer 
to the term dates for the academic year for details. 
 
Opening Times 
 

Day Monday Tuesday* Wednesday Thursday Friday 

Morning 
Session 

9 am – 
11.45 am 

9 am – 
11.45 am 

9 am –  
11.45 am 

9 am – 
11.45 am 

9 am –  
11.45 am 

Lunch 
Session 

11.45 am – 
12.30 pm 

Not 
Applicable 

11.45 am – 
12.30 pm 

11.45 am – 
12.30 pm 

11.45 am – 
12.30 pm 

Afternoon 
Session 

12.30 pm – 
3.15 pm 

Not 
Applicable 

12.30 pm – 
3.15 pm 

12.30 pm – 
3.15 pm 

12.30 pm – 
3.15 pm 

Tuesday* - The nursery does not operate a lunch or afternoon session on this 
day (Noah’s Ark Toddler Group is in session). 
 
Session allocations are available for all age ranges (two and half years old to 
four years of age) and we will work with you to try and accommodate your 
requirements. 
 

6. Meet the Staff 
 
Staffing Structure 
 
Kim Windebank – Manager 
My first contact with the Rainbow Nursery School was in 2001, when my son 
started at the nursery.  I immediately recognised the caring and nurturing 
environment that the children were provided with and when my second son 
started at the nursery in 2004, I volunteered to help.  This is when I realised my 
career path in life was going to change, as this soon developed into a position 
as a lunchtime supervisor and then as a part time nursery practitioner. 
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I attended Godalming College and studied for my qualifications in Children’s 
Care and Development, Level 2 and 3.  I then took on the role as nursery 
SENCO, which I still hold today.  In 2010 I progressed to the Deputy role which I 
held for two years and in September 2012 I became manager. 
 
As you can see I have lots of experience and history with the nursery and have 
loved being part of a team providing the community with a successful and well 
thought of nursery, maintaining close links with our Church family, St 
Stephen’s . 
 
I am committed to further develop the nursery whilst always evaluating our 
practices to provide your child with the best possible care and development 
opportunities, at the important stage of beginning their learning journey in life. 
 
 
 
 
 
Emma Thompson – Deputy Manager 
 
 
I joined this vibrant nursery school in September 2011 as a part time key 
worker, whilst previously having experience in the education sector as a 
Secondary school teacher.  I had a career break to have children and 
subsequently sent them to the Rainbow nursery, when we moved to 
Haslemere. In 2012, I took on the deputyship. 
 
I am passionate about providing the opportunity for all children to flourish and 
to make their first experiences of early years education a safe, positive, 
rewarding and engaging one, which will work towards providing a firm 
foundation for their future.  I will look forward to working with you in 
achieving this. 
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Fatima El Baraka 
 
 
My name is Fatima El Baraka and I am a key worker in the Caterpillar group. 
The role of the key person is to establish a close and trusting relationship with 
you and your child and to be the “first port of call” with regards to the 
exchange of information between home and school, providing you with regular 
verbal feedback on your child’s general progress and more specific information 
through written reports and parent interviews etc.  
 
I joined The Rainbow Nursery School first as a student in 2003 and in 2004 I 
started working full time at the nursery. In the period following, I completed 
my NVQ2 in Early Years Education and Childcare in 2005 at Guildford College.  
I will be working with the Caterpillar children and I am looking forward to 
supporting and guiding your child as they settle in and begin their important 
start to their learning journey. 
 
 
 
Alison Collier 
 
 
My name is Alison Collier and I work with the Butterfly group.  
I have been involved at the Rainbow nursery for over eight years. Firstly as a 
parent, friends group committee member and volunteer. For the last three 
years I have worked with the Butterfly children, and also completed 
qualifications in early year child care. 
I have children of my own, both of whom attended The Rainbow Nursery .I will 
be looking forward to working with you.          
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Kate Gash 
 
 
 
My name is Kate Gash and I’m originally from South Africa, but my husband 
and I have been living in the UK for eleven years and recently moved to 
Haslemere from London last year.  I have two boys who attend school locally. I 
previously worked in a London school and completed my PGCE in Foundation 
Phase and the Early Years in 2010. 
My role as key worker is to establish a close and trusting relationship with you 
and your child and to be the first point of contact with regards to the exchange 
of information between home and school.  I will provide regular feedback on 
your child’s general progress and more specific information through written 
reports. I am very excited about encouraging and supporting your child with 
their learning at the Rainbows. 

 
 
Laura Evamy 
 
 

 
My name is Laura Evamy and I am a Butterfly group key person. The role of the 
key person is to establish a close trusting relationship with you and your child 
and to be a “first port of call” with regards to the exchange of information 
between home and school, providing you with regular verbal feedback on your 
child’s general progress and more specific information through written reports 
and parent interviews etc. 
I gained my NVQ3 in Early Years Childcare and Education in 2003 and I have 
worked in both day care and school settings. I joined The Rainbow in 2008 as 
deputy, leaving in 2010 to have my son, who is now at the Rainbow. 
I am looking forward to getting to know you soon. 
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Linda Hooker 
 
 
My name is Linda Hooker and I work with The Caterpillar Group which I enjoy 
greatly. I have been working at the Rainbow since 2000 I have seen many 
changes and developments all of which have been for the better. 
I have two boys of my own; both now well past nursery school age. I originally 
joined Rainbow as I have always enjoyed working with pre-school children. I 
look forward to encouraging them in all aspects of their learning and 
development. 
 
