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Welcome to 

Grow Learn Play Project CIC  

T/as East Street Early Years 
 

 

Parent Handbook 

 
  Year 2021 

                                                              OFSTED Registered:  

 

 

 

The aim of this booklet is to explain a little about us and to answer some of the questions that you may have about the general day to 

day running of our Early Years. 
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 The East Street Centre  

Calder Close, Banbury, Oxon 

01295 257100 

Theresa.baker@esey.uk 

 

 

                                                                        Our promise to you 

East Street Early Years is a caring Early Years unit, and all the staff are dedicated to giving the children in their care a positive 

experience. We encourage parents to be involved in their children’s learning and you are welcome to come and visit at any time.  

 

The Directors have an ‘open door’ policy and if you have any questions or concerns, we would be happy to discuss them with you.  

 

We will: 

• provide a safe and stimulating environment that meets the needs of every individual child, in which creativity can flourish and 

where success, joy and fun abounds. 

• provide a dedicated team who are caring, enthusiastic and committed to providing a high quality of care and education. 

• work in partnership with all parents and carers to meet your child’s individual needs. 

• support the many transitions that your child may be faced with during their time with us and to help them to acquire valuable 

life skills for the future. 

• allocate a key person who will care for and support your child, through quality interactions, observing and monitoring their 

holistic development and planning ways forward. 

• provide a well-equipped environment with a wide range of resources and a lovely large garden for children to play outdoors. 

 

East Street Early Years Terms & Conditions.  

 

In order for us to maintain our high standards, it is important you read the following regulations: 

 

Age of Admittance: 

Three months to five years- Early Years 

5-11 years Play scheme 

 

Hours of opening: 

 

Monday to Fridays 8.00am-6.00pm 

 

The setting is open 51 weeks of the year. It is closed for statutory bank holidays and one week of shutdown in December. No 

charges apply when the setting is closed.  

 

Fees 

 

Fees do not include: morning and afternoon snack.  If your child attends during the lunchtime period, you will need to 

provide a packed lunch for them and daily snacks. 

 

We offer a variety of session times outlined on our waiting list registration form. 
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Children who are leaving the setting to start school may be able to attend during the summer period. Please indicate to the 

early years Manager if you would like your child to stay during this period.  

 

 

Sickness 

 

Please notify the setting on 01295 257100 if your child is unwell and unable to attend their booked session. 

 

If your child becomes ill whilst in our care or has an accident (other than minor bumps or grazes etc.) we will contact, you to come and 

collect him/her. It is important, therefore, that you inform us of any changes to your personal circumstances or contact details.  

 

All our staff are trained in Paediatric First Aid. Any minor accidents (cuts, bruises, bumps etc.) will be treated by a member of staff. 

 

 

 

 

  Jennie                                                                     Gala Bear room leader   Amanda- cub room leader  Nurture room coordinator 

Finance Director 

 

 

Melissa               Susan                 Jax                    Jade                    Kerry               Finn                 Sarah               Sam 

               

   

Jade          Sue                           Kitty                  Jamie-Lee           Donna                Tash                               

 

 

 

 

 

 

                             

Theresa  

Managing 

Director 

Jemma 

Educational 

Director 
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Who are OFSTED? 

OFSTED stands for The Office for Standards in Education and is a Governing Body who determine the standards of care and education 

for all children’s day care settings, including pre-schools, schools, after school clubs etc.  OFSTED inspections are carried out every 

three years to determine the standards of care and education that are being provided by a child care setting.  In relation to early years 

they are inspecting to make a judgement of how we are meeting the statutory requirements of the Early Years Foundation Stage (2017).  

Our Unique Reference Number is 133600 and a summary of our last inspection rated “GOOD” carried out in March 2015 can be 

accessed via www.ofsted.gov.uk  

 

What will I need to bring? 

 

Nappies 

 

For children who are in nappies we ask that you provide a supply of nappies and wipes in a named bag with a change of clothes.  For 

children who are toilet training a change of clothes is also recommended, again in a named bag.  However, please do not worry.  We 

always have spares!!! 

 

Food & Nutrition 

 

Meals are an important part of the day. We ensure that your child gets a healthy balanced snack from home. If staying for lunch your 

child will require a packed lunch containing a cool pack to keep the items fresh and may we state that no nuts or nut products are 

allowed in packed lunches to enable us to eliminate the risk for any of our children with allergies. Breakfast and snack tea can be 

provided by parents/carers also   Fresh drinking water and milk are both available throughout the day. 

 

We will encourage a good standard of table manners and behaviour and this will be consistent. 

• Individual dietary requirements will be respected. 

• Staff will set a good example regarding table manners 

• Children will be encouraged to say ‘please’ and ‘thank you’ and to sit at the table together. 

