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Journey of fun and learning




PARENT’S HANDBOOK

AND

TERMS OF AGREEMENT

FOR

Choo Choo Train Day Nursery
(Barad Childcare Services Ltd.)
 Nursery: 01442 866290          Ofsted 03001231231  
INTRODUCTION

Choo Choo Train Day Nursery is a small nursery with a loyal team of staff. Our staff are qualified and enthusiastic people who are of mixed ages bringing different skills and experiences to the children. This makes our nursery a friendly place where each child enjoys individual attention. The qualification of the staff ranges between NVQ 3 and Degree level.
The original nursery ran on the site for nearly 10 years and was taken over by the new management in 2016. We are pleased to say that the original staff stayed with the nursery after the takeover providing smooth transition and stability for the children.We believe our service offers very good all year-round child-care coupled with an education which caters for your child’s developmental needs to the highest possible standard.

The Nursery operates for 50 weeks of the year providing both care and education from 8.00 a.m. until 6.00 p.m.

The Terms and Conditions do not affect the parent / Guardian’s statutory rights. We are committed to providing and maintaining the highest standards of care and we therefore require all parents to abide by the following conditions.

ADMISSIONS

To join the nursery, you will need to fill a registration form and return it to the nursery with the non-refundable registration fees of £55. Closer to your child’s start date you will be contacted to pay the deposit of £200 which will be refunded after your child leaves the nursery and all the fees are cleared. 
These should be paid by Bank Transfer – 

Barad Childcare Services Ltd. 

Sort code – 20-91-79

Account no. - 60163252

You will then be asked to book for settle sessions for your child/children. Admission and Entry to the Nursery will be subject to the availability of a place.
STARTING NURSERY 
We like to discuss settling in process before your child starts at the nursery. We will arrange settling in sessions to suit the needs of your child. The length and number of settle sessions will depend on how comfortable your child seems in the environment.
During the initial visit to the Nursery, we will introduce you to the members of staff who will care for your child. We will also discuss your child’s entry record which will help our staff to understand the needs of your child.
Barad Childcare Services reserves the right to vary the terms, which are set out without prior notice but will notify parents in writing of such changes.

OPENING HOURS

There are three terms in each year for the School Room:  Autumn, Spring, and Summer.  There are 38 school weeks per year.
The nursery is open from Monday to Friday, between 8.00 a.m. and 6.00 p.m. 50 weeks of the year, excluding Public and Bank Holidays. 

Please note our current opening hours mean that children are not received before 8.00 a.m. Additional charges will be accrued and invoiced if the children are not able to leave after the conclusion of their sessions. Late collection charges are: £10 for the first 10 min then £5 for every 5 min.
The choices of sessions available are:

1. 8.00 a.m. to 1.00 p.m. (morning session) 

2. 8.00 a.m. or 9.00 a.m. to 3.00 p.m. or 6.00 p.m. (all day session)

3. 1.00 p.m. to 6.00 p.m. (afternoon session)
4. 9:00 a.m. to 1:00 p.m. (School room Children)

FEES:

Fees are payable monthly in advance. You will receive an invoice at the beginning of each month. If you do not receive an invoice by the 8th of each month please inform the staff or email at baradchildcare@outlook.com immediately. Fees should be paid by the tenth day of each month. Payments must be made by Direct Debit/ Bank transfer/ childcare voucher payments. £25 per month or part of the month is charged on all late fees. 

Fees are reviewed annually in September and when rises in costs make an increase in fees essential it may be necessary to give 1 months’ notice to parents prior to the implementation. Fee levels are subject to an annual increase at the start of the academic year.
We accept no responsibility for any loss suffered by parents, arising directly or indirectly, because of the Nursery being temporarily closed or the non-admittance of your child to the Nursery for any reason, this applies to absence due to sickness, holidays and Bank Holidays. Fees are payable during periods of absence from the Nursery, including sickness, holidays, public bank holidays and Closure of nursery due to issues beyond our control. We are shut for two weeks at Christmas. These weeks have a retaining fee of half price. These rules are necessary so that the Nursery can properly budget for its own expenditure.
TERMINATION / CANCELLATION / CHANGE 

A notice period of two months is required in writing or by email in advance if your child is due to leave the nursery. If this notice is not given, two month’s fees will be charged in lieu of notice. Notice shall be acknowledged by the office in writing. Holidays are not included as part of the notice period.
Extra Care for schoolroom children is also available during the holiday periods. Parents may increase hours of attendance by mutual agreement with the Owner/manager and without waiting for the start of a new term.
Bookings must be of a regular nature and no temporary exchanging of days from that for which the child is registered can be made. Bookings for extra care and holiday care are payable in full and are not transferable.
Extra time or days can be booked with sufficient notice and if our staff levels can accommodate the extra child.