 
 
Lorna Barrett 
 
 
 

My name is Lorna Barrett and work as a key person with the Caterpillar group. 
I started working at The Rainbow in 2002 when my youngest child started here, 
and in the period following, completed my NVQ3 in Early Years Education and 
Childcare. After a short break I returned to the Rainbow in 2011. 
I am looking forward to meeting you soon and supporting your child as they 
settle into nursery life.  
 
 
 
Michelle Harding 
 
 
 

My name is Michelle Harding and I will be working with the Butterfly group. 
I have been involved at the Rainbows for a few years now as a parent, a 
committee member of the Social and Fundraising Group and also as a 
volunteer, so I am very familiar with the setting.  I have gained my training in 

 

 

 



 
 
 

The Rainbow, St Stephen’s Nursery School 
 

12 

Early Years Childcare and I am delighted to be able to return to Rainbow 
nursery as a member of staff. I have three children of my own who are at 
various stages in their school/college lives.   
I am looking forward to working alongside you to encourage and support your 
child in their enjoyment at nursery and in all areas of their development and 
learning. 
 
Kim Nkegbe Lea – Lunchtime supervisor 
 
 
 
Additional Staff Responsibilities 
 
Kim Windebank – SENCO (Special Educational Needs Coordinator), CPLO (Child 
Protection Liaison Officer) 
 
Emma Thompson – CPLO, Behaviour Management Lead 
 
Lorna Barrett – Health and Safety officer 
 
Laura Evamy – Fire Safety Officer 
 
All our staff members are paediatric first aid trained and have attended a 
twelve hour paediatric first aid training course, which is updated every three 
years. 
 
All our staff have also attended the ‘Working Together to Safeguard Children‘ 
training. 
 
All our staff are CRB enhanced checked. Personal details and histories of staff 
and regular volunteers are passed to the Criminal Records Bureau for 
enhanced clearance checking. 
 
Members of staff attend relevant educational training courses and workshops, 
in order to build upon their existing expertise and knowledge. 
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7. Key Persons 
 
Our staff are kind, generous, caring and experienced people. They value and 
respect children’s different racial origins, religions, cultures and languages that 
exist in our multi-cultural society and guard against stereotyping. 
They are well qualified and fully committed to your child’s overall wellbeing, 
happiness and development at Rainbow Nursery. 
 
Each child joining the nursery is allocated a key person within their key group 
(Caterpillars and Butterfly group). The key person will make themselves known 
to you and you will be issued with their key person statement, with a photo, 
which will promote familiarity for you and your child. They are your vital link 
between home and nursery and your first port of call with any questions, 
queries or concerns. 
 
Your child’s key person will be there for your child to enable them to access all 
aspects of nursery life and to support them in all their needs. 
 
They will make written observation and track your child’s progress to ensure 
they are reaching their developmental goals, which is collated into your child’s 
personal profile.  The profiles are there to progress your child on their learning 
journey.  You will receive regular updates and reports, both written and 
verbally, to keep you abreast of their progress. 
 
Although each member of staff is allocated their own key group, the children 
will play within the nursery environment and will become familiar with all 
members of staff who they will play alongside. 
 
All members of staff will be available to care for all children attending so 
therefore if your child’s key person is not on hand, you can feel assured that 
there will be another member of staff to support them. 
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8. Planning 
 
We use different teaching strategies, play situations, toys and equipment to 
provide as varied and interesting program as we can.  We encourage visitors 
from the community (e.g. police officers, fire fighters, paramedics and road 
safety officers etc.) and plan visits (e.g. library, museum, local shops etc.) to 
widen your child’s horizons still further.  We would welcome you if you have a 
hobby or occupation of interest that you would like to share. 
 
There will be playtimes, focus times, quiet times and more boisterous times 
and your child will be encouraged to participate in all of these, to gain the 
greatest value from the variety and choice that we offer. Your child will be 
supported to participate in all activities at their own level and we will build on 
their interests to develop their learning experiences. 
 
How we achieve this: 
 

 By providing a safe, secure and loving environment in which it is exciting 
to grow, play and learn. 

 

 By providing a balanced curriculum, using the Early Years Foundation 
stage document as guidelines for an on-going learning programme, in 
which the child’s individual progress is planned, monitored and 
developed, as well as resources and stimuli for free play, creativity and 
imaginative role play is encouraged, where a child may follow their own 
interests and develop their own relationships amongst their peers. 

 

 By following Ofsted guidelines for standards in pre-school education 
 

 By providing a comprehensive range of toys, equipment and teaching 
input and other appropriate stimuli to promote learning 

 

 By employing motivated, loving, generous and caring staff who share a 
common concern to do what is best for your child. 
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 By employing professionally qualified staff and staff who bring skills and 
personal experience to the position, who are willing to increase their 
knowledge and understanding of their role through training. 

 

 By continuing to strengthen existing links with local schools, working to 
meet their expectations and making the move from nursery school to 
mainstream school as smooth as possible. 

 

 By encouraging parental support by inviting you, should you wish, to 
become involved by offering occasional or regular help within the 
school, sharing hobbies and interests, or joining the Social and 
Fundraising Group. 