• Conversation will be encouraged but no shouting 

• Children will be encouraged to try a small piece of everything 

• A child will never be forced to eat food that he/she does not like 

• Quantities will be given according to a child’s age and appetite 

• Slow eaters will be given time to eat at their own pace 

• Menus will be displayed for parents to see.  

 

 

Clothing 

 

Messy play and paints are part of the continuous provision for your child to choose throughout the day.  

Whilst we do have a supply of aprons, it is not always possible to protect clothing when in the midst of creativity!  Therefore, please 

can we request that children are dressed in appropriate clothing when attending the Early Years and not their very best attire in case of 

mishaps! A full set of spare clothing should be supplied for your child.  

Please ensure children are dressed appropriately for the weather forecast as we do take spontaneous trips out to local places such as 

the park or shops, on cold wet days they will need a warm coat, wellies, hat and scarf etc. and on hot days’ sun hats and sandals. 

All items of clothes, hats, bags etc. must be clearly named to ensure it can be returned to the rightful owner. Unnamed items not 

claimed will be sent to the charity shop at the end of each month.  

 

 

Settling in / dropping off 

 

East Street Early years recognises and celebrates the uniqueness of every child in our care and will, therefore, strive to provide your 

child with the individual care and support that they need upon their transition into the Early years. At the initial settling in session your 

child’s Key Person will discuss with you any further action needed to help your child settle. We are aware that for some children the 

initial first few visits can be distressing and this in turn will be upsetting for you.  Therefore, if your child is distressed, we will 

http://www.ofsted.gov.uk/
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telephone you to let you know how they have settled.  However, we do not believe that it is in the best interests of the child if they 

remain distressed for a prolonged period after you have gone and will, therefore, telephone you to return to the Early years.  The 

Manager/Key Person will then discuss with you the different strategies that can be used to support your child to help them settle into 

Early years’ life as smoothly as possible. 

 

 

What do we do when we get to the early Years? 

 

8am – 6.00pm 

 

For our children arriving before 9am, the main entrance into the early years will be open and so please ring the intercom system then 

proceed to the main door, ring the doorbell to alert staff to your arrival and then a member of the team will be with you as soon as 

possible.   Staff will record your child’s name into the signing in book in the room, along with their time of arrival.  Breakfast is 

available for children arriving between 8am – 8.40am and staff will offer your child the breakfast provide from home.  

 

9am 

 

If your child is due to arrive at 9am please wait outside and the garden gates will be opened promptly at 9am.  Unfortunately, we are 

unable to allow access to children starting at 9am before this time due to restrictions on staff ratios.  your child’s name will be recorded 

into the signing in book in the room, along with their time of arrival. Staff will then be available to welcome the children, to answer any 

brief questions that you may have and to share in any exciting news or events that may have happened outside of the early years.  If 

you wish to speak to either the Manager or your child’s key person regarding a particular issue it may be necessary to book a more 

convenient time for later in the day, when all the children have settled after saying their goodbyes and are having lots of fun! Please 

can we request that all administrative queries regarding hours or bills be directed to our Early Years manager or Assistant manager to 

allow staff to dedicate themselves to caring for the children. 

 

As your child begins to settle with greater confidence, we will be focusing on developing their independence skills.  It would be great if 

you could encourage your child to independently hang up their own coat and put their lunch bag away before saying a brief farewell. 

 

Children’s belongings and toys from home.  

We understand that a child may have an emotional attachment to a personal belonging from home, such as a toy or blanket and accept 

that this item may be instrumental to the child’s feeling of emotional wellbeing and sense of belonging while in care in our setting. Our 

practitioners are committed to settling your child into the setting with the use of familiar ‘comforters’  

Toys brought from home can cause conflict between children in care. Children can also be devastated to have their favourite toy 

misplaced or damaged.  

We request that families clearly label all items that come into the Early Years, for staff to correctly identify your child’s belongings and 

to ensure they are returned. Unmarked items will be placed into lost property (this is a box in the main corridor) and we ask families to 

check this regularly for missing items. 

The setting seeks families understanding when items are lost. Practitioners will take all care possible to minimise lost items but ask 

families to be aware of the number of children at the setting each day and the priority of the practitioner to be caring for and educating 

children. 

 Excessive time cannot be allocated to searching for lost items as this compromises the amount of time spent on other more important 

tasks.  

• Parents / carers of children who bring special belongings into the setting will be asked to place them in their child’s bag to reduce the 

likelihood of them becoming lost or broken. However, we must make it clear that whilst all care is taken, East Street Early Years are not 

responsible for damaged, lost, or stolen items. 
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Parking 

The East Street centre has limited parking. Please ensure that you drive carefully on our site and are considerate to other users (i.e., no 

blocking people in). please refrain from occupying disabled spaces unless you have a disabled permit.  

