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Handbook for Parents
School Year 2021-2022
Autumn Term 2021
Monday 13th September – Friday 22rd October
Monday 1st   November – Friday 10th December
Spring Term 2022
Monday 3rd January  - Friday 18th February
Monday 28th February – Friday 8th April
Summer Term 2022
Monday 25th April – Friday 27th May
Monday 6th June – Friday 15th July
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If a Problem Arises/Complaints
1. The first step in solving a problem or raising a concern is to talk to your child’s key person or the Headteacher, Zelda.
2. If no satisfactory outcome can be reached the parent may then make a formal complaint and this should be in writing to the headteacher via the school office.  An investigation in to the complaint will take place and you will be informed as to the findings within 15 school days. 
3. If you still remain dissatisfied after an internal investigation has taken place and wish to take matters further then the complaint is escalated to Stage 2 when a meeting will be organised with the trustees complaints committee. 
4. Finally, you are entitled to take your complaint to Ofsted. Contact details are:
Ofsted National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD or telephone: 0300 123 1231 or email: www.ofsted.gov.uk/parents
Please see our Complaints Procedure for further information. 
All the school’s policies can be found on the shelf outside the school office. Most of our school policies are also available on the website www.zeldaschool.co.uk 
Management of The School

The charity Zelda School has a board of trustees who are responsible for the school. They are currently:
Zelda Astley, Russ Monhemius, Theresa Robertson and Kathryn White.
The Headteacher of Zelda School is Zelda Astley.
The Deputy Manager is Jackie Cockerill.
Health and Safety
At Zelda School the welfare and health of the children, volunteers and staff is of paramount importance. The school has a comprehensive policy on Health and Safety and you can find the full document in the Policy file outside the office along with all the school’s policies and procedures and other information for parents. The Health and Safety policy includes information about risk assessments, fire procedures, recruitment, outings and visits, and how we keep the premises including the outside area safe and secure.
Sickness and Accidents
The school also has an Accidents, Illness and Medication Policy. All teaching staff have completed Paediatric First Aid Training. In the case of an emergency and if parents cannot be contacted the staff will act in the best interests of the child and will accompany the child to hospital if necessary.
Children who are unwell should be kept at home, to keep them more comfortable, to help them recover more quickly and to avoid transmission of infection. If a child becomes unwell at school, the parents or carers will be contacted and asked to collect their child. If a child has suffered from vomiting and/or diarrhoea they must stay off school for 48 hours after the last bout. This is a recommendation from the World Heath Organisation to avoid the spread of infection.
Information about how we reduce the spread of infections, particularly COVID19, can be found in our Health and Safety policy and in our Risk Assessments.
Homeopathic Remedies
A small number of commonly used remedies such as arnica and calendula are available and can be offered as part of first-aid treatment. You will be given a separate form to sign to give permission to use these medicines.
Medication
If your child has to take medication during the day, whether regular or occasional, you will be asked to fill in an agreement for teachers to administer medicines (this can be obtained from the office), which provides the staff with information about timing, dosage, storage etc.
Welcome to Our School
The staff and trustees of Zelda School would like to extend a very warm welcome to you as you join our school community. We hope that the education your children will receive will live up to your expectations and make all your efforts to come here worthwhile.
This handbook, together with meetings and conversations you will have with the staff, will help familiarise you with the ethos, structure and day-to-day running of the school. Of course we cannot put everything into one handbook so if you have any questions do not be afraid to ask.
The School Day
Zelda School runs from Monday – Friday
Full day sessions run from 9am – 3pm, half day sessions from 9am – 1pm.
If your child is not able to attend on one of their usual days due to sickness, holidays etc. please let us know by phoning or texting the school phone – 07400 576 116.
Arriving and Going Home
The school day starts at 9am. Parents must ‘hand over’ their child to a member of staff and parents may not leave their children until 9am. Please arrive on time, as it is harder for children to settle into the group if they are late. We spend at least the first half an hour of each day outside so please make sure your child comes to school already dressed in appropriate outdoor clothing.