 

 By maintaining links with St Stephen’s Church, to whom we belong and 
incorporating an ethos of Christian values and beliefs, whilst remaining 
aware of and respecting individual views and opinions and those of 
different faiths. 

 

 By offering places to children with special educational needs and helping 
them to fulfil their own individual potential. By using an atmosphere of 
praise and encouragement, this promotes equality and diversity within 
our safe and nurturing environment. 

 

 By offering excellent communication between home and school via 
numerous means.  This includes building on good relationships and 
maintaining links on a daily basis to update on progress and 
development of your child and how we can work together in providing 
for your child. We also provide parents with an opportunity to attend a 
parent information evening to view resources that the nursery offer 
your child and learn how they engage with these to further develop their 
learning experiences and provide an insight into the Early Years 
Foundation Stage Curriculum, which your child will continue to follow 
into their first year at school.   
 

 There are many opportunities for communication between home and 
nursery via parent newsletters, email, the parent notice board, the 
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weekly overview and termly overviews to encourage collaboration 
between your child’s experiences at nursery and home. There is also an 
opportunity to talk to your child’s key worker on drop off or collection to 
exchange information on a daily basis. 
 

 Communication is a two way process and we would ask that parents 
would inform us as to any changes to contact details, change of 
circumstances which may affect your child during their time with us at 
the nursery and enable us to offer them our full support where 
applicable. 
 

 We endeavour to offer your child a generous child/adult ratio in order to 
give the opportunity to thrive and to participate in all that the nursery 
offers. 
 

 On joining the nursery, at ages two and half to three and half years of 
age approximately, children will join the Caterpillar group and will be 
cared for on a ratio of 1:4. 
 

 In your child’s pre-school year, known as the Butterfly group, children 
will be cared for on a ratio of 1:8 
 
 

These are the government guidelines on adult to child ratios, however our 
generous staffing ethos, allows us to always offer your child a higher adult to 
child ratio. 
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9. Early Years Foundation Stage.  What does it mean? 
 
Introduction 
Children develop more rapidly during the first five years of their lives than at 
any other time. That's why they are called the foundations years – the building 
blocks for life! During these foundation years, children's health, maternal and 
paternal, mental health, parenting style, learning activities and early education 
are all influencing factors that can make a big difference to your child's future. 
Mums and dads are the first and most important influence on their child’s 
development and future outcomes. What interactions take place in the home 
environment has more influence on children’s future achievement than 
innate ability, material circumstances or the quality of early years or school 
provision. (EYFS Curriculum 2012) 
 
As a mum or dad, you can help  
All the activities that you do with your child at home are important in 
supporting their learning and development, and have a really long lasting 
effect on your child’s learning as they progress towards and through school. 
For example, talking, reading, singing nursery rhymes with your child or 
cooking and baking with them. More ideas can be found at: 
www.earlyhomelearning.org.uk.  
 
Even when your child is very young and is not yet able to talk, you talking to 
them will help them to learn and understand new words and ideas.  
 
Parents often underestimate what they can do to support their child’s 
development. If you feel unsure of what to do at home to support your child’s 
learning, you can find out what is on offer at your local children’s centre. Many 
offer “messy play‟ activities which you and your child can join in, and many of 
the activities they provide are free. Staff can also give you advice about the 
kinds of books or other activities your child might enjoy at different ages. They 
can give you ideas on how you can help your child learn.  
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The Early Years Foundation Stage  
The Early Years Foundation Stage (EYFS) is how the Government and early 
years professionals describe the time in your child’s life between birth and age 
5. It is a framework setting the standards for learning, development and care 
for children during this period. Nurseries, pre-schools, reception classes and 
child minders must follow the legal document called the EYFS Framework 
which can be accessed at: 
https://www.education.gov.uk/publications/standard/AllPublications/Page1
/DF E-00023-2012.You can ask for information about your child’s development 
at any time and there are two stages (the “progress check” at age 2, and again 
at age 5) when the professionals caring for your child must give you written 
information about how he or she is doing. The written summary of their 
progress at age 5 is called the EYFS Profile.  
 
Where can I go for further information?  
You may want to find out what is on offer at your local children’s centre. Also 
visit www.foundationyears.org.uk for a range of resources and contacts. 
 
How does the nursery record your child’s progress? 
Using observation sheets, which your child’s key worker will complete on a 
weekly basis. Observations will be made to build up a picture of how your child 
is progressing and how to take them forward in their learning journey. 
These will form part of your child’s profile, with progress reports given to you 
regularly, with an opportunity to meet with your key worker to discuss your 
child’s individual learning journey.  At the end of their time at The Rainbow 
Nursery and when they progress onto school, your child’s profile will be given 
to you, with a sample of their most up to date observations and report being 
passed onto their school to aid a smooth transition onto their next stage of 
learning. 
 
You will also have an opportunity to contribute by completing a parent’s view 
sheet, with your thoughts regarding child’s reported progress. 
 