 

Parents as partners 

East Street Early Years staff will liaise with parents to build good relationships in which we can work together for the benefit and welfare 

of all the children. Parents are regarded as members of our setting who have full participatory rights. These include a right to be: 

• valued and respected. 

• kept informed. 

• consulted. 

• involved.  

• included at all levels. 

As a community based, voluntary managed setting, we also depend on the good will of parents and their active involvement to help 

ensure that the Early Years continues to provide the best possible care and education that we can.  

We recognise that as parents you are the first and most important educators of your child.  All the staff see themselves as partners with 

parents in providing care and education for your child. There are many ways in which you can assist us in ensuring your child has the 

best possible standards of care, fun and learning experiences whilst with us, such as 

• by exchanging knowledge about your children's needs, activities, interests and progress with the staff. 

• parents will have access to their child’s records 

• Parents will be given a copy of policies and procedures relating to the setting on request 

• Volunteering as a parent helper; joining us on an outing- all parents are welcome to visit the setting at any time. 

• sharing your own special interests/occupations with the children. 

• helping to provide, make and look after the equipment and materials used in the children's play activities.  

• being part of the management trust of the setting; the management Committee is made up of friends and users of the setting. 

If parents would like to become involved in the work of the committee, they should contact the Early Years Manger who will 

provide them with information on how to join.  

• taking part in events and informal discussions about the activities and curriculum provided by the setting, discussions on 

children’s progress on a regular basis. Parent’s consultations are held three times per year but the staff are always happy to 

chat to parents.  

• joining in community activities in which the Early Years takes part; and building friendships with other parents in the setting. 

Parents will be kept informed of events, outings, etc. happening at the setting, usually in the form of a flyer, letter, or poster.  

• East Street Early Years will issue a questionnaire to parents annually to enable them to feedback comment on the setting.  

However, much time or experience that you can share, can make a huge difference to your child’s time at the setting.   

 

Dietary Requirements 

On the initial ‘Personal Information’ (child information pack) document that you are asked to complete there are specific questions 

regarding your child’s dietary requirements. If your child has an allergy, your child’s key person will speak with you to ensure a full 
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understanding of requirements are obtained. If these requirements change whilst your child is with us, please tell us and then we can 

accommodate any changes with immediate effect. 

 

 

 

Lunch time 

 

If your child will be joining us for lunch, they will require a packed lunch with them in a named lunch bag/box.  Please can we request 

that a cool pack is placed inside to keep any perishable items fresh and that may we also request that no nuts are provided to eliminate 

the risk for any children with allergies.  Thank you. Please can you label what is in the lunch box for reheating purposes.  

The staff team are available to help the children with opening any tricky packaging. Once again this is a lovely social occasion and a 

wonderful opportunity to promote those manners! 

 

 

 

Fresh water is available for the children all day in jugs provided in the rooms.  

 

Sleep/rest times  

Although we do find that many of our children are often too distracted to find the time for a sleep, we have a designated sleep and rest 

area is in place in the Cub room.  If you would like your child to continue to have a designated rest time within the early year’s day, 

please speak to their key person so that we can ensure that we are being consistent with your routine at home. 

 

At the end of your child’s Early Year’s day ... 

 

At the end of your child’s day parents and carers are asked to use the intercom system to obtain access to the early years.  

The garden gate will be opened by a member of staff, this will give your child the opportunity to show you any work they have done 

throughout the day and for you to collect any messages or art and craft from your child’s room.  

Unfortunately, it is not possible for staff to give individual feedback at the end of each day due to most children being collected at the 

same time, staff will however highlight any specific information such as accidents etc. If there are times when you require more detailed 

feedback of your child’s day, please speak with your Keyperson in advance so a time can be arranged.  

It is important that children / parents leave promptly so that staff to children’s ratios can be maintained for the ongoing session and that 

staff leaving to collect their own children are not delayed.    

If you need to collect your child early, please let us know ahead so that we can minimise disruption to the story times and group times 

that will be going on at this time.  Before leaving, please ensure that you sign your child out, check whether your child for any fantastic 

creations that they have been making.  

 

For those children staying to 6.00pm please arrive to allow time for feedback and collecting children’s items so that staff can close the 

early years promptly at 6pm.  

Please see later paragraph re additional charges for late collections.  

 

Outings / Links with the community  

As practitioners we recognise the importance of helping the children to recognise and feel part of their local community.  We enjoy a 

variety of different outings and try to involve the child in a variety of experiences outside of the setting. We very much like to be 

spontaneous in the setting and follow the children’s lead as and when ideas arise.  Therefore, within the child information pack that you 

complete before your child starts the Early Years we ask your permission to take your child on short supervised outings around the 

local area.  This will involve small group outings to the park, shops etc.  For outings involving larger groups of children we will require 

parent support to assist us with supervision and you may be asked to complete a separate permission letter.  
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There will be at least one member of staff with experience/qualification in first aid to accompany children on trips. Where there is a 

larger group of children there will be several members of staff with relevant first aid knowledge.  

