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PRE-PREP HANDBOOK

2011-2012

From the Head of the Pre-Preparatory Department

Welcome to Liverpool College Pre-Preparatory and Nursery Department. This booklet is designed to provide you with detailed information about the department and I hope it will answer many of your questions.

The early years are critical in terms of successful intellectual, creative, social, emotional, physical and spiritual development. It is our aim to provide a solid foundation on which all future learning is based. Our planning ensures that a broad and well-balanced curriculum, based on the Early Years Foundation Stage and the National Curriculum, contributes to all round child development. By the time children leave the Pre Prep Department we would expect they would:

·  Read with enjoyment and see value and pleasure in acquiring this skill

·  Use books as a source of information

·   Write clearly, neatly and legibly and show a knowledge of spelling patterns

·   Apply a good grasp of basic mathematical concepts to problem solving situations

·   Understand and value the process of learning so they enter the Prep school with     

        an enthusiasm  for learning

·   Be self-confident and articulate

We strive to provide a happy, secure environment where the children feel valued as individuals and develop a positive attitude towards learning. Children are encouraged to ask questions and to develop lively and enquiring minds. We have high expectations and aim to foster a sense of pride in their achievements.

There is close liaison between the Pre-Preparatory Department and the Preparatory School, which ensures curriculum continuity. The Headmaster, Mr Stephen Buglass, is well known to all of the children. Pupils’ progress is monitored regularly and scholarships to the Preparatory School may be offered to pupils showing exceptional potential and achievement.

The Staff and I look forward to working in partnership with you to provide your children with the very best of current educational practice.

Gail Gannon
[image: image2.jpg]



Pre-Preparatory Department Staff

Headteacher

Mrs Gail P. Gannon, BEd (Hons), Liverpool

Early Years Foundation Stage Co-ordinator

Miss Julie Saunders, BSc (Hons), London, PGCE, Liverpool

Early Years Foundation Stage Practitioners

Mrs Heather Boyle, NVQ3, Liverpool

Miss Ria Humphries, BA (Hons) JMU, PGCE JMU

Mrs Ruth Kerr, BDes (Hons),Liverpool; NNEB,Southport; BTEC National Diploma (Art and Design)

Mrs Elizabeth Lewis, NNEB, Liverpool

Miss Gill McGuinness, NNEB, Foundation Degree in Early Years – Senior Practitioner

Mrs Janet Poole, NNEB, Liverpool

Mrs Karen Taylor, BEd (Hons), Liverpool

Mrs Elaine Warbrick, NVQ 3, Liverpool

Mrs Katharine Ward, BEd (Hons), Liverpool

Miss Rebecca Chaffer, BA Hons, Liverpool, QTS Subject Leader Professional Studies in Education with Advanced Study of Early Years.

Mrs Rebecca Moore, BEd (Hons), Liverpool

Key Stage 1 Staff

Mrs Edna McLennan, BA (Hons), Liverpool, PGCE, Liverpool

Miss Alexandra Russell-Moore, BSc (Hons), Liverpool, PGCE, Oxford

Miss Jennifer Ware, BA  (Hons) JMU, PGCE Early Years, Liverpool

Mrs Gillian Ridley, BSc Hons, Belfast,  PGCE, Liverpool
Specialist Staff

Learning Support

Mrs Debbie A. Buglass, Cert.Ed., Dip.RSA (Sp.L.D) Oxford

Mrs Deborah Roberts, NNEB, Liverpool

Mrs Sarah Hopkins, NNEB, Liverpool

Physical Education

Mr David McClements, BEd, Liverpool

French

Mrs Barbara -Ann Jones, BA (Hons) Liverpool, PGCE, Liverpool

Support Staff

School Secretary

Mrs Doreen Squires

School Porter

Mr Paul McCarroll

The Pre-Preparatory department is situated in its own secure building with play areas at the front and rear.

The School day

The Nursery door opens at 8.15 a.m. Nursery finishes at 3.30 p.m.