Children should be encouraged to be responsible for their own belongings.  They should walk, not be carried in to school, find their name card and hang up their own coats, bags etc. in the appropriate places.
When you hand your child over to a member of staff please let them know anything that may affect the child’s day for example if they have a had a bad nights sleep or not eaten breakfast. It would be helpful to teachers if parents could arrange appointments for anything other than this or urgent matters for the end of the school day, in order that staff can be allowed to focus on the children at this important part of the day.
Parents, or other adults collecting children, are responsible for those children once they have been handed over to them.
Parents are responsible for informing the school of any changes in collection arrangements. We will not allow a child to go home with anyone else if we have not been informed.
Courtesy to Holifield Farm Project
Holifield Farm Project are very generous and supportive to Zelda School. In return we ask that parents show courtesy and consideration for the volunteers and residents of Holifield Farm. For everybody’s safety and wellbeing we ask you;
· To not park at or obstruct any gates or the roads through Holifield Farm;
· To drive at the allocated 5mph speed limit through the farm;
· To arrive in good time and leave as promptly as possible;
· To close the school gates behind you whenever you walk through them, even if it appears that someone else is coming in or out behind you;
· Not to bring dogs onto the school premises, and to keep them in the car and not allow them to run over the Holifield site;
· Not to smoke on the school premises.  (This is a legal requirement.)
If these requests are not respected we may jeopardise our place at Holifield Farm.
Please car share or park in Gweek Seal Sanctuary and walk up the field at the back of the car park whenever possible to help reduce the traffic on Bonallack Lane. The residents of Gweek and Bonallack Lane are our neighbours. In order to maintain good relations with them, please drive slowly, we would rather you were late than were involved in an accident.
Failure to collect children
If you cannot collect your child from school, or you are going to be late please contact the school as soon as possible on: 07400 576 116
If nobody has collected the child or contacted the school after 15 minutes we will try to contact the parents or carers and you will be charged £5 for each extra half hour or part of.
If after half an hour the parent or carer is still unavailable, the staff will contact the emergency contact authorised by the parents/carers. It is in the child’s best interest that we have more than one emergency contact number.
Where it has been impossible to contact either the parents or any of the emergency contacts, the staff will then contact Social Services and or the police. This is all written in our Delivery and Collection of Children Policy.
Behaviour Management
At Zelda School we aim to provide children with the knowledge, skills and confidence to become democratic, self-respecting, loving people and this includes developing an understanding of how to behave appropriately and respect other people.
The teachers endeavour to be role models worthy of imitation by treating children, parents and one another with friendliness, care and courtesy. We expect all visitors, families and people in the school grounds to do the same. Our daily activities build a rhythm to the day, which provides a comforting knowledge of what to expect, thus supporting positive behaviour. Positive behaviour is also encouraged through the use of adult attention, smiles and praise.
If inappropriate behaviour does occur during the school day it will be dealt with in an age appropriate manner and may incorporate the following techniques:
· Distracting the child in a playful manner.
· Redirecting the child to a new focus or activity.
· Gain the child’s attention with a look, gesture or word to make them aware of our observation.
· Remove the child from the situation and engage him/her in an adult led activity. This stops the inappropriate behaviour, refocuses the child’s attention and enables him/her to calm down. When appropriate the child returns to the group.
· A watching chair may be used to allow the child time to watch the other children playing well, or lining up to wash hands without pushing, etc. This will involve sitting with an adult and talking with the adult about what the other children are doing e.g. “Look at how Tommy is waiting for his turn without pushing the other children in front of him”. 
We will work in partnership with children's parents and other carers.  Parents will be regularly informed about their children's behaviour by their key person.  We work with parents to address recurring inconsiderate behaviour, using our observation records to help us to understand the cause and to decide jointly how to respond to the behaviours. 
When children are tired, unwell or hungry they often exhibit inappropriate behaviours. Please help your child by making sure they go to bed early on school nights and by giving them a good breakfast. If your child is unwell please allow them time to recover before returning to school.
More information is available in our Behaviour Management Policy.