Whenever possible outings will be within the times of the settings day, however if due to unforeseen circumstances a delay should 

occur the setting  will be contacted and an alternative collection point offered to avoid any inconvenience.  

 

Staffing 

We provide a staffing ratio in line with the Welfare requirements of the Early Years Foundation Stage to ensure that children have 

sufficient individual attention and to guarantee care and education of a high quality.  These ratios are determined as follows: 

0.3 mths-2 year olds- 1 staff member to 3 children 

2 year olds  - 1 staff member to 4 children 

3 & 4 year olds - 1 staff member to 8 children. 

 

Where finances allow, we endeavour to staff above ratio to provide a high quality of care. 

Our staff are appropriately qualified, and we carry out checks for criminal and other records through the Disqualification & Barring 

System in accordance with statutory requirements, accompanied by references from previous employers.   

A minimum of 2 staff members are on the premises at any one time.  

As a team, the staff communicate regularly to undertake curriculum planning and to discuss children's progress, their achievements 

and any difficulties that may arise from time to time. We support the work of our staff by holding regular supervision meetings and 

appraisals and are highly committed to supporting their personal and professional development, allocating money from the settings 

budget for external training courses. 

 

The majority of the staff team have been trained in Paediatric First Aid ensuring that whilst in the setting or on an outing, should the 

need arise, more than one paediatric first aider is always available to administer first aid. 

All of the staff have undertaken generalist or specialist Safeguarding Training. 

 

 

Key Person 

The Early Years Foundation Stage (2017) requires every child entering any Early Years setting to be allocated a Key Person. This key 

person can support the child to experience their new routine and help children to understand clear boundaries which may help the 

child to feel in control and gain a sense of belonging to their environment.  

The key person is available to meet with you for discussions and consultations on your child's progress.  Such discussions may need 

to be at agreed time either within or towards the end of the day as upon arrival staff will be involved with settling all of the children into 

their day.  All parents/carers will be invited to parent’s consultation three times per year to discuss your child’s progress and celebrate 

their achievements in much more detail.  

Where necessary a secondary key person may be instated to provide a greater consistency of care should the primary key person be 

absent. The key person will also be responsible for compiling your child’s ‘Progress tracker’ This is a document that is completely 

unique to your child and will consist of a variety of observations of your child, This will be documented on Tapestry which you can 

access through an App and a folder which is always available to you to see. Your child’s progress in relation to the Early Years 

Foundation Stage (2017) and to plan for their next steps will be through the Tapestry online learning journal.   

We encourage parents/ carers and families to contribute to their child’s learning journals through pictures and comments as this 

provides a full insight into the child’s learning and helps the Key Person to keep up to date with children’s interests.  
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Transitions  

The setting is split into two rooms; Cubs room (0-3years), and Bears room (3-5 years). Children will move from one room to another 

as they reach the age for the room or are developmentally ready.  

Children will make visits with their Keyworker prior to the children moving into another room. This will be accommodated at quitter 

times. Parents/ carers will be notified of any changes to their child’s Keyperson. 

Should it be felt by the Parent or the Key Person that any difference to these transitions is needed for the welfare of the child a 

discussion will be held with the setting Manager/ Assistant Manager and an action plan agreed.  

 

Moving on to Primary School 

As an independent Early year setting we pride ourselves on our strong links with the local schools, and many of our children progress 

from the setting to Infants together, forming firm friendships.  

Throughout the year visits are made from the local school reception class teachers for activity mornings   

Reception teachers will visit the children starting school to observe them within the setting environment and in the  

Our School Liaison and Transition Co-ordinator is: Jemma Kerby (Educational Director).   

 

Birthdays 

Every child’s birthday is a time of celebration and we love to share the enjoyment of these special milestones in their early lives.  

Birthday boards are displayed with all of the monthly birthdays that we will be celebrating, and either on the day, or the closest day to it 

your child will have the opportunity to wear the birthday hat (if they want to!) and the children and staff will sing ‘Happy Birthday’ to 

them.   Some parents/carers chose to bring in cakes or sweets to give out.  This is completely by choice and if so, these will be given 

out as the children are leaving normally by the birthday boy/girl. Please remember our ‘no nuts’ policy. 

 

Children's development and learning  

 

Our provision for children's development and learning is guided by The Early Years Foundation Stage (DFE 2017). This brings together 

Birth to Three Matters, Curriculum Guidance for the Foundation Stage and the EYFS (2008). Our provision reflects the four key themes 

of the Early Years Foundation Stage. 

