
Faith: -27)   

We are an inclusive and welcoming family 

.  Our Christian Values are at the heart of all that we do; 

nurturing a sense of belonging and shared identity.   

Friendship: Follow me and I will make you fishers of people Luke 5:10) 

It is our vision that all of our pupils will have courage and belief in themselves, to follow their 

dreams. We will ensure that all children know, experience and understand the love of Jesus Christ; 

supporting children on their journey of learning, faith and spirituality.  Through our established, 

local and global links, children learn to be responsible and respected citizens. 

Fulfilment: (Matthew 14:27)  

In a safe and nurturing environment, we support each child to reach their full, God given 

potential.  High aspirations are set so that every child has every opportunity to fulfil their dreams.  

We will endeavour to instil a love of learning in our pupils, preparing them for the next phase of 

their lives and enable them to prosper.   

                                       

Values:  Honesty, courage, forgiveness, responsibility, friendship, respect, kindness, perseverance. 

 

 

 



 

 

 

 

Dear Parent,  

 

Welcome to St. James’s Pre-School Unit. The unit has now 

been open since 1997 and has established an excellent 

foundation for the children who attend. 

 

It is our fervent hope that as well as providing your children 

with a first class pre-school education, we shall begin to 

instil in them the Christian ethos that we value so highly at 

St. James’s. 

 

We hope both you and your child will always feel an 

integral part of the school community and be able to 

involve yourself in the life of the school. 

 

Do keep this booklet safely. If you feel that we have 

omitted anything please do not hesitate to contact us. 

 

Yours sincerely,  

Mrs L. Mason 

Headteacher  



Introduction 

St. James’s Pre-School was opened after Easter 1997 in St. James’s C.E. 

Primary School building, the accommodation being classrooms which have 

been adapted for use by young children. We are also fortunate to have an 

outside play area, which has been specially adapted as an exciting outdoor 

classroom. The pre-school children who will then be attending St. James’s 

C.E. Primary School will have opportunities to meet staff, pupils and take 

part in activities to ensure their transition is as easy as possible. Pre-School 

and Reception staff work together as our Foundation Team. 

The children who attend do so on a part time basis for half day sessions. 

Whilst taking part in the planned activities, they are cared for by trained staff 

who have responsibility for a group of children. This responsibility includes 

their pastoral care as well as ensuring that their educational needs are met. 

Your child’s progress will be monitored carefully and you will have 

opportunities to discuss this, as outlined in this booklet. 

The curriculum, which the children follow, is based on The Early Years 

Foundation Stage and is flexible to take account of children’s interests and 

learning styles. We encourage independent thinking as well as providing 

opportunities to develop skills, knowledge and understanding in a number of 

areas. We will also be putting much emphasis on personal, social and 

emotional development including important aspects of moral and 

spiritual development. A wide range of activities will focus on the importance 

of learning to work, play and co-operate with others and the development of 

personal values and self esteem. Areas of learning and development: 

 

Three prime areas: 

Personal, social and emotional development 

Physical development 

Communication and language 

Specific areas:  

Literacy, Mathematics 

Understanding the World  

Expressive Arts and Design 



 

Safeguarding Children 

 

St. James’s C.E. Pre-School is committed to the safeguarding of 

all pupils in our pre-school. Our aim is to ensure that all pupils 

are safe in our pre-school and that measures are put in place to 

support any child who is at risk of harm. 

 

Our child protection policy provides information for all adults 

working with children, to enable them to carry out their duty of 

care responsibly. This policy is available on request and also via 

our school website. 

 

The designated safeguarding lead for St. James’s C.E. 

Primary School is:- 

The Head Teacher-Mrs Lindsay Mason 

 

The deputy safeguarding lead is :- 

The Deputy Head Teacher-Miss Sarah Mason 

 

In Pre-School Mrs Rachel Trewartha will liaise with Mrs 

Lindsay Mason. 



Transition from home to school 

Your child’s education starts at home; we acknowledge parents as the first 

and most important educators of their children. We aim to develop a 

partnership with our parents - one which is based on mutual respect and a 

shared interest in each child’s development. 