Children attending mornings should be in Nursery by 9.00 a.m. but please remember our breakfast routine means we cannot accept children before 9.am. - Unless you have booked a breakfast session.
THE NURSERY (Barad Childcare Services caters for children from the age of 2 years until some point before the fifth birthday)
The Nursery is run by trained and experienced Nursery staff. All staff to child ratios conforms to national regulations.

The Nursery offers supervised sleeping facilities if needed, nappy changing facilities and a strong code of practice and procedures relating to hygiene.  

Children share areas which are planned to encourage the children to make learning a pleasurable experience.  The children are free to choose whatever activity interests them within these areas.  We encourage choices, follow the interests of the children, and keep progress records. The children are encouraged to replace materials when they have finished using them.

The routine of work, snack break, story-time, playtime, circle-time, lunch time, rest, etc. offers a happy and structured day.

SPECIAL NEEDS POLICY
The School believes that all children should have their needs catered for and will do their best to provide for children with special needs alongside other children.  We have two SENCO trained member of staff in the nursery.  
NURSERY SESSIONS

It is recommended that the child within the Nursery will attend for at least two sessions to enable him/her to settle quickly and easily into school life and to aid his / her development.  

From the age of three, it is recommended that children attend at least three mornings. Further sessions can be added by arrangement as required. 
FULL DAY SESSIONS

Varied activities are available all day, and free choice activities and free play.  There is a rest period after lunch for any child who requires this

We aim to take the full day children out each afternoon (and all children on a regular basis in the morning sessions) unless the weather is unsuitable and extreme

Parents may increase hours of attendance by mutual agreement with the Staff and Owner and without waiting the start of a new term.

Bookings must be of a regular and repeating nature and no temporary exchanging of days from that for which the child is registered can be accommodated, unless the parent wishes to change the days on a permanent basis.

Regular attendance is expected.  There is some flexibility in the time of arrival but all children should be at school by 9.00 a.m. and leave promptly at the end of their session. We would like to emphasise the importance of punctuality, particularly at the end of each session.  Children are conscious of being late and the routine can be disrupted.  Children are not happy to be kept waiting after their friends have gone and the parent or carer should always be on time at the end of a booked session.

PREPARATION FOR NURSERY SCHOOL

Many parents like to know if there is any preparation they can do.  Yes, there is. Perhaps try leaving your child for short intervals with a relative or friend so your child trusts that you will return.  When you say “I’ll be back” and you are, they will know you mean it.
Once, at Nursery, how can you help the path to independence?  Consider how your child is going to enter Nursery. Settling in will be discussed with you individually, but being positive at all times will make it easier for the child.

Secondly, clothing - we try to help the child to become as self-sufficient and independent as possible.  This also helps self-confidence.  The child works towards being able to go to the bathroom him/herself, put on a coat and do up his/her shoes by himself/herself.

All these skills will develop in time but easy fitting clothes such as tracksuits and simple dresses are a great advantage. Maybe the first shoes could be Velcro fastening or buckles rather than laces. These suggestions back up the dressing activities your child will come across at Nursery.
EQUAL OPPORTUNITY POLICY

All children are treated equally regardless of race, gender, religion, special educational needs, social or medical needs or disabilities.

EXCURSIONS

The nursery often takes groups of children for walks around the town. These trips are always very well supervised and are enjoyed by the children as part of their learning and development. You will be asked for written permission for your child to go out on outings before the entrance date at the Nursery.
VISITING GUESTS

We may encourage visits to the nursery by representatives of local community services, such as the Police and the Fire Brigade Parents who wish to help (perhaps on outings) are welcomed after suitable checks are carried out.
MEALS

Breakfast, a hot (or appropriate) lunch is provided and a tea is also provided in the later afternoon. We also provide suitable snacks.
For your information, menus are posted daily on the notice board.  The meals are carefully planned to be appetising and nutritional and arrangements can be made for special dietary requirements including special diets, vegetarian or vegan.