 

 

 

A Unique Child 

 

‘Every child is a unique child who is constantly learning, and can be resilient, capable, confident and self-assured’.  

 

We do this by: 

• understanding and observing each child’s development, assessing their progress and planning next steps 

• supporting children to develop a sense of their own identity and culture 

• identifying any need for additional support 

• valuing and respecting all children and families equally 

 

Positive Relationships 

‘Children learn to be strong and independent through positive relationships’. 

 

Positive relationships within pre-school are:  

• warm and loving, and foster a sense of belonging 
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• sensitive and responsive to the child’s needs, feelings and interests 

• supportive of the child’s own efforts and independence 

• consistent in setting clear boundaries 

• stimulating 

• built on our key person approach 

 

Enabling Environments 

 

‘Children learn and develop well in enabling environments, in which their experiences respond to their individual needs and there is a 

strong partnership between practitioners, and parents and carers’. 

 

We value all people and learning and provide: 

• stimulating resources relevant to all the children’s cultures and communities 

• rich learning opportunities through play and playful teaching 

• support for children to take risks and explore 

 

Learning and Development 

‘Children develop and learn in different ways. The EYFS framework covers the education of all children in Early Years, including 

children with special educational needs and disabilities’. 

We assist children on their learning journey by providing challenging and playful opportunities across the 3 prime areas and 4 specific 

areas of learning and development. These opportunities foster the characteristics of effective early learning which are: Playing and 

exploring finding out and exploring playing with what they know being willing to ‘have a go’ Active thinking being involved and 

concentrating keeping trying enjoying and achieving what they set out to do Creating and thinking critically having their own ideas 

making links choosing ways to do things. 

The 7 areas of learning and development 

 

Your child will be learning skills, acquiring new knowledge and demonstrating their understanding through 7 areas of learning and 

development.  

Children should mostly develop the 3 prime areas first. The prime areas are fundamental and work together. They develop quickly in 

response to relationships and experiences, and support development in all other areas. 

These are:  

• Communication and language;  

• Physical development; and  

• Personal, social and emotional development.  

These prime areas are those most essential for your child’s healthy development and future learning.  

As children grow, the prime areas will help them to develop skills in 4 specific areas. These are:  

• Literacy;  

• Mathematics;  

• Understanding the world; and 

• Expressive arts and design.  

These 7 areas are used to plan your child’s learning and activities. We ensure that activities provided are suited to your child’s unique 

needs. This is a little bit like a curriculum that you will find in a primary school but specifically for very young children, and allows staff 
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the flexibility to follow your child's unique needs and interests. 

 

The Progress Check at age 2 

The Early Years Foundation Stage requires that we provide parents with a short written summary of their child’s development in the 

three prime areas of learning, between the ages of 24 – 36 months.  Your child’s key person will be responsible for compiling this 

summary, using information from their own observations, and by taking account of your own views and comments, and in some cases 

contributions from other professionals. 

Positive Behaviour Management  

From time to time during their development, children will display challenging behaviour as they learn how to make sense of the world 

around them and the relationships they build. Positive behaviour management helps support children through these times, however 

should a child’s behaviour escalate to more serious incidents, further intervention and support may be needed.  

(Should further interventions be required to support your child the Key Person, Behaviour Co-ordinator and SENDCo will follow our 

setting policy and procedure. This is available on our website or a copy can be obtained on request).  

 

Our Behaviour Co-ordinator’s are:  Theresa Baker /Rachel Gilkes 

 

Additional needs  

We endeavour to meet all children’s individual needs and aim to include every child regardless of any special need or disability, whilst 

ensuring the needs of other children are not disadvantaged. We are committed to working in partnership with parents/carers and any 

other professionals that may be involved in the care and education of a child to help ensure that they are happy and settled. We abide 

by the Special Educational Needs Code of Practice (2001) and our designated Special Educational Needs and disability Co-ordinator is:  

Theresa Baker/Rachel Gilkes 

 

Admissions 

It is our intention to make our Early Years accessible to children and families from all sections of the local community. 

Children are welcomed into our Early Years from Age 3mths.  We do not require them to be toilet trained. Families receive free settling 

in sessions to help their child settle into the Early Years life.   It is the parent/carer’s responsibility to ensure that pre-school has the 

correct contact details for children on the waiting list and to inform us of any changes to these details once they have started. 

We offer places for those entitled to 2 year old funding and Government universal and 30hour funding for three and four year olds. 

Places are offered in line with our admissions policy ( a copy can be obtained on request).  