The door to the Main Entrance opens at 8.15 a.m. and children are supervised from then until the school day begins at 8.45 a.m. Pre Prep finishes at 3.30 p.m. and children leave through the Main Entrance.

The Nursery children arrive and are collected from the main red wooden door.

Reception, Year 1 and Year 2 arrive and are collected from the Main Entrance by the Hall. All children stay inside the building until a parent or carer is seen.

Liverpool College Pre Preparatory Department has an After School Club available from 3.30 until 6.00 p.m., Monday to Friday. It is managed by Nursery Nurses from Pre Prep and a registration form is available for you to complete, should you wish to use this facility.

Lunch

Lunch is provided for all children. Good table manners and the careful use of cutlery are both expected and encouraged.  A vegetarian alternative is always offered and dietary requirements are catered for. Water is served with lunch and is available to the children all day from a conveniently located dispenser. Children are also encouraged to bring in their own water bottle, as listed in the uniform list.

The School

There are four year groups in the Department.

• A Nursery for children between three and four years old.

• Two Reception forms for children between four and five years old.

• Two Year 1 forms for children between five and six years old.

• Two Year 2 forms for children between six and seven years old.

There is an excellent staffing ratio with Nursery Nurses supporting teachers in all Early Years Foundation Stage forms i.e. Nursery and Reception. The form sizes are kept small and there is a balance of age, gender and ability.

Pupils are taught in their form groups by individual teaching, group teaching or form teaching, whichever is the most appropriate for the task in hand.

The Curriculum

We have a carefully planned curriculum based on Early Years Foundation Stage in Nursery and Reception and the National Curriculum in Year 1 and 2. We aim to extend the children whenever possible whilst supporting those who need extra help.

As we are laying the foundations for all the children’s future learning, literacy and numeracy naturally assume a high profile.

Careful planning takes place at every stage and records of children’s development and achievements are kept.

The EYFS curriculum aims to underpin all future learning by supporting, fostering, promoting and developing children’s:

· personal, social and emotional well-being

· positive attitudes and dispositions towards their learning

· social skills

· attention skills and persistence

· language and communication

· reading and writing

· mathematics

· knowledge and understanding of the world

· physical development

· creative development

The emphasis in the Nursery is on learning through a balance between structured and free play. Plenty of activities are given to prepare children for more formal work in literacy and numeracy in the Pre-Prep. Developing children’s social skills is also a major part of the Nursery curriculum.

In Reception, there is still a balance of structured activities and free play throughout the curriculum. The skills necessary to become a proficient reader are given high priority. We use a multi-sensory system called Jolly Phonics, supported by many well-known reading schemes.

Children move into Key Stage 1 and follow a full range of subjects; - English, Mathematics, Science, I.C.T., Art and Design, History, Geography, Music, Physical Education, Design and Technology, Modern Foreign Languages, P.S.H.E. (Personal, Social and Health Education) and Religious Education.

Handwriting and phonics are practised regularly. Tables and number bonds are learned when they have been thoroughly investigated practically.

Children are introduced to Modern Foreign Languages by Language Assistants from Nursery onwards. These include French and Spanish.

Children are given homework as appropriate to their age and abilities. Homework is predominantly literacy based in Nursery and Reception. In Years 1 and 2 children will receive mathematics and literacy homework. Topic work, for example science, history, geography, will be sent home once/twice a week in Year 2.

From Reception reading books from a reading scheme will be sent home twice a week and a further book will be chosen by your child from the school library.

Dancing, tennis and football are offered as extras as well as piano, violin and other instruments.

Year 2 swim until Easter. Year 1 from Easter, in preparation for Year 2.

As children move through the school, good working habits are established and high standards of work and behaviour are expected.

Discipline

Children are expected to follow the code of conduct and breaches are noted. Parents are informed if there are more concerns about behaviour.  We request your full co-operation in matters of discipline.