This exchange of information is enhanced with daily updates at the door on 
collection. Please feel free to speak to your key worker at any time with any 
queries or concerns. 
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Your child is unique and will learn in their own way and at their own rate. 
They will be constantly learning and can be resilient, capable, confident 
and self-assured.  The above diagram gives examples of how your child 
may engage within the Rainbow’s Nursery environment. 
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The Areas of Learning and Development  
There are seven areas of learning and development that form the 
foundations to the activities that you see on offer at the Rainbow’s 
Nursery. All areas of learning and development are important and are 
inter-connected. 
The three prime areas (shown at the top of this diagram), are particularly 
crucial for igniting children’s curiosity and enthusiasm for learning, for 
building their capacity to learn, to form relationships and to thrive. 
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Your child’s development will be observed and monitored and you will be able 
to discuss their progress with their allocated key person.  The term after their 
first term, you will receive a written report known as their ‘Two Year Check’.  
We use the Surrey County Council recommended Early Years Foundation Stage 
document to plan and implement our curriculum, within the seven learning 
areas using imagination, flexibility and a variety of different presentations. 
 
Each half term will have a focus area and children will be observed and their 
progress will be monitored and recorded, with verbal feedback and written 
feedback being offered to you. 
 
There will be an opportunity for you to see the nursery and speak to staff at 
the annual parent information evening, held in the spring term.  Parents and 
carers will be able to see a variety of typical nursery set ups, and staff will be 
on hand to have any questions or queries that you may have about nursery 
life. 
 
Personal, social and emotional development: 

 making relationships 
 self-confidence and self-awareness 
 managing feelings and behaviour. 

 
Physical development: 

 moving and handling 
 health and self-care. 

 
Communication and language: 

 listening and attention 
 understanding 
 speaking. 

 
These three prime areas help children to develop and learn, and become ready 
for school. As well as the three prime areas, early years providers will also plan 
activities in the following areas of learning and development, known as specific 
areas. 
 
Literacy: 

 reading 
 writing. 
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Mathematics: 
 numbers 
 shape, space and measure. 

 
Understanding the world: 

 people and communities 
 the world 
 technology. 

 
Expressive arts and design: 

 exploring and using media and material 
 being imaginative. 

 
How will I know how my child is progressing within the EYFS requirements? 
Assessment helps you find out about your child’s progress, understand their 
needs and plan their activities. Your child will have two important assessments 
before the end of the EYFS. The first when they are between two and three 
years old and the second in the final term of the year in which your child 
reaches the age of five. On-going assessment is also an important part of this. 
Your child’s early years provider will look, listen and note how your child plays 
and then build on this by planning a challenging environment to support your 
child’s development. You can also share what you see your child doing with 
your child’s key person. 
 
 
How can I find out more? 
Talk to your child’s key person who will be happy to answer any questions you 
have. You can also view a copy of the Statutory and non-statutory Framework 
for the Early Years Foundation Stage 2012 on the Department for Education 
website www.education.gov.uk 
 

10. Policies and Procedures 
 
Please find below a selection of relevant policies for your information.  A 
complete set of policies can be located in the main hall, for you to view. 
 
Admissions policy 
We have a fair and open procedure to ensure all members of the community 
can access the nursery. The admission process is followed using these points. 
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 We only accept children after they have reached two and a half years of 

age. 

 Children have to start with a minimum of 2 sessions  

 Children are offered a minimum of 2 sessions to a maximum of 7. This is 

subject to availability and any hours after the 15 funded hours are 

charged at the full nursery fee cost. 

 We accept all applications on a first come first served basis 

 The nursery requires 1 or 2 emergency contacts in the event of 

parents/carers being unable to collect in the event of illness, emergency 

closure or non-collection. 

 If the nursery had to close due to unforeseen circumstances a 

replacement session would be reallocated to you. If the nursery had to 

close for a longer period (2 or more days) your child’s fees for these 

sessions would be refunded. 

 If your child misses sessions due to illness/appointments you are still 

liable for the cost of those sessions. 

 If any child’s application is to be kept on a waiting list, the list is arranged 

by siblings having first refusal and then on a first come first served basis. 

 The nursery requires written or verbal notice of a child being absent 

from the nursery for illness, appointments, outings and holidays. 

 Un-instructed non-attendance of a child will be followed up on, and 

contact will be made within the hour of the expected arrival time.  

 
The nursery sometimes will have to share information about your child with 
other external agencies and other childcare providers, especially if your child 
attends more than one setting. In this instance the nursery will ask for your 
permission before making contact with the other party involved. 
 
Confidentiality Policy 
Working with children and families brings us into contact with confidential 
information. To ensure that all those using, and working in the group can do so 
with confidence, we will respect confidentiality in the following ways  



 
 
 

The Rainbow, St Stephen’s Nursery School 
 

24 

 All material deemed confidential will be kept in a locked place. 

 Parents/carers will have access to the records of their own children, but 

will not have access to records of other children. 

 Parents/carers will have access to any accident reports of their own 

children, but will not have access to any accident reports of other 

children. 

 Staff will not discuss details of individual children, other than as 

necessary within the group, with anyone other than the parents and 

carers. 

 Issues and concerns regarding individual children raised by the manager, 

deputy or staff will not be passed on to professionals without the 

permission of the parents/carers, unless there are reasons to do so 

under the child protection guidelines. 

 Issues and concerns raised by parents and carers with the manager, 

deputy or staff may be passed on to outside professionals and agencies 

if parents and carers agree. It will not be passed on without permission, 

unless there are reasons to do so under the child protection guidelines. 

 Any safeguarding information relating to a child’s welfare will be kept by 

the manager or deputy in a confidential file and will be shared with the 

staff as deemed appropriate. If necessary further action will be taken by 

the manager (the designated person) following the child protection 

guidelines. 