SNACKS / Special dietary requirements
We supply a simple snack or children may bring their own healthy snacks which form part of their diet of five portions of fruit and vegetables a day. Please supply snacks in a plastic tub with your child’s name printed on it and sign our “snack form”.  We offer cow’s milk. Please supply a sealed and dated alternative if this is needed.
BIRTHDAYS

You may like to provide a healthy snack, plain biscuits or a plain sponge birthday cake for your child to bring to school to celebrate this important event.  We will, sing ‘Happy Birthday’, and try to make it a special day for your child. Please supply us with a dated receipt for your purchase and all cakes etc. must be labelled with the manufacturer’s ingredients.
SAFEGUARDING POLICY

Children have a right to be cared for and protected and protecting them is everyone’s responsibility. Our staff are trained in all aspects of safeguarding the children in their care. As a day care provider, it’s our responsibility to safeguard the children’s welfare. The responsibility involves recognising, recording and reporting any signs or incidents, which may harm the child’s physical and psychological wellbeing. We also record any injuries/bruises etc. that your child comes to nursery with. We work together with parents in following these guidelines.
POLICY ON BEHAVIOUR / DISCIPLINE

We do not apply any physical punishment of any sort.  If a child misbehaves, a member of staff may remove the child from the situation and find a distraction or alternative activity.

If the child is of an appropriate age, we explain why their behaviour is unacceptable.  This is done at once, never well after the event

RIGHTS OF EXCLUSION
The nursery reserves the right to exclude a parent if their behaviour is deemed to be unsuitable such as threats, foul language, verbal abuse, or violence without any notice. In such a case, no refund will be made.  If unsuitable behaviour is shown by a child, then support and advice is always the first course of action.
ARRIVAL AND DEPARTURE

The safety of your child is of paramount importance.  We have detailed procedures to ensure that this security is maintained at all times.  These will be explained to you fully when your child joins the Nursery.

The children are received by a member of staff and collected from a member of staff at the end of the day.  You must notify us if you are making alternative arrangements for the collection of your child.  Nobody under the age of 16 years may collect a child.  

When your child arrives in Nursery it is a legal requirement that the parent/guardian, (not the child), signs in.  The Signing-in Book is located in the lobby, also, please sign out as you leave. 

It might be helpful if you name those who can collect your child without notice or agree a password which we keep on file.  If an emergency should prevent you from collecting your child and you are unable to inform the nursery, then nominated person can offer the password and we will know that authorisation has been given.

CHILD’S PROPERTY

Parents must supply a bag which is labelled with the child’s name and contains the following items, all of which must also be individually named: Please do not use carrier bags.
Any comfort toys belonging to the children should be labelled.

Nursery children (2-5 years old)

A pair of slip-on indoor shoes or plimsolls (no laces) 

Spare clothes and a spare pair of pants 

Wellington boots in winter; Sun cream / sun hat in summer

Children may not bring sweets to the Nursery and costume jewellery is not permitted. 
For good reason, we think it is better for the children not to bring toys to school.  However, if the child is really keen to show a toy or feels a certain security by bringing a favourite possession, then this is acceptable.  No toy guns or similar toys are allowed in school.

We will endeavour to protect your child’s clothes and toys but will not be held responsible for damaged or lost clothing, toys, or belongings.
LEGIBLE LABELLING

Everything belonging to your child should be adequately labelled. Please check periodically that the name has not been washed out.

This applies especially to outdoor clothes and Wellington boots.

If your child is young and prone to accidents, spare clothing left in Nursery would be practical. Trousers with an elastic waist are useful as they are easy to manage.
Indoor shoes should be simple with Velcro fastenings and plain.  The child should be suitably dressed for playing with sand and water, also for art materials and the use of paints and clay.  

Staff looking for lost objects can waste a lot of time. Unmarked goods will be bagged and given to charity if not collected within 3 months.

ILLNESS

The school should be notified when your child is ill.  Contagious or infectious diseases must be reported immediately.