Bullying

Bullying is unacceptable in any form, verbal or physical and will not be tolerated. Incidents will be noted and parents informed.

Pre-Prep Code of Conduct

• be kind and considerate towards each other

• walk quietly and sensibly around the school

• always try  to do your best

• listen carefully to instructions

• listen to staff and other children and respond appropriately

• put up your hand when you want to speak

• walk to the left on paths, stairs and corridors

• remember that climbing the trees in the playground is not allowed
• hold doors open for others

• wait at a doorway to let others through

• take care of your own things and those of other people

• never take anything belonging to someone else

• place litter in the bins provided

• only come back into school at break to go to the toilet

• play together in a friendly way

• tell a teacher if you are unhappy

• remember sweets, crisps and fizzy drinks are not allowed

• drink water 

We ask that you do not send in cakes when a child has a birthday as there are so many allergies these days that we cannot be too careful. We have a very realistic mock Birthday cake we use.

We discourage children from bringing in toys as it causes distress if these are lost or broken.

Newsletter

Each Friday the children bring home a newsletter with details of forthcoming events, achievements and other items of interest.  Should you not receive one please take a spare copy from the entrance foyer.

Calendar

A termly calendar is issued from the Preparatory school detailing most events.

Contact with parents

Parents’ evenings are generally held twice a year and are intended to be a discussion on the progress of your child.  Please come and see us should any problems arise however trivial these may seem. Small children can become distressed and distracted by apparently minor incidents and the sooner these are sorted out, the better for all concerned.

Staff are always available at the start of the school day and at 3.30pm for a brief chat but if longer is required then an appointment should be made.  Written reports are issued twice a year.

Parents are invited into school to form assemblies, Harvest Festival and Christmas productions.

Any messages in the morning can be left with Mrs Squires or Mrs Gannon who are on duty from 8.15 a.m., or a note may be placed in the reading booklet. Mrs Gannon can be telephoned on extension 240 or a message may be left with Mrs Squires, the School secretary, on extension 243.

There is a book in the Pre Prep foyer for parents to write any messages concerning change in routine e.g. a different person picking up a child or messages for the After School Club.

For security and safety reasons, all children arriving after the doors close at 8.40 am must use the Pre-Prep entrance. Parents should sign their child in using the Pupil Register folder on the table at the Main Entrance. The child is then marked late in the register. The parent of any child leaving school early must also sign out in the folder provided.

Emergency contact

Please complete the Pupil detail form and emergency contact forms for our records. We may need to contact you if your child is ill. Please keep us informed if you move house or your contact numbers change.

Departures

If your child is to be collected by someone other than yourself, this must be recorded in the message book at the school entrance. The adult collecting your child must be one of those named on the Admission form. Only adults-aged 16 and over, with knowledge of the password and identification will be authorised to collect your child. If you wish your child in Upper School to collect your child, in exceptional circumstances, a signed letter must be written with this request prior to the event. We may phone you to confirm the arrangement.

Absences 

Permission for absence from school must be obtained beforehand from Mrs Gannon. Children should not be taken out of school for holidays if at all possible as it is very difficult to make up the teaching time missed. It does reduce chances of future success if time is lost in this way. It is not school policy to set homework for holidays taken in school time nor can reading books be lent for prolonged periods, as they are required for other children.

If a child is ill, a telephone message should be made to Mrs Squires and a written note of explanation should be sent when the child returns.

Children returning to school after illness are assumed to be fit for normal school, including P.E. and outdoor play.

When children become ill during the school day they are brought to Mrs Squires. Parents may be called to take children home. Should your child require an inhaler, please make sure a named one is supplied to Mrs Squires.

If your child suffers from any allergies, do make sure we are informed, particularly if this is a nut allergy which may require an epi pen. If your child requires medicine to be administered please fill in the appropriate form.

Parking

Please be aware that driving into the College grounds is not allowed for reasons of safety and security. Dogs are not allowed on site.