 Students participating in training and undertaking observations or  

practical tasks with children will be made aware of the confidentiality 

policy and will be required to respect it and to follow the guidelines at all 

times. 

Where individual children are being observed by students for case studies, as 
part of their course work, written permission must be given by their 
parents/carers. 
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 Photographs, videos, or recordings of any kind must not be used for 

display, or other purposes without the permission a child’s 

parents/carers 

 Issues related to the employment of staff, whether paid or voluntary will 

remain confidential to the people directly involved with making 

personnel decisions. 

 Mobile phones are not permitted in any areas where children might be 

present. Mobiles phones are kept in the office at all times when the 

children are in the nursery (see mobile phone policy). 

 
Privacy Notice – Data Protection Act 1998  
We, The Rainbow St. Stephen’s Nursery School are the data controller for the 
purposes of the data protection act. We collect information from you, and may 
receive information about your child from a previous setting. We hold this 
personal data and use it to: 

 support your child’s teaching and learning 

 monitor and report on your child’s progress 

 provide appropriate pastoral care and 

 assess how well the setting is doing 

This information includes your contact details, characteristics such as ethnic 
group, special educational needs and any relevant medical information. 
We will not give information about your child to anyone outside the setting 
without your consent unless the law and our rules permit it. 
We are required by the law to pass on some of your child’s information to the 
local authority (LA) and department for Children Schools and Families (DCFS) 
If you want to see a copy of the information we hold and share about you, 
please speak to the school manager Kim Windebank. 
If you require more information on how the LA and or DCSF store and use this 
data please go to the following websites 

 http://www.surreycc.gov.uk/your-council/accessing-information-that-

we-hold/your-information-and-the-records-we-hold/sharing-

information-about-you-or-your-family  
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 http://www.teachernet.gov.uk 

 
If you are unable to access these websites, please contact the LA or DCSF as 
follows: 

 Corporate Information and Governance Team 

Surrey county Council 
Legal services 
County Hall 
Penrhyn Road 
Kingston upon Thames 
KT12DN 
email:foi@surreycc.gov.uk 
Tel 08456 009009 
 

 Public Communications Unit 

Department for Children, Schools and Families 
Sanctuary Buildings 
Great Smith Street 
London 
SW1P 3BT 
Website: www.dcfs.gov.uk 
email:info@dcsf.gov.uk 
Tel 0870 000 2288 
 

Equal Opportunities Policy 
We do not discriminate against anyone, pupils, staff or parent/carers, on the 
grounds of their faith, racial origin, cultural and linguistic background, sex, 
social group or disability.  
 
Pupil’s rights 
It is the right of all pupils to receive the best standard of care and education we 
can offer, with equal access to all the learning opportunities (toys, resources 
and activities outdoors and indoors). 

http://www.teachernet.gov.uk/


 
 
 

The Rainbow, St Stephen’s Nursery School 
 

27 

We fully promote the principles of fairness and equality through the 
environment we create, the curriculum we offer, and the respect and care we 
show to each child. 
 
Barriers to learning 
We constantly review our practice and will remove any forms of indirect 
discrimination that might form barriers to learning. We support each individual 
child to achieve their full potential.  
 
Positive social attitudes  
We aim to promote positive social attitudes and respect for each other. We 
would challenge and deal with incidences of stereotyping, racism or prejudice 
towards minority groups if they were to occur and we celebrate the cultural 
diversity of our society.  
Our school is welcoming to everyone. We promote an understanding of 
different cultures and backgrounds through the planning and delivery of the 
daily curriculum, through the positive attitudes of the staff, and through the 
environment we create. We use displays, books, posters, puzzles, DVD’s, CD’s 
life-like models, puppets and dolls etc. in play and as a teaching resource. 
 
Special Needs 
The Rainbow has regard to the DfEE (Department of Education and 
Employment) code of practice on ‘Identification and Assessment of Special 
Educational Needs’ 2001 Special Educational Needs Code of Practice. We 
welcome and aim to provide appropriate learning opportunities for all 
children. 
Children with special needs are admitted to pre-school after consultation 
between parents, health carers, the manager and special needs coordinator.  
Our system of observation and record keeping enables us to monitor children’s 
needs and progress on an individual basis 
 
The principles of the 2001 SEN Code of Practice  

 Children with SEN should have their needs known and met. 

 The special educational needs of children will normally be met within 

mainstream schools and settings. 
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 Children with SEN should be offered access to a broad balanced and 

relevant education. 

 Parents should play a vital role in supporting their child’s education. 

The views of the child should be taken into account. The manager, Kim 
Windebank is our assigned SENCO, assisted by her deputy, Emma Thompson. 
 
We are able to access health and education professionals outside of the group, 
including therapists, health visitors, psychologists, social workers and 
paediatricians as may be required, with written permission from you. 
 
All early years settings are required to comply with duties as outlined in the 
Disability Discrimination Act (DDA) 1995 
The act states that settings must  

 Not treat a disabled child less favourably 

 Be able to make reasonable adjustments for disabled children 

Admissions under the Disability Discrimination Act (DDA) 1995 pt.3  

 The Rainbow welcomes applications from all children in accordance with 

the 1995 Disability Discrimination Act (DDA) 1995 pt.3  

 Places will be offered according to the admission policy  

Adopting good practice 
We aim to offer our parents and carers a first class professional service and are 
always seeking to improve our standards of care and education. We welcome 
any suggestions as to how we can improve our practice and will willingly adopt 
ideas that will help us to do so. 
 