If your child has been suffering from any illnesses such as diarrhoea and vomiting, we insist that 48 hours must elapse after the cessation of all symptoms before the child returns to the Nursery. Please keep your child at home if a virus or cold results in a temperature or the child seeming “unwell”. We must protect the interests of the other children and the staff.
In cases of contagious diseases, the quarantine time specified by Health Authorities or General Practitioners must be strictly observed and fulfilled.

If the nursery is to accept the responsibility of giving prescribed medication, you must fill in the medication book. We cannot administer any medicine that has not been prescribed by a doctor.
Please do not bring your children to nursery knowing they are ill.  If illness develops during the course of the day, you will be notified to take your child home immediately.

ACCIDENTS

In case of emergencies, your child will be taken to the nearest hospital by ambulance and you will be advised through the telephone contact number you have provided.  
Should you change your telephone number, doctor, or address, please ensure that you inform the school immediately. Please fill in the information forms we offer as these helps to keep our records up to date.
We write any mishap in an Accident or Incident Book.  This is signed by the witness and by the parent or designated carer on collection of his/her child.

PARENTAL RESPONSIBILITY

Before starting your child, you will be asked to complete an admission form.  It is your responsibility to ensure that all the information is kept up-to-date, and that the owner is informed in writing of any changes.

The owner must be informed, in writing, of any changes of telephone numbers, even when these are temporary.

The Nursery must be informed of any relevant Court Order which may affect the child in question and if a parent is to be denied access.

Parents accept responsibility to co-operate with the owner and staff in the education of their children.

COMMUNICATION

Communication between parents and staff is essential.  We encourage parents to take an interest in the activities of the Nursery and to communicate with the Staff - though not while they are engaged with the children.

There is a notice board which should be checked on a regular basis for any new information.

We maintain continuous records of physical development, general progress and the educational progress of the children.
We have an open-door policy. Please ask to see us to discuss your child whenever you feel this is necessary. We will do our best to accommodate your wishes as soon as is possible.
Any information concerning your child will be treated as confidential at all times.

PARENTAL PARTICIPATION

We believe it is essential that parents be in partnership with us in the development of their child.  It is therefore good to have times set aside when we may exchange views

If and when problems pertaining to equal opportunity or child care arise, these meetings allow a time for discussion and resolution.  

We welcome involvement in the preparation of materials and topics from the parents.

COMPLAINTS POLICY

If you have any problems regarding your child, please contact the owner or manager, who will deal with any day-to-day issues as they arise.

If there are still problems, you may send a written complaint to the owner 

If you are still dissatisfied, you can contact Ofsted. Telephone number 0300 1234666 
BREACH OF RULES

The Owner reserves the right to withdraw forthwith the place provided for the child if the terms, conditions and Nursery rules are breached. 
SMOKING

Smoking is prohibited on the premises.
WRITTEN POLICY ON PROCEDURE

Please complete and return the Initial Interest Registration Form to us. We will then notify you when a place becomes available and request a registration form together with the registration fee. We give preference to siblings and those who are first on the waiting list.

Priorities would consist of siblings, referrals and children of staff.  We do not use sex, colour, creed or nationality, special educational, social or medical needs or disability as criteria for refusing children.

We may refuse entry on medical terms and severe behavioural problems if we feel we cannot meet the child’s needs.

We will not be responsible for failure to provide the Nursery place if such a failure is due to any cause beyond our reasonable control.

POLICY REGARDING PARENTS ACCESS TO NURSERY RECORDS

The Parents are invited to attend consultations with the staff at the nursery.  Written reports are given to the parents, if they give written permission for this when their child leaves the nursery. However, if necessary, we can give a written report for any other purpose other than to give to their next nursery or school.

We keep progress files for each child attending the nursery.  These are for the staff records and the inspection of these by the parents / guardians, and the Nursery Owner.  In addition, they are available for inspection by Ofsted if they request to see them.

STAFF EQUAL OPPORTUNITY POLICY

Equal opportunities practice includes having staff that are sensitive, empathetic, flexible and knowledgeable - staff that accept, respect and value children as unique individuals with something special to offer.

This practice includes creating an environment in which all children and their families feel they belong.

This practice involves having resources which reflect and represent the lifestyle, traditions and cultures of a wide range of communities so that the general knowledge, imagination and self-esteem of all the children are fostered.

This practice gives staff and parents the opportunity to trust and learn from one another.

This practice enables all children to:
Feel relaxed, self-confident and secure.