Safeguarding and Child Protection

We have a duty to safeguard and promote the welfare of children.

If we have any concerns that a child may be suffering harm, we have no choice but to refer to Social Services. 

· The named Child Protection Co-ordinator (CPC) is Gail Gannon- Head of Pre Prep

· The Nominated governor for Child Protection is Liz Bramley

Copies of the school’s Child Protection / Safeguarding Policy can be obtained from the school on request.

Equal Opportunities

Liverpool College operates a policy of equal opportunities for all children, regardless of age, sex, colour, creed or status. Each child will be treated with the same care and consideration.

Uniform List with effect from September 2012

All pupils are required to wear College uniform. The Pre-Prep school uniforms have been carefully selected as being comfortable, practical and smart for young children. All items must be clearly marked with the pupil’s name. Cash’s name tapes may be ordered from the school shop. Shoe labels are also available and are strongly recommended.

The College Shop, which is situated next to the Pre-Prep, is the only official College uniform stockist; telephone 0151 724 2884; opening hours during term : Monday - Thursday12.30 - 5.00pm Friday 12.30 – 4.30.  The shop is normally closed during the Christmas and Easter holiday periods and also half-term holidays. For opening times during the Summer holidays,

please telephone the College on 0151 724 4000.

Items marked with an asterisk* must be obtained from the College shop, which will supply all other items on this list except Boys’ and Girls’ black shoes and Girls’ navy summer sandals. The Shop also stocks a range of stationary items and sports equipment, all of which have been approved for use at the College.

Standards of dress and appearance are expected to be smart and conventional. Girls’ hair, if long, must be tied by clips and ribbons that are either plain red or plain black. Boys’ hair must be conventional in style and length. Jewellery is not allowed. A single pair of plain studs, worn in the ear lobe, are the only earrings allowed. 

Early Years Foundation Stage children will be provided with a red folder to carry books and correspondence and should continue to use this bag in Year 1 and 2. Reception upwards are required to have the *regulation bag with College motif as approved by the back association.

*All children are required to have a water-bottle, which is available from the School Shop.

Nursery boys Winter



 Nursery boys Summer

*White polo shirt 




*White polo shirt

*Red sweatshirt with motif 



*Red sweatshirt with motif

*Grey shorts or long trousers 


*Grey shorts or long trousers

*Grey ¾ length socks 



*Short grey socks

Black shoes without laces (Plain) 


Black or navy blue shoes/sandals (Plain)

*College coat 





*Shoe bag

*Black and red pull on hat 



White pumps

*Shoe bag 





*Red College Legionnaire’s hat

White pumps

*Red wellingtons

Nursery girls Winter 



Nursery girls Summer

*White polo shirt 




*School dress in College design material

*Red and Black tartan pinafore 


See below.

*Red cardigan with motif (sweatshirt material)        *Red cardigan with motif (sweatshirt material)

Black ¾ socks or tights



Short white socks

Black shoes without laces (Plain) 


White pumps

White pumps





 Black or navy blue shoes/sandals (Plain)

*College coat





*Shoe bag

*Black and red pull on hat



* Red College Legionnaire’s hat

*Shoe bag 





* Hair scrunchies in summer dress material

*Red wellingtons 




* Boater
Summer dress in college design (material may also be bought from the college shop). Orders for summer dresses/boaters are made in January, via a letter from the school office.

