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A private nursery and kids club located in the grounds of

Knowle CE Primary School, Kixley Lane, Knowle, Solihull,

West Midlands, B93 0JE

Proprietor:

Mrs Ursula Page
BEd(Hons) CertEd Montessori Nursery Diploma

www.earlybirds.co.uk 

email: info@earlybirds.co.uk
Pledge to parents

We value our relationship with parents and we are committed to working in partnership with you to provide top quality education, play and care for your children.

We will:

· Welcome you at all times to discuss our work, have a chat or take part in our activities

· Keep you informed of opening times, fees and charges, programmes of activities, menus and procedures

· Be consistent and reliable to enable you to plan with confidence and peace of mind

· Share and discuss your child's achievements, experiences, progress and friendships

· Ask your permission for outings and special events

· Listen to your views and concerns to endure that we continue to meet your needs

1 Information Pack

· The relevant information pack is given to all parents of children attending Early Birds. This is also available on a web site (www.earlybirds.co.uk).

2 Policies and Procedures

· Our policies and procedures will be available online and copies will be made available on request.

3 Parental Involvement

· Nursery: Although we don’t expect parents to assist in the running of the nursery, we welcome any input that parents are willing to give, if they can assist in topic work, give a talk for people who help us etc and we encourage parents to discuss their child’s progress, behaviour, likes, dislikes, etc. with us on a regular basis. We also invite parents to progress meetings and end of term performances. 

· Parents are welcome anytime, especially those of children new to the nursery. Notices are displayed indicating the current topic work, enabling and encouraging parents to follow-up the themes at home.  Parents receive a termly newsletter with details of proposed activities Where children are collected at 15.30, parents / carers are informed of the day’s activities.

4 Admissions

· Nursery: It is our intention to make our nursery accessible to children from all sections of the local community. We will place advertisements in places where all sections of the community can see them. Early Birds works in partnership with Knowle School nursery to provide a ‘Wrap-Around’ service. Once these places have been allocated, the policy is usually first come, first served, but, the nursery and kids club managers work down the waiting list, ensuring always that the equal opportunities policy is carefully monitored and that sections of the community are not discriminated against. 

· Kids Club: Because of the high demand for places at the club, existing ‘members’ will be given first option each year on retaining their place. Children using the ‘Wrap-Around’ service will then be considered next, followed by all other children on the waiting list. Children joining the school will be added to the waiting list if a place is required.

5 Waiting Lists

· Nursery: Each year when offering places, a waiting list is maintained if places are filled.

· Kids Club: Each session has its own waiting list. When a child surrenders a place on any given session, the next on the waiting list is informed.

6 Settling-In 

· Nursery: In order to ensure that the individual needs of each child are catered for, staff will meet with parents to discuss settling in arrangements. This may involve the child attending shorter sessions initially (e.g. arrive late, leave early). Children are encouraged to attend several sessions during the last few weeks of the term prior to starting, so as to meet the staff and children. Parents are welcome to stay with their child until both child and parent are happy. Parents are given a ‘Child Profile’ form to complete, informing staff of child’s interests, likes, dislikes, etc. Where parents leave the setting and children are upset, Parents are encouraged to phone to hear that their child has settled.  If a child does not settle, a member of staff will telephone the parents to discuss the situation.
7 Fees

· Any rises in fees take place in September and parents are given notice of these during the preceding June or July.

· The nursery fees are per session and are payable half-termly at the start of each half term.

· The kids club fees are per session and are payable half-termly at the start of each half term Fees are based on time bands – one for the morning and two for the afternoon.

· Non-payment of fees will result in the child’s place being re-allocated.

· 6 weeks term time notice is required in writing of complete cancellation of place or reduction of days required, otherwise full payment must be paid.  A fee is levied for late collection of a child.

8 Information Required about Child

· An information sheet is required to be filled in for each child. 

· This form includes information on medical conditions, allergies, special diets, people authorised to collect the child, emergency contacts, legal access and permission to the supervisor to obtain any necessary medical treatment in an emergency.

· This should be updated when any changes occur.

9 Supplies

· Nursery children should leave a spare set of clothing at the nursery (in case of accidents).  If a child is still in disposable nappies, parents should supply these, wipes and nappy sacks/bags to enable staff to deal with their child safely.

10 Parents’ responsibilities

· Parents should let Early Birds know of any change in the child’s circumstances, especially any significant happenings that may affect the child’s behaviour (e.g. death of grandparent). 

