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Barleymont Fairlop Montessori Nursery

Welcome Pack
Your child’s key person is: ……………………………...................................
The Nursery telephone number is:   02085012673
A warm welcome to Barleymont Fairlop Montessori Nursery!
Thank you for choosing Barleymont Fairlop Montessori Nursery for your child. We are able to offer your child learning opportunities to aid their development and learning in a fun and child centred learning environment.
Whilst learning through play each child is given the chance to be treated as an individual. We follow the Early Years Foundation Stage and are members of the Pre School Learning Alliance.
Aims and objectives

· We aim to create a challenging, stimulating and happy learning environment for all children regardless of their ethnicity, culture or religion, home language, family background, specific requirement, gender or ability.
· When your child starts our Nursery they are assigned to a member of staff who will become their key person. They work in partnership with you the parent/carer and your child, enabling staff to build up a closer relationship in which to observe and assist in your child’s development and active learning.
· Parents are encouraged to discuss their child’s progress at any time with their child’s Key person or the Nursery manager. We do appreciate that drop off and pick up times are busy so please approach us and make a time that’s convenient for you. We invite you to join us to help during nursery sessions and workshops; please come along and experience that learning is fun.

· The safety of your child is paramount during their time at our nursery, our premises are risk assessed daily, this procedure is monitored and updated on a continual basis any problems identified will be dealt with promptly. We operate a signing in and out system as well as running self-registration for the children, so at all times we know how many children we have on the premises. Only the parent/carer or pre-notified adults are allowed to collect the child from nursery. Please note that during play children will fall and possibly bump, bruise and graze or cut themselves. We have a trained first aider on the premises at all times. 
Your welcome pack includes:

· Welcome letter

· Nursery Admission form which includes: Home/Nursery agreement; Consent forms for outings and observations; Sunscreen policy and consent form;
· What you will need to provide for your child 
· Potty training

· Accidents and incidents
· Fees and late pick ups 
· Payment/non-payment of fees and notice period

· A little about our main policies and procedures 

When first coming into the Nursery both you and your child are bound to feel a little strange and unsure. Please don’t! This note is an outline of where things are, and how things run to make your early days here as easy as possible. Always feel you can talk to us about anything, we will always make time for you.

· We have no set criteria on how to settle individual children; we feel it is important for you to decide how long you wish to stay with your child in order to settle them in. Please feel free to allow your child to bring with them comforters if you feel this will help them to settle in. Please refer to our Settling In Policy for more details.
· As you enter the Nursery you will see a parents notice board in the foyer, please check this board. There is also a parent’s information board situated outside the office. 

· Please pay your bill by the 10th of each calendar month. If you have an agreement to pay weekly please ensure payments are made every week. Late payments will incur a £5.00 per calendar day.
· Please do not bring your child to nursery if they are unwell. If they have sickness and/or diarrhoea they must be kept home for 48 hours after the last attack. Please refer to the Medication Policy and its Appendices for more details
· Please check your child for head lice regularly and treat if necessary. Your child must not come to nursery with head lice unless they have been treated. Please inform staff if you find head lice in your child’s hair. 

· Please make sure your child has warm clothes and a coat on colder days for outside play and slippers for inside. 

· Make sure all your child’s clothing and belongings are clearly named. 

· Please check your child drawer/box every day and take things home. Please do not overload your child’s peg and do not bring plastic carrier bags into nursery. 

· If your child wears nappies please remember to supply them together with wet wipes and any creams, and remember to replenish them if staffs inform you they are running out. 

· Please remember we do not open before 7am and our staff finish works at 7pm so please don’t collect your child after this time. 

Home/Nursery Agreement
Whilst your child attends our Nursery we want him/her to be very happy, stimulated, confident and to be able to reach their full potential.

We will ensure:


· That your child is in a safe, happy and stimulating environment at all times. 

· Discuss your child’s day, morning or afternoon with you. 

· Give your child written and verbal reports of your child’s progress at nursery. 

· Keep you informed with regular newsletters. 

· Inform you of how the nursery works and how we will conduct the day with your child. 

· Inform you of all our nursery policies and procedures available in our operational plan. We ask that you: 

· Send your child to nursery as regularly as possible. 