Reception boys Winter 



Reception boys Summer

*White polo shirt 




*White polo shirt

*Red sweatshirt with motif 



*Red sweatshirt with motif

*Grey shorts or long trousers


*Grey shorts or long trousers

*College coat 





* Shoe bag

*Black and red pull on hat

*Shoe bag

*Red wellingtons

Reception girls Winter 



Reception girls Summer

*White polo shirt 




*School dress (material available) See below

*Black and Red tartan pinafore


*Red cardigan with motif (sweatshirt material)

*Red cardigan with motif (sweatshirt material) 
Short white socks

Black ¾ socks or tights 



Black or navy blue shoes/sandals (Plain)

Black shoes (Plain) 




*Shoe bag

*Black and red pull on hat



 Hair scrunchies in dress material

*College coat





*Boater

*Shoe bag

*Red wellingtons

Year 1 and Year 2 boys Winter 


Year 1 and Year 2 boys Summer

*College badged blazer 



*College badged blazer

*White long sleeved shirt



 *White shirt (short or long sleeved)

*Grey shorts or long trousers 


*Grey shorts or long trousers

*Red V neck woollen jumper with motif 

*Red V neck woollen jumper with motif

*Red and black striped tie 



*Red and black striped tie

Grey ¾ socks 





Black shoes/sandals (Plain)

Black shoes (Plain) 




*Shoe bag

*Black and red pull on hat

*College coat

*Shoe bag

*Black Wellingtons

Year 1 and Year 2 girls Winter 


Year 1 and Year 2 girls Summer

*College badged blazer 



*College badged blazer

*White rever neck blouse 



*College dress (material available)

*Black and Red tartan  pinafore 


*Red woollen cardigan with motif

*Red woollen cardigan with motif 


Short white socks

Black ¾ socks or tights



Black or navy blue shoes/sandals (Plain)

Black shoes (No heels) 



*Hair scrunchies in dress material.

* Black and red pull on hat 



Shoe bag

*College coat 





*Boater

*Shoe bag

*Black wellingtons

Reception, Years 1 and 2

*Black tracksuit with College motif

*White polo shirt with stripe in house colour

White games shorts, elasticated waist.

White ankle socks

White gym shoes, not laces for the younger children.

Trainers, conventional style, predominantly white

*Red College Legionnaire’s hat

Year 2 – Autumn/Spring Term/Year One - Summer Term only

*Black swimming costume (girls)

*Black swimming trunks (boys)

*College swimming cap (girls and boys)

Summer dress in college design (material may also be bought from the school shop). Orders for summer dresses/boaters are made in January, via a letter from the school office.

Term Dates 2011-2012

Michaelmas Term 2011

Term begins:
Friday 2nd  September



Half Term     
Monday 24th October- Friday 28th October)

Term Ends:     Wednesday  14h December

Lent Term 2012

Term begins
Wednesday  4th January

Half Term 
Monday 13th February to Friday 17th February

Term ends
Friday 30th  March

Summer Term 2012

Term begins
 Tuesday 17th April

May Day (Bank Holiday) Monday 7th May

Half Term
 Monday 4th June  to Friday 8th   June

Term ends
 Friday 6th July
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Information from the Bursary

Finance

Our Finance Manager, Ms Amanda Green, can be contacted on: extension 239,

email: agreen@liverpoolcollege.org.uk if you have any questions regarding fees. If you have a specific question regarding your bill, our Fees Administrator, Mrs Sally Loveridge, will be able to advise you; her telephone extension is 228.


Payment of fees

Bills are sent out termly in advance in August, December and April. Any of the following payment methods can be arranged:

A full year in advance before July 14th

Termly by the first day of term

Direct Debit on the 10th or the 30th of each month from September to June (10 months)

Extras, such as the cost of school trips, exams, lunches etc. are added to the account termly.

Insurance

Accident insurance is compulsory. It covers the child 365 days a year, whether the pupil is in school or not. School fees protection is optional. If your son/daughter is away from school for 5 consecutive days or more (including weekends) due to illness, you may be able to claim a remission of fees. Claim forms are obtainable from the Finance Department.

Notice to leave the College

Your contract with the College requires that you give a full term’s notice in writing to the Principal, to withdraw your son/daughter from the College for whatever reason. If you are in any doubt as to whether he/she will be leaving or not, we recommend that you give provisional notice in writing to the Principal.

Parents who withdraw their child without the required period of notice will be liable for a term’s fees in lieu.
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