Child Protection 
All children deserve the opportunity to achieve their full potential. To this 
outcome five outcomes have been set as national targets for all services to 
children. These are: 

 Stay safe 

 Be healthy 

 Enjoy and achieve 

 Make a positive contribution 
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 Achieve economic well being 

To achieve these children need to feel loved and valued, and be supported by a 
network of reliable and affectionate relationships. 
A child protection policy helps everyone to be clear what is and what is not 
acceptable behaviour and makes it easier to challenge worrying conduct. It 
protects children and also protects those working with children from 
unfounded allegations. 
 
In the case of a complaint  
We believe that most issues can be resolved quickly and easily following a 
complaints procedure as outlined below. 

 If a member of staff or parent/carer is uneasy about any aspect of the 

provision they should discuss the matter in the first instance with the 

manager or deputy. 

 

 If these discussions do not have a satisfactory outcome the complainant 

should write to the manager (or if the complaint is regarding the 

manager) to the chair of The Rainbow Support Group. 

 
The chair of The Rainbow Support Group is  

Ann Fitchett 
c/o St. Stephen’s Church 
Church Road 
Shottermill 
Haslemere 
Surrey  
GU27 1NS 

 
The complainant may request a meeting with the manager and/or the chair of 
The Rainbow Support Group and other parties can be invited if deemed 
necessary. A written record of the meeting will be made, along with an agreed 
action plan (if required). All parties at the meeting will sign the record and will 
be sent a copy. This signed record signifies that the procedure has concluded. 
Any necessary actions will be followed and monitored. 
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If following the meeting and agreed action there still appears to be a breach of 
the nursery’s registration requirements and neither the complainant or 
representatives of The Rainbow can reach an agreement the complainant 
should contact Ofsted (Office for standards in education) who are the school’s 
registration and inspection body. 
 
 
 
Emergency closure policy  
On the first day of an emergency closure you will: 

 Be contacted by the manager or deputy by text, phone or E-mailed 

 If the nursery has to close for more than one day, you will be contacted 

by one of the above methods. If you are unsure, please ring the nursery, 

on the above number, after 8.30am; the phones are only answered if the 

nursery is open. 

 If it is necessary to close the nursery during the day, once the decision is 
made and parents will be contacted immediately and asked to collect 
their children as soon as possible. 

Please ensure that if your contact phone numbers, home or mobile have 
changed, that we have your new details. 
If you have an E-mail please make sure you have provided details. 
 
Medical & welfare policies 
Acceptance of medicines policy 
Medicines are accepted and administered for health reasons  

 Parents must complete the necessary forms providing instructions and 

granting authorisation for administration  

 Staff must check forms and medication details, including the expiry date, 

before accepting them into the nursery.  

 Staff should clearly re-label product with child’s name and date of 

acceptance  

 All general medicines must be stored in the medicines cabinet or fridge if 
instructions dictate, in the kitchen. This also includes emergency 
medication such as Epi-pens (or equivalent). 
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Acceptance of creams, lotions and ointments 

Creams, lotions and ointments will be accepted for medical reasons only 

 To avoid any possibility of cross contamination or possible allergic 
reaction, parents and carers are requested to use non-medical products 
such as sun creams, on their child before they come to school. An 
exception will only be made if agreed by the manager and parents and 
written consent from the parents. 

Use of adhesive plasters 
The Rainbow will not use adhesive plasters unless we have consent from 
parents, due to the possibility of an allergic reaction. Your consent is required 
as part of the personal details we obtain when your child starts the nursery. 
 
Accident, injuries and illness 
All accidents are injuries are recorded and countersigned by the manager or 
deputy. The circumstances of the incident will be logged and you will receive a 
full description of the cause and treatment your child received and you will be 
asked to sign to show you have been informed and are aware of the incident.  
If it is deemed that the child should be taken to the family doctor or to an 
Accident and Emergency Department to have their injury checked by a 
professional, you will be contacted and advised to collect your child. 
 
All illnesses are recorded and monitored in the case of a non-emergency 
illness, such as tummy ache, the child will be monitored and observations will 
be regularly made on the child’s condition. 
If the child displays a more obvious sign of illness while attending the nursery, 
such as, a rash or vomiting, you will be telephoned and asked to collect your 
child immediately. If you are unavailable we will telephone one of your named 
contacts to collect your child.  
 
Children suffering from an infectious condition should not attend the nursery 
and advice should be sort regarding their length of absence depending on the 
condition. Children who are unwell or showing signs of ill health should not 
attend the nursery and children who have been vomiting or have had 
diarrhoea should not return to the nursery for a full 48 hours since their last 
episode of illness.  
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Meeting the needs of pupils with medical conditions 
Recording information provided by parents and carers 
All information provided by parents and carers regarding children with medical 
conditions is recorded, and all staff are given a copy of the document. Anything 
new in terms of information is added as received, and parents are reminded 
once a term by letter to inform us of any changes relevant to their child’s 
wellbeing at school.  
 
Additionally, staff regularly check with parents and carers once a term to 
ensure the information they hold on their key children is up to date. 
 