Feel good about themselves and their families.

Feel that adults expect them to achieve and that these expectations are realistic.

Feel accepted and valued by other children and in turn, to be able to reciprocate these feelings.

Respond co-operatively to adults and to other children.

Trust adults and feel at ease with them.

Use and enjoy as wide a range as possible of stimulating and appropriate play and learning materials with which they can identify and to which they can relate.

Receive encouragement, support and praise.

Have a varied diet, fresh air, and vigorous as well as restful activities in a safe but challenging environment.

POLICY REGARDING THE ADMINISTRATION OF MEDICATION TO CHILDREN

The staff will oblige parents by giving the necessary prescribed medication to their child if they require it.  However, the parents will be asked to sign the medication book which contains information relating to the medication that is being administered, the dosage and the intervals at which is should be administered; also, to sign to give permission to staff to administer medication.  Other details will also be required.

We would like to state that we do not accept responsibility if a member of staff forgets to administer the medication during the course of the day.

In the event of absence from nursery, parents should contact us by 9.30 a.m. or as soon as possible giving the reason for absence and an approximate estimation of how long the absence is likely to last.  This can be done by telephone.  Please include the following information; the date of each instance of absence and the reason the child was unable to attend nursery.
When your child has had a stomach upset and sickness it is important that you allow a period of at least 48 hours to elapse after the sickness has finished before sending him/her back to the nursery.  Such action will help to prevent the infection spreading unnecessarily to others. 

Please also inform us when you are due to take a holiday with your child.

BEHAVIOUR AND DISCIPLINE POLICY

The Nursery aims to provide a safe secure environment where effective teaching and learning can take place.  Through implementation of a clear, fair and consistent approach to behaviour and discipline we are able to create a pleasant atmosphere. 
Nursery Rules

We have simple rules which are discussed with the children.
Our Rules

· We always walk in the classroom

· We are kind to everyone

· It is good to share, but we only touch other people’s activities if they want us to

· We always try to put our work away

THE AIMS OF THE POLICY

To secure the fundamental rights of the to teach and children to learn in the safe, secure environment 

To enable children to develop self-esteem and encourage respect for others.

To develop the skills required enabling children to communicate in a co-operative manner with each other.

To develop within all children the capacity to become useful and valued members of both the nursery and the wider community.

CARING CODE

Every child in our nursery has the right to enjoy learning and play, feeling happy and comfortable.

Our nursery will not tolerate any unkind actions or remarks.
Children should help and support each other by letting an adult know if someone is feeling unhappy or uncomfortable.

Parents may assist their child in developing good work habits by: -

· Ensuring they come to school on time.

· Ensuring that they are wearing suitable clothes.
· Encouraging them to watch only suitable television programmes and discuss them. 
· Encouraging them to listen to a variety of music 
· Encouraging them to learn poems and rhymes, listening to stories etc.

There are many other things which parents may do with their children to help them: -

· Follow up topic work with discussion or mini projects at home 
· Painting and drawing at home.

· Going on visits to places where there are many things to observe and talk about.

· Playing games with other members of the family – picture dominoes, etc.

· Letting them help with baking and simple activities
NURSERY BEHAVIOUR POLICY

The emphasis is on the reinforcement of the good side of children's work and behaviour and the fair but straightforward and strict regulation of occasional misdemeanours.  
On the other side of the coin, any problems with a child's behaviour will be logged by our staff.  Any bullying will be dealt with straight away.  If a child has a run of incidents to his/her name, it will be brought to the notice of The Manager / Owner who will take the appropriate action.  Any child who is brought to The Manger Owner’s attention too often in a term will have their parents notified and discussions will take place together with the appropriate action.  
A nursery functions best with a good level of behaviour among the children and this can only occur when parents and staff work together.  Parents are asked to add their support to the school's work in this area.

CONTRACT REVIEW
We reserve the right to update / amend these Terms and Conditions at any time. One month’s notice will be given of any changes made.
Please sign below to confirm you understand and accept the terms of this contract

Name of Child Registered
_________________________________

Mother/Carer Name
_________________________________

Signed
_________________________________

Father/Carer Name
_________________________________

Signed
_________________________________

Date
__________________

Name of Nursery
_________________________________

It is important that both parents (or carers) sign, unless there are reasonable reasons why this is difficult to do so.
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