Your child will feel more confident when they start, if they have been 

encouraged to try to do the following; 

 Put on their own coat and shoes 

 Toileting - whilst we are aware accidents will happen, developmentally 
children of Pre-school age should be able to use the toilet 
independently, therefore should not need nappies or pull ups. If this is 
not the case please contact your Health Visitor for support. 

 Share toys, take turns and tidy up 

 Drink through a straw and from a cup 

 Communicate their needs confidently 

After your induction visits please talk to your child about the pre-school, the 

staff, the toys they played with etc. We want your child to feel confident about 

starting. 

We are always available to discuss any concerns, whether raised by parents 

or by ourselves.  

Daily routine 

The sessions run from 8.30-11.30a.m. or 12.15-3.15p.m. from Monday to 

Friday. There is a daily balance of activities which run flexibly to 

accommodate the needs of the children. 

 Self registration. 

 Phonic session in key groups. 

 Activity time (both indoors and outside) - children are encouraged 
to access the equipment they need. This includes drinks and snacks. 

 Tidy up time - children are encouraged to tidy up for themselves, 
seeking help from adults when necessary. 

 Short group discussion - to include news time, activity reviews, 
stories, music, maths and literacy. 



Snack time 

A drink of milk or water and a piece of fruit are provided free to all children, in 

line with national policy. To encourage independence children are able to 

access these during the session with their key person in their key group. 

Water is available to all children throughout each session. 

Walk in Wednesday 

Every Wednesday parents/carers are welcome to stay for the first 30 minutes 

of the session i.e. 8.30-9.00am or 12.15-12.45pm. This is time for you to 

share an activity with your child and to become actively involved in your 

child’s early education. We do not hold formal parents’ evenings so please 

do try to attend as often as possible. Your child’s progress can be discussed 

with their key person. 

Parental involvement and ways to help... 

We value family involvement in our pre-school. Parents/Carers are 

encouraged  to settle their children happily by helping them to feel secure 

about being left with staff, flexibility of opening and closing sessions is 

designed to assist this. Your child’s education is a partnership between home 

and school and close links are encouraged. It will help us if we know whether 

there are any changes at home that may affect your child. The death of a 

relative or pet, parent away on business etc. can be unsettling events for 

your child. 

How to help your child at home: 

 Share stories, songs and rhymes every day. 

 Encourage physical, active, outdoor play, e.g. a trip to the park, 

climbing, riding a tricycle, playing football. 

 Helping with everyday tasks e.g. make a shopping list together and 

then shop for the items you need.  

Tapestry: 

Your child will have an online Learning Journey where staff will record your 

child’s progress. You will be able to view this at home and comment on any 

observations or photo’s and also be able to add photo’s of things that you 

may have been doing at home. 



Clothing 

Please name ALL items, especially hats, coats, scarves etc. 

Your child will need: 

 Comfortable practical clothes for physical activities, e.g. jogging suit, 

please. 

 Suitable outdoor clothing whatever the weather, e.g. warm coat, light 

waterproof, sun hat, strong suitable shoes (never strappy sandals). 

Activities throughout the curriculum take place both indoors and 

outside. 

 It helps if sleeves can be pushed up and if trouser fastenings can be 

managed by the child. 

 Jewellery should not be worn. 

 Aprons for all ‘messy’ activities, but accidents can still happen-please 

don’t send your child in their very best clothes! 

Please send your child with their own spare clothes and ensure they are 

named and in a named bag. 

Weekly school library visit 

Your child will have the opportunity to visit our school library to listen to a 

story and borrow a book to share with you at home. Please ensure you share 

the story they have chosen together and encourage them to comment on the 

story and illustrations. 

Books need to be returned weekly and any unreturned books will need to be 

paid for. 

Personal belongings 

Toys and other personal belongings should not be brought into pre-school as 

they can easily get lost or broken. Sometimes individual children need items 

for security or comfort, please discuss with a member of staff. Items of 

interest may also be of great value, again, please see a member of staff. 

Road safety 

Many parents bring their children to and from pre-school by car. Please park 

with care and thought for children walking to and from school, and for our 

neighbours. Please use the footpath into school. Under no circumstances 

should the driveway be used by pedestrians. 