Care plans 
Children with medical conditions that may require emergency response have a 
care plan and appropriate medicines are stored in a locked medicine cabinet 
(this is sited on the wall in the kitchen).  
Children who may require the application of creams, lotions or ointments have 
a care plan.  
 
Children who may need the administration of short term medication for 
example, Amoxicillin (a penicillin suspension) do not require a care plan, but 
the medicine does need to be booked in by a member of staff and checked by 
the deputy and an acceptance and administration form completed and signed.  
 
Snack and lunchbox 
When your child starts lunches for the first time, please remember we do not 
have the capacity to store them in a fridge. For that reason they should be 
supplied in an insulated lunchbox, ideally with a frozen ice pack. A drink bottle 
is a better option as cartons can’t be resealed and therefore a waste if not 
finished. Milk and water will of course be supplied, if a child requires it. The 
children’s lunches will be supervised by an adult .They will be encouraging the 
children to begin with their sandwiches/savoury item followed by fruit 
/vegetables and lastly, any treat item. Obviously, sweets and chocolate bars or 
fizzy drinks are not permitted. Please do not pack too much lunch, as this can 
be daunting to the child when they generally only have 30 minutes or so to eat 
it. Some children worry that you are expecting everything to be eaten. 
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Allergies and intolerances 
Please note that due to the possibility of a medical emergency linked to some 
food products we cannot allow any nuts, or nut derivatives such as peanut 
butter sandwiches in school. 
We are sorry for any inconvenience this may cause. 
 
Non- collection of child policy 
The parents are asked to provide specific information which is then recorded 
on their child’s personal details form.  
This information includes: 

 Parents/carers address and telephone numbers, including mobile 

numbers 

 Place of work address and telephone number (if applicable) 

 Contact names and addresses of two emergency contacts, people who 

are authorised by the parents/carers to collect their child if they are 

unavailable. 

 Information about any person who does not have legal access to the 

child e.g. estranged relatives. 

On occasions when parents/carers are not going to be at home or in their usual 
place of work, they should inform the manager of this and offer an alternative 
contact number to reach themselves or someone nominated by them. 
On the occasions when the parents/carers are not going to be available to 
collect the child they must inform the nursery of the name of the person 
nominated to collect their child. This will then be noted in our ‘child collection 
file’. The person’s name will be recorded in the book, and on arrival to collect 
the child the person will have to identify themselves at the gate before access 
will be granted. If in doubt, or if authorization for the collection of the child 
was not given, the staff must make contact with a parent/carer or emergency 
contact before the child will be allowed off the premises with the person who 
has arrived to collect. 
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If children are not collected on time ( 15+ minutes late) regularly the 
parents/carers will be charged for the additional time at  1 hour fee rate*. This 
charge will be at the discretion of the manager. 
If no one can be contacted to verify the person who has arrived to collect the 
child or if no one has arrived to collect the child, the child will remain in the 
nursery supervised by two members of staff.  The manager or deputy will try to 
contact their parents/carers or emergency contacts. 
*at current hourly fee rate. 
 
 
Educational visits and outings 
All educational visits and outings are subject to the following procedures: 
Risk assessment is undertaken, if the generic risk assessment doesn’t cover all 
the potential risks that are foreseen, a specialized risk assessment will be 
written for the specified outing-this will include, venue, travel arrangements, 
timings, names of children and adults taking part. 
 
Parents/carers are supplied with all the necessary information in advance and 
sign permission for the children to participate. 
 
The chair of St Stephen’s PCC is informed of the outing and the details. 
 

11. Fees 
Depending on the age of your child starting at the Rainbows (government 
funding starts the term after they turn three years of age) your parent 
information starter pack will contain current prices on our fee structure or ask 
a member of staff.  Please refer to these guidelines for your budgeting 
information. 
 

Factual information on the Early Years Entitlement 

 Based on current patterns of attendance, to maximise the opportunity 

to make use of the Early Years Entitlement and for our parents here at 

The Rainbow, we offer 15 hours entitlement, which the government 

funds. This equates to approximately 2 ½ days. 
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 We do ask for a voluntary contribution. This is for the difference 

between the funding and our actual fee price, details of which are 

explained on a sheet available from the nursery on request. 

 Lunchtimes are supervised and can be included as part of the 

entitlement. Your child will need to bring a packed lunch. 

 Places will be subject to availability and will need to be booked in 

advance via your session request sheet attached.  

 We are registered for 28 children to attend each session. 

 Our morning sessions are from 9.00am -11.45am, lunch is from 

11.45am-12.30pm.  Afternoon sessions are from 12.30pm-3.15pm (with 

the exception of Tuesday, which is a morning session only.) 

 We aim to get a balance between the two age groups. This is taken into 

account when we are allocating sessions, therefore you may not always 

get your first choice of sessions. 

Please be aware that there may be ways of helping you with costs e.g. via the 

various employers’ nursery voucher schemes. If you are in employment it may 

be worth you speaking to your finance department or contacting 

http://www.hmrc.gov.uk/childcare/. 

Fees are charged per morning, afternoon session and lunch.  You will be 
invoiced after the start of the term and there are three options so you can 
choose one to suit.  These include: 

1. Termly 
2. Half Termly 
3. Monthly instalments 

These are payable by cheque, cash, direct debit and childcare vouchers. 
 