 

 

Funding 

 

 2  year old funding  

You may be eligible for free childcare if your 2 Year child has: 

• a current statement of special educational needs (SEN) or an Education, Health and Care Plan 

• receives Disability Living Allowance 
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• is looked after by the local authority 

• left care through special guardianship, adoption or residence order 

 

Universal Childcare 3 -5 year olds 

All children are entitled to a free universal early education place starting the term after their third birthday. The entitlement is 15 hours 

of free early learning and care per week, provided over a minimum of 38 weeks of the year. The 15 hours will be available on a flexible 

basis, and the following will apply: 

• The minimum time your child can attend a day is 3 hours and the maximum is 10 hours. ( 6 hours only funded on each day) 

• If accessed over 38 weeks (term time only), the 15 hours must be taken over a minimum of 2 days a week. 

Parents of children due to receive, or receiving the funding will be asked to complete an entitlement form each term. The Manager 

ensures that all statutory obligations are met. 

30hours government funded childcare  

Parents of three and four year olds will need to meet the following criteria in order to be eligible for 30 hours free childcare: 

 • They earn or expect to earn the equivalent to 16 hours at National Minimum or Living Wage over the coming three months.  

• This equates to £120 a week (or c.£6,000 a year) for each parent over 25 years old or £112.80 a week (or c.£5,800 a year) for each 

parent between 21 and 24 years old and £56 a week for apprentices in their first year. 

 • This applies whether you are in paid employment, self-employed or on zero hours contract.  

• The parent (and their partner where applicable) should be seeking the free childcare to enable them to work. 

 • Where one or both parents are on maternity, paternity, shared parental or adoption leave, or if they are on statutory sick leave.  

• Where one parent meets the income criteria and the other is unable to work because they are disabled, have caring responsibilities or 

have been assessed as having limited capability to work.  

• Where a parent is in a ‘start-up period’ (i.e. they are newly self-employed) they do not need to demonstrate that they meet the income 

criteria for 12 months.  

• If one or both parents is a non-EEA national, the parent applying must have recourse to public funds 

Important information re: funding :  

Each term you will be requested to complete a funding declaration form that is requested by Oxfordshire County Council Local 

Authority, this will confirm how many funded hours you intend to claim.  

From time to time the Local Authority may audit children’s attendance at the setting to ensure this correlates to the funding being 

claimed. The Early years then provide staff for the full sessions that children have been booked in.  

If you require any further information or clarification with regards to funding please speak with Theresa Baker 

Further help to pay Childcare Fees is available such as Tax Free Childcare, please visit the Childcare Choices website to find out the 

most up to date information and what is available to you. 

https://www.childcarechoices.gov.uk/ 

Charges & Fees 

Please see registration forms 

 (Charges applied after any funded hours have been used)  

https://www.childcarechoices.gov.uk/
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******************************************************************************************** 

Please note that Government funding does not cover lunch time fees, additional ratios for outings etc,  

As a not for profit charitable organisation, we aim to cover these costs through fundraising such as raffles events and from time to time 

we may ask for additional donations. The support of all our families is much appreciated during these events and helps us give your 

children the best experiences possible-  as well as being enjoyable and memorable occasions.  

If you can help the Early Years with their fundraising such as sponsored events, cake sales at work, volunteering time or even 

organising an event for the setting such as ‘Breakfast with Santa’ it would be very much appreciated and supported by the trustees and 

staff at the setting. Please speak to the manager or your child’s Keyperson if you can help with this.  

********************************************************************************************** 

Payment 

Billing is monthly, all parents/carers will receive an invoice at the beginning of each month.  This will be placed in your child’s bag, 

emailed or handed to you by a member of staff. It is the parent/carers responsibility to check their child’s bag at the end of each 

session. Payments can be made by cash, cheque, bank transfer or childcare voucher and must be paid by the end of each month.  If 

paying by cash please try to ensure that you provide the correct amount as we do not keep cash on the premises and therefore, will be 

unable to return any change on the day. 

Fees are payable for all hours agreed upon starting the setting, regardless of attendance as child to staff ratios will be organised. 

Therefore, if your child is unwell or on holiday, a charge will still be applied. 

We do understand that many families may face genuine hardship, and in these circumstances, we would ask you to speak to the 

Manager, in confidence, immediately so that she can arrange a flexible payment plan. 

 

Late collection / additional charges 

Late collection occurs when a parent arrives after their agreed time.   

It is the parent/carer’s responsibility to make sure that their child is collected promptly at the end of their child’s session.  We 

understand that from time to time due to circumstances beyond your control you may be late in collecting your child and therefore, 

request that if you are unable to collect your child on time, you must make alternative arrangements for them to be collected and 

inform the setting as soon as practically possible.  Please note – staff will not allow your child to leave the premises if they have not 

been informed of a change of person collecting or the person is unfamiliar to them. If after 10 minutes over the agreed collection time, 

we have been unable to contact you, we will contact your nominated emergency contact and request that they collect your child. 