Illness at school 

Should a child fall ill whilst at school, parents are contacted by telephone. It 

is essential that we have an up to date emergency contact number. Please 

do not send your child to school within 48 hours of any sickness or diarrhoea. 

It would be helpful if you could notify us of any infectious diseases such as 

German Measles. 

Absence from pre-school 

It would be appreciated if parents could let us know as soon as possible if 

your child is absent from school, and for what reason. This can be done via 

the telephone absence message service, by calling the school office. Please 

advise staff If your child has sustained an injury at home but is still able to 

attend. 

Medicines 

It is envisaged that children will not need medicine administered as they are 

only in school for 3 hours. If your child needs an inhaler please leave a 

named, in date inhaler at school. Please ensure they are given to a member 

of staff and not left in your child’s bag. A form will need to be filled in giving 

staff permission to administer the inhaler. You will be informed if there has 

been a need for its use. 

The importance of sleep and a regular bedtime 

A pre-school aged child needs 11-13 hours sleep each night. A bedtime 

routine should be gentle and calming and might involve: 

 A warm, milky drink. 

 Bath time, cleaning teeth etc. 

 Sharing a bedtime story together. Studies have shown that children 

whose parents read to them, tend to become good readers 

themselves. 

 A favourite cuddly toy. 

 Dummies - if your child has a dummy try to keep this as just a 

comforter for bedtime. Use in the day can prevent opportunities for 

normal speech development and can stop teeth growing properly. 

It is important to be consistent about providing a bedtime routine. This is an 

area where you as a parent have to take responsibility to act in your child's 

best interest. (Guidelines from “Toxic Childhood” by Sue Palmer.) 



Discipline 

Staff will always deal appropriately with unacceptable behaviour and never 

physically reprimand children. 

We expect high standards of behaviour and feel your support is very 

important in reinforcing this. We always try to be fair and do not tolerate 

bullying of any kind. 

Our pre-school rules include: 

“Kind hands, good listening ears, all help to tidy up.” 

We have positive behaviour and anti-bullying policies which are available 

from the school office. 

Special educational needs policy 

We have a S.E.N. policy which is available from the school office. 

A member of the teaching staff, Miss H. Scott, is designated as the S.E.N. 

Co-ordinator in school. Mrs R. Trewartha liaises with Miss Scott regarding 

any specific children’s needs. We also have close links with other agencies 

such as the Pre-School Special Needs Service and Stourbridge Family 

Centre. 

The head teacher is eager to discuss special needs issues from pre-school 

and school admissions, with parents, prior to enrolment. 

Equal opportunities 

We have an Equal Opportunities Policy which reflects that of the Local 

Education Authority. Details are available from the school office. 

School website 

Our school website is available for you to find out more information about 

school and will keep you informed about dates and events. Our pre-school 

curriculum map is available each term to inform you of key events and 

activities. 



Head Lice - The Community’s Problem 

 

The head louse only affects humans and cannot be passed on to or 
caught from animals. Head lice are tiny, wingless insects that cannot 
jump or fly. They are colourless when first hatched and take on the 
colour of the hair after feeding on blood from the scalp several times 
a day. The louse grips onto the hair with six claws.  

Lice are spread by direct head to head contact with an infected 
person. Having lice is like other infections, you catch them from 
someone else, who could be a friend or relative with clean hair. It is 
important that all family members be checked every week. 

Detection of head lice 

You can apply conditioner to dry hair, or wash the hair and rinse as 
normal, then rub conditioner in. With a nit comb, carefully comb the 
hair, section by section, right from the scalp to the end of the hair. 
Observe the comb for lice after each stroke and wipe it clean with a 
tissue. 

Treatment of head lice 

If eggs (grey/brown and oval) or nits (white empty eggs) are observed 
they may not be readily removed by combing and may require removal 
by hand. Grasp the shell between the thumb and forefinger and draw 
it along the hair strand. Continue to comb through the hair until the 
whole head has been combed. 