· Ensure that your child arrives and is collected on time. 

· Where possible let us know if your child cannot attend nursery. 

· Inform us of any illness, injury or injections your child may have had. 

· Tell us if you have any worries or concerns. 

· Name your child’s belongings. 

· Let us know if you are unable to attend any nursery appointments. 

· Pay your fees promptly, not allowing arrears to accumulate. 

· Not send your child in with sweets, unless they are for a special occasion to share with the other children. 

· Notify us immediately of any changes in home life circumstances, addresses or telephone 

Key Persons
During the first week of settling in, we ask that you stay with your child. At this time you will be introduced to your child’s key person who will spend time getting to know you both and complete any paperwork. In the second week of settling in, we suggest you leave your child with us for about 20 minutes so we can see how they adjust without you - don’t worry, their Key person will ensure they are happy and settled! When your child moves to the next room we will again arrange for you to visit and meet the staff as each room changes a little.

During the day your child’s key person will make sure that all the children in their group are stimulated and have plenty of opportunity to try activities new and old. Information will be passed to you at the end of each session to let you know what they have been via our Communication books. Please feel free to speak to your child’s Key person or the nursery Manager at any time regarding anything at all - if it is important to you it is important us!


Accidents and Incidents
Unfortunately accidents do sometimes happen at nursery even though we try to prevent them. All accidents are recorded on an accident form, which tells you what has happened, where it had happened and how the child was. You will be asked to sign this form when you collect your child as well as the person who dealt with the accident and the nursery manager in charge that day. In the event of a serious accident taking place we will contact you immediately to advice you of the event and what action has been taken.

What you need to provide for your child
3 months - 2 years

You will need to bring in enough nappies and wipes for your child each day and any nappy creams your child may have. Please ensure all of this is clearly named

Formula or breast milk which will be stored in a separate milk kitchen

Two spare sets of clothes in a named bag please
Beakers and bottles
Any comforter your baby may have during the day for example a dummy, special teddy bears etc

Your baby will be allocated a cot/sleep mat each day

2-5 Years

Spare clothes

Named please! If your child is toilet training please supply plenty of changes of clothes and remember to take soiled or wet clothing home at the end of the day.

Nursery staff will let you know how the toilet training went each day.

Suitable clothing

As we like to spend as much time outside as possible, even during the colder months, please ensure your child has suitable clothing for example hats, gloves, suitable shoes etc. We also ask that you supply slippers for inside the nursery.

During the summer months you will need to supply a sunhat which gives protection of the face and neck and a named bottle of sun - cream which can be applied during the day, please refer to our sun safety policy.

Please remember that children enjoy having fun and getting messy, and although we do encourage them to wear any apron during all messy activities we do advise that you do not send your child to nursery in “best clothes.”
Healthy Eating in our Nursery
There has been a lot of influence in schools and nurseries as a result of the Jamie Oliver campaign to improve the standard of food offered to our children. We have the advantage over many maintained settings where we can directly choose what to feed our children and do not need to rely on long-term contacts with big suppliers.

We believe that good eating habits in the early years are extremely important. All food is freshly prepared in the nursery by our own qualified cook. We provide well balanced meals including plenty of fresh fruit and vegetables, all bought in from local small suppliers. We use organic produce where possible; including our milk and eggs, our aim is to promote healthy growth and bone structure by offering a balanced menu containing protein, complex carbohydrates and vitamins. We try to cover two thirds of a child’s daily requirement in vitamins and nutrition.

We recognise our influence on children’s food intake and eating behaviour and we encourage our children to try new foods and to sit down at the table and share food together.
Child Illness Policy
In order to maintain a healthy environment, children should be kept at home if unwell. Minor coughs and colds will not exclude attendance at nursery, as long as the child is well enough to cope with the nursery day.

Nursery will administer prescribed medicines only. The appropriate forms must be completed and signed by the parent/carer and the medicine MUST have a prescription attached.