Please read our late collection policy, if contact cannot be made or collection not organised it may be necessary for the setting to 

contact Social Services for the continued welfare of the child. 
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Changes to agreed hours / Notice Period 

Any requests to permanently change agreed hours must be made in writing using a Change to Hours Request Form, which can be 

found in each room, and submitted to our manager Theresa Baker who will aim to respond to your request within 48 hours. Generally, 

a 4 week notice period must be provided for any such changes so that staffing can be rearranged, however at the discretion of the 

manager if circumstances allow this may be accommodated earlier and you will be advised.  

A 4 week notice period is required if a child is to leave the setting and if a child, who is in receipt of Early Years funding leaves after 

the Local Authority ‘headcount day’, they will be unable to transfer funding in that term to another setting unless extraordinary special 

circumstances have arisen such as moving house.  

 

Safeguarding children  

Our setting has a duty under the law to help safeguard children against suspected or actual ‘significant harm’. Our employment practice 

ensures that children are protected against the likelihood of abuse or discrimination.  If staff believe that your child is at risk from 

severe and immediate harm or abuse they reserve the right to contact the MASH team without gaining permission.  We do ask that if 

your child is to be absent from the setting due to sickness or for a holiday, that you do contact us.  We will contact you if your child 

has been absent for more than 3 days if we have not been informed of a reason for absence. 

Our way of working with children and their parents ensures we are aware of any problems that may emerge and can offer support, 

including referral to appropriate agencies when necessary, to help families in difficulty. We have a procedure for managing complaints 

or allegations against a member of staff.   

Early Years also asks parents/carers to refrain from discussing issues relating to the setting on social networking sites or from posting 

photos containing other people’s children that may be taken at our special events.  Staff are also discouraged from befriending 

parents/carers on such sites so please do not be offended if a request is denied. 

Our Safeguarding Co-ordinator is:  Theresa Baker 

 

Maintaining Records / Confidentiality 

It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality early 

years care and education in our setting. We aim to ensure that all parents and carers can share their information in the confidence that 

it will only be used to enhance the welfare of their children.   

The information pack that parents/carers complete and any further correspondence, will remain strictly confidential. 

Information shared between parents in a discussion/training group/committee meeting is usually bound by a shared agreement that the 

information is confidential to the group and not discussed outside of it. 

Parents may request access to any confidential records held on their child and family and the detailed procedures for this process are 

outlines in our full policies and procedures held within our Early Years 

 

 

Changes to contact details 

 

It is very important that you notify us of any changes to you contact details or emergency contact details, such as a change of address, 

telephone/mobile number or email address as soon as possible so we can update your child’s details with immediate effect. 
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Sickness 

We ask that you inform us at the earliest opportunity if your child will not be attending due to illness.  If a child is deemed unwell upon 

arrival at the setting you will be asked by the Manager/Assistant Manager to keep them at home until they are feeling better.  Please do 

not be offended by this decision. It is very important that we control the spread of infection at the setting and in order to do so we 

enforce the following for the most common childhood illnesses: 

How long shall I keep my child off if they are unwell? 

Diarrhoea /Sickness/Food poisoning Clear of symptoms for minimum of 48 hours 

Bacterial conjunctivitis Until treated with antibiotics for 24 hours 

Chicken pox Until all blisters are dry and the child is 

generally well in themselves 

Whooping cough 5 days from the start of antibiotics 

German measles 5 days from the onset of a rash 

Measles 5 days from the onset of a rash 

Impetigo 5 days from the onset of a rash 

Hand, foot and mouth Until blisters are dry and the child is generally 

well in themselves 

Mumps 5 days from the onset of swollen glands 

 

NB for the most up to date information the NHS website provides details of exclusion periods 

If your child should become unwell whilst at the setting you will be contacted and asked to collect them as soon as possible.  

One of the questions we are regularly asked is “If a sibling of a child is poorly do I have to keep my child away from the setting?”  As 

long as your child is deemed to be generally in good health we are happy for them to attend the setting as there is no guarantee that 

they will catch the same illness. 

 

Accidents  

If your child sustains an accident within the setting, we will comfort and reassure them.  The designated first aider will assess the 

extent of their injuries and either carry out immediate treatment if a minor injury or ask another member of staff to call for medical 

assistance/ambulance whilst remaining with your child.  Once help has been called for, staff would then contact you.  In the unlikely 

event that your child would need to be taken by ambulance they will be accompanied by a senior member of staff and their personal 

details taken with them. If the injury is minor, staff will complete an accident form, documenting how the accident happened and the 

injury sustained.  This form will be given to you to sign and take away with you when you collect your child and the First Aider will 

discuss with you any signs or symptoms you may need to observe for.   