The Kindergarten Rhythms and Routines
The Kindergarten day begins with a period of outdoor activity, perhaps helping in the garden, or building with small logs, driving a bus made from upturned furniture or digging in the sand. During this activity time, teachers and assistants are usually engaged in a task, such as preparing the dough or snack, and children are free to help with these jobs if they so wish. Particular jobs will be done on certain days, for example Monday is gardening, Tuesday cleaning, Wednesday preparing snack, Thursday cleaning the outdoor kitchen and Friday we make bread. 
A welcome song is sung every morning to bring the group together to start the day, and then the children go in for circle time, followed by snack time. The activities in circle time help to focus the children’s attention, develop their linguistic skills and help strengthen their motor skills. This is a time when the children come into a circle to sing songs and play games, and rhythmical verses are spoken and acted out. Listening and clear articulation is practiced and the children develop a rich repertoire of songs, stories and poems.
The day is structured so that there is a varied pace, with periods of expansion and contraction to provide a balance between times of activity and times of rest. In practice, this means that creative play is followed by a more concentrated ring time, or outdoor activity by a quiet story. The latter is a comparatively short period in the Lower Kindergarten and is extended for Upper Kindergarten.
At 12 o’clock a tidy up song will be sung and then the children will all gather for a short yoga session.
Lunch is served at 12.20pm. Everyone gathers for a blessing on the meal before eating. A healthy pudding, which may be cut fruit, crackers and cheese, or a cooked pudding follows lunch.  Meal times offer opportunity for moral, social and mathematical development to work together as children engage in sharing food, partake in conversation and listen to each other. The children may be asked to help to clear up at the end of the meal.
Lunch is followed by a short playtime and then a rest time in the Lower Kindergarten at 1.20pm. Children and adults collect their blankets and lie down for a quiet, rest time. Some children may fall asleep and all the children are expected to lie still for at least 15 minutes. Rest time is followed by another activity and free-play session.
During the afternoon the children may make things for particular festivals such as decorations, mobiles, lanterns etc., either to decorate the classroom or take home. The children are welcome but not required to ‘help’ with any activity and they are expected to engage in the activity only as long as their interest lasts.
Towards the end of the day the teacher and assistants begin the tidy-up song to initiate clearing things away and the children join in helping each tool or object to find its place – sorting, matching, folding and stacking. Tidying up is an important task and it is done in such a way that it does not occur to the children that it is something that spoils their fun or is a tedious chore. It is done out of imitation of the adults and soon becomes part of the rhythm of the kindergarten day.
Story time is always a very special moment in the day. The mood is hushed and the expectation is that children will listen and respect that this is a quiet time. The children are told many wonderful stories that belong to the literary heritage of childhood. Fairy tales and nature stories address the feeling realm and awaken a moral sense. A well told story creates appreciation for the human voice, extends vocabulary and aides the development of good memory and imagination. Children love to hear the same story many times and delight in the repetition which brings the opportunity for children to familiarise themselves with the material and deepen their relationship to it.
The kindergarten day follows this consistent and predictable pattern. The children do the same things at the same times, carried through imitation of others. Within the rhythm the children feel held and secure and rarely express a wish to be excused from an activity or event.
In the Upper Kindergarten the morning is a working time with adult led learning or instruction followed by self-initiated learning. Children are given broad topics, which they may research and expand upon themselves, taking the learning in the direction that interests them. The learning may be taken outside and towards the end of the session the children will come back together and share what they have discovered. In the afternoon the Upper Kindergarten have the opportunity to develop their art and craft skills, learn languages, gardening, cooking, musical instruments, practise reading or take part in smaller group work. They will also be busy making things for particular festivals to decorate the classrooms.
Children are usually hungry at the end of their busy day so we recommend you bring a snack for them to enjoy on the way home.
Volunteers
All parents are invited to help us maintain the grounds and buildings and this can be done in a number of ways:
· The whole school and grounds are a NO SMOKING, NO ALCOHOL AND NO DRUGS area.
· No litter should be left and please pick up any that you find.
· There is a rota for cleaning your child’s classroom. This can be done anytime between 3pm on Friday and 8am on Monday. 