The nursery has an exclusion period which must be adhered to strictly. Please refer to our Medication Policy and its Appendices for a complete list of Illnesses and their exclusion period
If your child is ill and cannot attend Nursery you will still be charged FULL FEES.
Non-payment of fees and Notice Period
As stated in the terms and conditions that are signed by each parent/carer on our registration forms, fees are payable in advance by the 10th day of each calendar month either by cheque, cash or standing order. If you do not pay your fees on time and have not spoken to the Manager, we will charge a late fee payment fee of £5.00 per calendar day and failure to pay fees by 17th of the month (and without speaking to the Manager) would result in termination of space. You may pay fees weekly, subject to prior agreement with the Manager. If you do have permission to pay weekly, fees must be paid every week on the first day your child attends. If payments are not kept up to date the weekly facility will be withdrawn.

All changes of hours or sessions must be made in writing to the Manager. If you wish to withdraw your child from Nursery we require one month written notice. If you fail to give the required notice we will write to request one month fees in lieu of notice. If then we do not receive these fees we will take court action.

Late Collection of Children
If you arrive late to collect your child after their session has ended you will be asked to pay a late fee of £5.00 for every 15 minutes you are late. This will be payable to the staff members who have had to stay late to cover ratios.

We do understand that occasionally there are circumstances beyond your control that will prevent you from picking up your child on time, however we would ask that should this occur please telephone the nursery to let us know what is happening. It can be very distressing for some children if their parents/carers are late

A little about our main policies and procedures
Equality and diversity policy
This policy shows how we value all children, parents and staff in our Nursery regardless of race, gender, religion or disability. Our nursery is open to all members of the community, and we ensure that the Nursery promotes this in our practice and information provided.

Risk assessment policy
We ensure the Nursery is a safe environment for your child, we risk assess all furniture, rooms and resource to ensure the Nursery is safe for children at all times. We ensure all activities are safe for the children and that the indoor and outdoor environments are checked for risks before opening and closing the Nursery.

Special medical needs
We make sure all medicines are kept in a locked cabinet in the office should we have them at Nursery, we only give children PRESCRIBED medicines and parents need to sign a permission slip to allow us to give it to your child. Every dosage is accounted for, dated and signed with a witness on your child’s medicine sheet.

Managing allergies in the nursery
The Nursery has no nuts or nut food related groups in the Nursery. When serving food we ensure that constant VIGILANCE is portrayed at all times to ensure a child with an allergy does not share another child’s food. There are special dietary lists in all rooms and the kitchen so all staff are aware of children’s particular dietary needs. If you bring in Birthday cake to celebrate you child’s birthday please ensure it is from a shop so we can check the ingredients and expiry date.
Behaviour policy
We believe in promoting positive behaviour at Barleymont Fairlop, we encourage this through using golden rules, special helpers and praise. We ensure our staff role models to the children and value each child as an individual.


Health and safely policy
Both of our nursery cooks have a food hygiene certificate and are fully trained in food handling and health and safety. We ensure all rooms are cleaned throughout the day and at the end of the nursery day and children’s toys are cleaned daily, staff wear gloves and aprons to change nappies, we encourage children to wash their hands before eating or being outside. Children with a contagious illness must not return to Nursery any less than 24hours, please see our main policy.

The Nursery has a secure door entry system in place with the use of key fob, and a fire safety procedure all fire equipment is checked and replaced regularly.

Safeguarding: We take safeguarding extremely seriously here at our Nursery and have designated officers who are fully trained in this area.

The full Main Policies are included in this pack for your continuous information.

Nursery/Parents Potty Training
When your feel your child is ready to potty train we would like to work alongside you to ensure the process is as painless as possible!

The potty training process is a natural progression in your child’s development. Don’t think you are doing anything wrong or that you are not a good parent if your child has an accident, accident will happen!

We suggest you bring in lots of changes of clothes, but remember every child is different- some may train up in a couple of weeks, others may take two or three months.

1. Please let us know what you are doing regarding potty training?

2. Would you like to bring your own potty to nursery? Or would you like to use special toilet seat inserts, or straight to onto the toilet?

3. Will your child be in pull ups or pants?

And also:
We operate an open door policy to all our parents/carers. Please do not hesitate to approach the Nursery Manager with any issues, complaints or concerns.

We hope you enjoy your time with us!
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