 

Medication 

It is the settings policy to only administer medication that has only been prescribed by the child’s GP and that your child appears well 

enough to attend the setting.  

All medicines brought into setting need to be recorded and we will require your signature to authorise us to administer it. We are sure 

that you can appreciate there are many legal requirements to which we must adhere, and so although such paperwork can sometimes 

for a little time consuming, especially when you are in a rush, it is imperative that these forms are completed as we have a legal duty to 

do so. 

Medication must be handed to a member of staff so that it can be stored securely, please do not leave medications, creams or inhalers 

in your child’s bag  

Any medication brought into the setting must be in its original container, clearly labelled with your child’s name, dosage required and 

date it was prescribed.  
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We are happy to administer long term medication such as inhalers.  External medications such as eczema creams can also be applied 

with your written consent. 

For all children with any medical issues, no matter how slight, an individual care plan will be completed in conjunction with yourself to 

ensure that all signs and symptoms are recorded and staff can ensure that we are providing the highest possible standard of care for 

your child. These are reviewed on a regular basis. 

Calpol / Ibuprofen  

Generally, if your child requires administration of Calpol/ Ibuprofen throughout the day, it would be expected that your child is to 

unwell to be at the setting, however we will administer in line with our policy if supplied by the parent.  

However, with the manager’s discretion Calpol can be administered at the setting and a medication administration form completed / 

signed.  

 

Alcohol and Drug Abuse 

If staff suspect that when collecting your child, you are under the influence of alcohol or drugs, we reserve the right to retain your child 

and in line with Ofsted Regulations we are legally obliged to contact the MASH team Dependent on the advice gained we would then 

contact an Emergency Contact on your child's personal details. 

 

Bad Weather 

In exceptional circumstances it may be necessary to close the setting due to bad weather conditions, such as snow.  This decision will 

only ever be taken as a very last resort for example is staff: children ratios cannot be maintained and you will be contacted via 

telephone as soon as possible on the morning to inform you.  If the decision is taken to close the setting due to such conditions, you 

will not be charged for the day.  However, if the pre-school remains open but you are unable to get there, normally charges will still 

apply. Please check the website if in doubt.  

 

Our Policies and Procedures 

We believe that in order to do this it is imperative to work in partnership with our children’s families, by sharing not only our 

observations and the achievements of your child but also, by sharing our policies and procedures with you. We firmly believe that this 

allows you to gain an understanding of the reasons why these are in place and how they contribute to the care that your child receives 

and also the efficiency with which the setting is run. Policies and procedures are available through our website and within the setting.  

 

Car Parking 

Although we do encourage our families to walk or cycle to the setting in an effort to reduce the volume of traffic, we do understand that 

many parents are en route to work or on their way from dropping older siblings off at school.  Therefore, if you are using the car park, 

please can we request that you take great care and be aware of children and other cars manoeuvring.  We fully understand that parking 

can be tricky at peak times,  

There are 2 disabled car parking bays at the centre those Blue badge holders, please can we ask that all families respect this and keep 

these spaces clear for those who need them. Waiting in these areas is also prohibited as this still prevents access for those arriving. 

 

Feedback / Complaints  

We are continually striving to improve the standards of care and education that we provide for our children and their families and 

therefore, welcome feedback on all aspects of the Early Years at any time.   
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If, as a parent/carer, you have any concerns about a specific area of the setting or any aspects of your child’s individual care, we would 

ask that you raise this immediately with your Keyperson, if they are not then resolved to your satisfaction we ask that they are then 

discussed with the Manager/Deputy and we promise that any issue raised will be given prompt and serious attention.  We anticipate 

that most concerns once raised can be resolved quickly reaching a satisfactory conclusion for all concerned.  However, if this approach 

does not reach a satisfactory conclusion the concern/complaint must be made in writing to the Early Years Chairperson – Mrs Rachel 

Gallyot.  Further procedures are documented in our full policies and procedures available on our website and from the setting directly. 

 

Should an issue arise we do understand that emotions may run high but we request that any comments or concerns voiced to staff are 

done so with respect and in a calm manner. 

 

 

 

Thank you 

Thank you for taking the time to read this handbook.  We hope that is has answered some questions that you may have had and that 

you can use it as a reference guide during your child’s time with us.  As always if you have any further questions please don’t hesitate 

to ask! 

 

 

 

 

   Parental Declaration 

 

A copy of the Parent Hand book will be emailed to parents / families upon joining the setting and any changes will be notified at 

the earliest opportunity. A copy of the handbook is also available through the East Street Early Years website and a hardcopy held 

within the setting.  

Your child’s continued attendance at the setting hereby constitutes acceptance of these terms.  

      Kind  Regards 

Theresa Baker 

Manager 

  _____________________________________________________________________________________ 

 