You will be given guidelines as to when these payments should be made by and 
we ask that you adhere to these deadlines. 
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12. Preparations for starting nursery  
Prior to starting at Rainbow Nursery we provide a pre- term social event for 
newcomers, so both you and your child have the opportunity to make new 
friends and meet members of our Parent Social and Fundraising Group, the 
staff and others joining us at Rainbow Nursery.  Members of staff will be 
available to talk to and share any specific concerns or worries that you may 
have, regarding your child’s settling in. 
 
Following the social event, your child will be invited to join us for a visiting 
session independently for one hour the next day, details on the times will be in 
your starter pack. 
 
Your child’s first day 
I am sure you have anticipated the day your child starts nursery for some time, 
and may naturally have one or two concerns or questions regarding the 
matter. Please don’t worry. We are an experienced, professional team, who 
love our ‘work’ and we are here to help and make the transition from home to 
nursery one of enjoyment for both you and your child. 
Here are one or two thoughts which might help ease you and them into the 
nursery routine. 

 It is not a good idea to linger. Once you have said your ‘farewells’ it’s 

best to leave promptly. 

 If your child is unhappy or tearful when you leave, hand your child with a 

positive attitude to a member of staff for them to distract and comfort 

them. With the appropriate level of support, most children will have 

stopped crying and began to play, before you have left the car park! 

After a short period we will ring if they have not settled. We do not want 

your child to be distressed any more than you do. We will speak to you if 

we feel more support with settling in is needed. 

 Be positive about your child starting nursery; help them to understand 

what is going to happen. If you feel confident and happy about the 

experience, the chances are they will too! Avoid talking about any 

anxieties or worries you may have about nursery in front of them. They 
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will ‘pick up the vibes’. Ask for a private word with myself or a member 

of staff to answer any questions or concerns you may have. 

 If your child is having difficulty settling, please feel free to bring in a 

transition toy/item for them to cuddle/hold until you return to collect 

them. Please name the item and don’t send in anything too precious! 

 Don’t worry about toileting. We will go along with you and your child’s 

needs and endeavour to support them at whatever stage of training you 

have reached. Please provide your child with a clearly named bag with 

changes of clothes (named clothes would be useful!) and nappies/pull-

ups/wipes for toileting accidents and over exuberant water play! 

 Please label all coats and accessories to ensure belongings get back to 

the right child. 

 Please do talk to us, we are never too busy to listen; your thoughts and  

 opinions are important to us. 

During this period, as we establish a new relationship between your child and 
Rainbow, we would encourage you to stay no longer than necessary.  We feel 
children need a chance to adjust and settle on their own.  You can be assured 
that we will contact you if your child is unhappy, or feel they need the added 
security of your presence for a while longer.  It is true to say that most children 
settle very happily and give no cause for concern.  
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SESSION TIMETABLE - MORNING 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SESSION TIMETABLE - AFTERNOON 

 

12.30pm Arrival and registration, settling - in 

12.45pm -
1.00pm 

Free choice play & adult led activities inside and 
outside 

1.45pm Snack bar opens  
2.30pm-
2.40pm 

Tidy up time  

2.40pm- 
2.55pm 

Circle time/outside play  group 1 
 

2.55pm- 
3.10pm 

Circle time/outside play  group 2 
 

3.10pm Going home prayer & giving out of letters etc. 
3.15pm Going home time/lunch time 

 

9.00am  Arrival and registration, settling - in 

9.15am -
10.00am 

Free choice play & adult led activities inside and 
outside  

10.00am  Snack bar opens  

10.45am  Tidy up time  

10.55am - 
11. 15am  

Circle time/outside play  group 1 

11.15am -  
11.35 

Circle time/outside play  group 2 

11.40am  Going home prayer & giving out of letters etc. 

11.45am  Going home time/lunch time 
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The Rainbow, St Stephen’s Nursery School 
 

40 

13. How parents can take part at Rainbow Nursery School 
We know that choosing a pre-school for your child is a big step.  We want you 
to remain involved as much as possible and see parent/carers and nursery 
working very much in partnership to achieve the very best for your child.   
 
There can become a part of the nursery by becoming involved in the Social and 
Fundraising Group, by becoming a volunteer, escorting on nursery visits within 
the community, supporting us at events, sharing interests or hobbies to name 
but a few. 
 
If you would like to become actively involved in the nursery, then please speak 
to a member of staff regarding your expressed interest. 
We welcome you at any time, by appointment, should there be something you 
wish to discuss privately. 
 
Social and Fundraising Group 
The Rainbow Nursery has a very active and highly regarded social and 
fundraising group of which we hope you will enjoy being an active part of.  A 
range of activities take place throughout the year so we hope there is 
something for everyone.  Regular emails are sent to support the next 
scheduled fundraising/social event and this will also be advertised on the 
notice board. 
 
Rainbow Support Group 
The nursery has close links with the Church and our support group offers the 
Rainbow Nursery prayer, advice, practical help and expertise in a number of 
fields.  The group includes amongst others Danny Wignall, our vicar, Giles 
Carpenter our curate, Eliot Ambrose, our children’s minister, Louise Stevenson, 
an educational child psychologist and retired teachers, Jean Clark and Ann 
Fitchett. 
 
Thank you for choosing The Rainbow Nursery School. We look forward to 
having the privileged position of caring and educating your child, as they 
discover the delights and challenges that await them at the start of their 
educational journey.  
Kim Windebank -Manager 