Conditioner is very helpful as it makes the hair too slippery for the 
louse to run along so it cannot easily escape the comb. It also makes 
combing long hair a smoother process.  

 

 



  

When combing is completed rinse the hair with clean water. It is 
necessary to repeat this procedure every 2-3 days for at least 3 weeks, 
so that any lice emerging from eggs can be removed, along with any 
lice that may have escaped the first couple of sessions. 

Chemical treatments can be purchased over the counter. It is known, 
however, that some head lice are resistant to these and, therefore, 
no chemical preparation is one hundred percent effective. Never use 
a lotion to try to prevent head lice infections. 

 

Have you found head lice? 

There is nothing shameful about finding head lice, but it is 
shameful to do nothing about it. 

 

Parents are the ‘Front Line’ of head louse detection and 
management. The old fashioned system of mass head checks in 
schools is not effective in managing head lice infection.  If all 
children and adults put conditioner on their hair once a week and 
combed it out with a fine toothed nit comb, head lice would become 
a minor problem. Newly invaded lice would be detected and removed 
before they had time to lay eggs. 

Help and advice 

If you require further information please contact the School Health 
Advisor or come along to the drop in sessions at school. 

Alternatively you can access more information from Community 
Hygiene Concern Help Line  on 0207 686 4321 or visit www.nits.net.  

 



Health and safety policy 

We have a health and safety policy, which is available from the school office 

if you require it. Our staff are qualified first aiders and will always deal 

appropriately with any accidents which may occur. They will inform parents 

or carers, who will be asked to sign an accident from. 

Admissions policy 

The Governors have set an admissions Policy, which is sent to all parents 

when they are offered a place and is also available from the school office. 

We are able to offer up to five sessions of three hours. Children are eligible 

for free pre-school education in line with government funding. The pre-school 

will claim your child’s nursery grant to pay for these sessions, there is 

therefore no charge. If your child is attending other provision in addition to St 

James’s Pre-School, please make this clear when your child begins 

attending. You may accept a place for all five sessions or may opt for fewer 

sessions, if you feel this is more appropriate to your family needs. 

Complaints procedure 

We welcome your compliments, comments or complaints which can be 

raised with staff, the head teacher or OFSTED. The law requires providers 

on the Early Years Register to provide certain information for parents, 

including details for contacting OFSTED and an explanation that parents can 

make a complaint to OFSTED if they feel the need. In addition, providers on 

the Childcare Register must provide parents with OFSTED’s address. This is 

displayed in the entrance of pre-school and can be found in this booklet 

Staff 

Headteacher   Mrs L. Mason 

Deputy Headteacher  Miss S. Mason 

Foundation Co-ordinator  Mrs G. Poole 

Lead Practitioner   Mrs R. Trewartha 

Office Manager   Mrs G. Hollis 

Chair of Governors   Mr A. Millichip 

All practitioners who work in the unit are employed by St. James’s C.E. 

Primary School. 



Useful addresses 

 

School address:  St James’s C.E. V.A. Primary School 

    Kingsway  

    Wollaston 

    Stourbridge 

    West Midlands 

    DY8 4RU 

    Tel: 01384 818 810 

 

Chief Education Officer: Education Children’s Services 

    Westox House 

    1 Trinity Road 

    Dudley 

    DY1 1JB 

    Tel: 01384 814 216 

 

OFSTED:   OFSTED 

    Piccadilly Gate 

    Store Street 

    Manchester 

    M1 2WD 

 

     



My notes... 



 



IF I HAD MY CHILD TO RAISE OVER AGAIN 
 
 

If I had my child to raise over again, 
I’d finger paint more, and point the finger less. 

I’d do less correcting and more connecting. 
I’d take my eyes off my watch, 

And watch with my eyes. 
I would care to know less, 
And know to care more. 

I’d take more hikes and fly more kites. 
I’d stop playing serious, and seriously play. 

I’d run through more fields and gaze at more stars. 
I’d do more hugging and less tugging. 

I would be firm less often and affirm much more. 
I’d build self-esteem first, and the house later. 

I’d teach less about the love of power, 
And more about the power of love. 

 
                           Diane Loomans 