· Early Birds should be informed of any illnesses the child may have, including any occurrence of head lice / threadworm. 

11 Bullying

All bullying incidents will he dealt with as below. Children are encouraged to inform a member of staff if they are being bullied.

· A member of staff will intervene and halt the behaviour immediately.

· The 'bully' will be spoken to first to find out a) what they did, b) why they did it, c) what they felt like when they did it / what they would feel like if it happened to them, d) what was unacceptable in their behaviour and why e) reinforce and encourage good behaviour or other methods of solving a problem or issue

· The 'victim' will be spoken to, to find out a) what happened to them, b) why it happened, c) what they felt like, reassure them as appropriate, d) find out if it has happened before, e) explain ways to cope if it happens again.

· The 'victim' and the 'bully' will be spoken to together about what happened / why / both children's feelings.

· If any mess has been made / something taken, the child that did it will be required to tidy up / give property back.

· If appropriate the child's / children’s parents / carer will be informed.

· The parents / carers / staff will be expected to reinforce good behaviour.

Staff will need to make children aware that they may not be able to keep the child's disclosure confidential.

12 Keeping away from nursery

· Nursery children should be kept away from the nursery when ill. 

· The child’s doctor should advise on the length of exclusion required for infectious diseases.

· After a bout of sickness and or diarrhoea children should be kept away for at least 48 hours after the last bout. 

13 Staff roles / education

· Staff Qualifications - half of the staff have relevant qualifications in education. All staff attend regular training courses run by the local authority.

· Preparation Meetings - all staff meet regularly to prepare and plan the forthcoming activities and topics. There are also (I) regular short informal meetings and (ii) play plan meetings with keypersons.

14 Ofsted Registration & Inspections

· Early Birds is registered with Ofsted and therefore is subject to regular inspections.

· We Shall notify you when we are to be inspected by Ofsted, if we receive prior notice, in order for you to contribute  your views to the inspector should you wish to do so.

·  We shall provide you with a copy of the report via our website within 5 working days of receiving it. (hard copy available on request) 

15 What information we hold on your child

· Nursery: As well as the information the parents supply on the registration form, Early Birds will also gather information on the child’s progress. This information will be made available to the parent / legal guardian (and no other person) on request and at ‘parent’s evenings’. These records are not held on computer.

16 Curriculum

· Nursery:  Parents are given details of each term’s curriculum at the start of each term. Termly and weekly plans are also displayed on he notice board in the entrance area.

17 Consent requirements

· Parental Permission forms are required to be filled in by parents / carers. These include consent for outings, administration of medicines, collection, etc.

18 Newsletters & notices

· A notice board positioned in the club entrance area is regularly kept up-to-date. Termly letters are sent to each parent listing the term’s activities and plans.

19 Social Events

· Parents and carers can post notices of forthcoming social events etc on the board within the entrance area.

20 Confidentiality

The nursery’s and kids club’s work with children and families will sometimes bring us into contact with confidential information. To ensure that all those using and working in the setting can do so with confidence, we will respect confidentiality in the following ways:

· Parents will have ready access to the files and records of their own children but will not have access to information about any other child.

· Staff will not discuss individual children, other than for purposes of curriculum planning, with people other than the parents of that child.

· Information given by parents to the nursery will not be passed on to other adults without permission.

· Telephone numbers of other children will not be given to parents. However, staff will offer to contact a parent on behalf of another parent, by passing on a telephone number or relaying a message.

21 How to complain

Early Birds aims to provide a high quality and efficient service to parents and children.

· The way that we work is reviewed regularly. However from time to time a parent may feel that he / she has a complaint against some aspect of our setting or an individual member of staff. Usually it should be possible to resolve any problems as soon as they occur. If not then you should follow the formal complaint procedure.

· Put your complaint in writing or in electronic form to the proprietor (Ursula Page) – complaint forms are available. Full details along with names and dates should be included, letting us know what it is you are unhappy about.

· We will investigate your complaint and provide you with an account of our findings and of any action taken as a result within 28 days. 

· The response you receive will be copied to any staff member concerned, with recommendations for any action to be taken. 

             Individual members of staff have the right to reply to any complaint at any stage.

The decision of the proprietor is final. 

Should you be unhappy with this decision you should contact Ofsted on 0300 1231231 or write to:

Ofsted 

The National Business Unit, 
Piccadilly Gate, 
Store Street,
 Manchester,
 M1 2WD
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