· There is a sign up sheet for gardening and a board with gardening jobs by the entrance.
· There will be a four workdays throughout the year, please come along to help out on these days whenever you can.
Please be assured that no pressure will be placed on anyone to do more than they can manage. We are all busy and have time constraints but it is an excellent way to meet people and get the opportunity to see very intimately what your children do and where they are as well as becoming integrated into the school community.
We  have two class reps, one for each class. Their job is to help organise the termly work days, encourage other parents to sign up to rotas and to help at fundraising events and festivals.
We also have The Parent’s Association which is run by parents with the staff and will meet regularly and plan work, fundraising and festivals throughout the year. Please come along to the group meetings, the dates for which will be in your regular newsletters.
Festivals
Throughout the year the school will celebrate particular festivals and parents will be invited to take part and help organise these events. Some of the festivals we celebrate are: Beltane (May Day), Imbolc, Samhain (Halloween), the Solstice’s (Midsummer and Yule), and the Equinoxes. We may also celebrate other festivals from around the world e.g. Chinese New Year, Diwali, etc to help the children develop their knowledge and understanding of the wider world.
What Your Child will Need for School
The Kindergarten is a place for doing – a place for children to be active and use every part of their bodies. For young children, play is their work and Kindergarten is the setting for this work. Therefore, parents are asked to support the school by encouraging (and if necessary insisting) their child to dress appropriately. These are the basic requirements:
· Clothing should be clean, not inhibit movement and be appropriate for the time of year.
· Large graphics, pictures and logos are unsuitable. Clothes with super heroes and television characters tend to influence the play and therefore inhibit our children’s imaginations.
· No dressing-up clothes, jewellery or make-up should be worn.
Each child should have:
WATERPROOF JACKET – which really works, is clearly named and has a strong hanging loop.
WATERPROOF TROUSERS – Details as above
WELLINGTON BOOTS – named inside the top of each welly. Shoes that the children can put on themselves are fine for outside on dry days, sandals, which stay on, are fine when it is hot.
WARM SLIPPERS – Which stay on and your child can put on alone, again clearly named. 
HAT – A warm well-fitting hat for Autumn and Winter, and a sun hat for Spring and Summer
A BAG CONTAINING A SPARE SET OF CLOTHES.
A PLASTIC OR WATERPROOF BAG – For wet clothes.
If clothes do not have your child’s name in, we will write their name on the label with a permanent pen. If you have any objections to this please let us know and make sure you label your children’s clothes yourself.
Occasionally your child may need to borrow clothes from school, please wash and return the items promptly so we do not run out of spare clothes.
If your child is not potty trained please provide the following:
NAPPIES – enough for each day. We will use organic, hypoallergenic wipes during nappy changes but please provide your own if these are not suitable. A BAG FOR WET/SOILED NAPPIES. Please see our Nappy Changing Policy and Procedures for more information.
Please sign this slip and return it to school.
If you have any issues you would like to discuss before signing this sheet please feel free to contact Zelda on 07400 576 116 or email zelda.astley@zeldaschool.co.uk
· I have read this booklet and fully understand the contents.
· I accept the schools policies. I have read the health and safety section and I understand that the school takes measures to protect the wellbeing of my child.
· I understand how to make a complaint and who to contact if I have any issues.
· I understand that as a parent I should support the work of the school through practical contributions and by working in partnership with the teaching staff.
Signed ____________________________________________
____________________________________________________
Parent/Guardian of………………………………………
Date____________________
Please sign this slip and return it to school.
If you have any issues you would like to discuss before signing this sheet please feel free to contact Zelda on 07400 576 116 or email 
zelda.astley@zeldaschool.co.uk
· I have read this booklet and fully understand the contents.
· I accept the schools policies. I have read the health and safety section and I understand that the school takes measures to protect the wellbeing of my child.
· I understand how to make a complaint and who to contact if I have any issues.
· I understand that as a parent I should support the work of the school through practical contributions and by working in partnership with the teaching staff.
Signed ____________________________________________
____________________________________________________
Parent/Guardian of………………………………………
Date__________________
