Locks Heath Infant & Nursery School
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Nursery Parent Handbook 

[bookmark: _heading=h.2et92p0]The information in this handbook is to help you with the general routine in the Nursery Department. If there is anything you do not understand or wish to discuss further, please speak to our nursery manager, Mrs Lauren Casson nursery@locksheath-inf.hants.sch.uk or telephone 01489 584180.
This handbook is organised alphabetically.
[bookmark: _heading=h.tyjcwt]Absence If you need to take your child out of nursery for any reason, please complete a Planned Absence Form in advance. Forms are available from the Office.
[bookmark: _heading=h.3dy6vkm]Address and Telephone Numbers If you move house, change your telephone numbers or email address, please inform the office immediately. It is most important that our records are up-to-date. We do not give out names, addresses or telephone numbers of other parents, children or staff. We appreciate you respecting this confidentiality by not asking the Staff to divulge this information. 
Appointments with Staff Staff are usually available for a quick chat at drop-off and collection times. If you feel that the issue is sensitive, or requires a longer meeting, please make an appointment to see either your child’s key person or our nursery manager. 
Behaviour Expectations One of the most important elements of early year’s education is supporting each child’s social and emotional development. Children thrive when routines and expectations are consistent and clear. Locks Heath Infant and Nursery School have the highest of expectations when it comes to behaviour and adopt a ‘Relational Approach’ where staff pride themselves in getting to know the children well and support them to understand their feelings.
Birthday Cakes & Food Items Every child’s birthday is exciting and we will celebrate their special day in nursery. Unfortunately, we are unable to accept any food items bought in, as we operate a ‘NO NUT’ policy. We also cannot accept any party bags or gifts to give out to the children. 

British Values We teach and reinforce the Department for Education’s five-part definition of British values: 
· Democracy
· The rule of law
· Individual liberty
· Mutual respect
· Tolerance of those of different faiths and beliefs

Car Park A lot of our families live locally and walk to and from school on a daily basis. Unfortunately, we are not able to offer any onsite parking and politely ask that if you drive, you carefully park in one of the roads close to the school.
Complaints The School has a formal Complaints Procedure which can be found Here. 
Contacting Governors The chair of governors is Mrs Clare Georgeson. She can be contacted on A.Governor@locksheath-inf.hants.sch.uk
Correspondence our Discovery newsletter is sent out each week on a Friday which contains information on upcoming events and some general information. 
Curriculum We follow the Early Years Foundation Stage Curriculum. For further information, please refer to your Parents Guide to the Early Years Foundation Stage Framework online.
Diary dates will be sent out to you at the start of each term, along with a newsletter. These are also on display for parents to see in the nursery.




Drop off & Collection
Please use the table below to determine where to drop off and collect your child. 
	Session Time

	07.30 – 09.00
	09.00–12.00
	12.00-15.00
	09.00–15.00
	15.00–17.30

	Drop off
	2 – 3 yr old Room Door
	Your child’s Nursery Room Door
	School Office Please wait in the porch
	Your Child’s Nursery Door
	N/A
Children escorted to 2-3 yr old room by staff

	Pick up
	N/A
Children escorted to their correct room by staff
	School Office
Please wait in the porch
	Main Nursery Door
	Main Nursery Door
	2 – 3 yr old Room Door



Fees & Funding Most children will qualify for some government funding. Some families may be entitled to 30 hours, providing the criteria set out by the government is met. ALL children are entitled to 15 hours government funding, from the term after their 3rd birthday. If parents and carers require any additional hours outside of government funded fees, these can be paid for where places are available. The price for a non-funded place (ie not using government funding) is £7.50 per hour and this will be invoiced by the school. (Parents and carers should be aware that all sessions booked will be invoiced in this way and this includes any days where children are ill or any days that parents decide to take their children out of the provision for any reasons). Additional charges A voluntary charge of 50p per day will allow us to provide the children with nutritious snacks. Late Collection Fee – we will charge a fee of £10 if you are late collecting your child on more than three occasions per half term. 
* Please note that the school can only claim for 38 weeks of funding. The school is open for 39 weeks, therefore if you would like your child to attend for the full academic year (39 weeks) you will be required to pay for these extra sessions at the hourly rate specified in this document. Please speak to Emma Ryder in the office for more information. 

Please see table below for session times and pricing. 
	7.30am to 9am
	9am to 3pm
	3pm to 5.30pm

	Extended hours
*£8 paid for the whole session which includes a light breakfast.
Maximum of 19 spaces for children aged 2, 3 or 4.
	Main provision
*Funded hours can only be used during these times plus any additional ‘paid’ hours at £7.50 per/hr.
Maximum of twenty 2 year olds and twenty four 3 / 4 year olds.
	Extended hours
*£13.50 paid for the whole session which includes a light tea.
Maximum of 19 spaces for children aged 2, 3 or 4.


*Charges: All charges are reviewed annually with parents and carers having at least one term’s notice of any changes to the above. 
First Aid: Cuts and grazes are attended to by the Nursery staff who all hold an Advance Paediatric First Aid Certificate. An accident form is completed to advise you of any First Aid given which parents are required to sign. A letter is also sent home if they have had a bump to the head and parents will also be contacted by telephone. Accident Outside of Nursery We ask you to inform us of bumps and bruises occurring outside of Nursery. We will ask you to record these onto a form. 
Inclusion It is a regulatory requirement of the Early Years Foundation Stage to have a designated SENCO. Miss Jenny Wilkinson (SENCO), is responsible for inclusion, supporting children with Special Educational Needs, Learning Difficulties and Disabilities. Miss Wilkinson works in close liaison with the Nursery team. 
Key Person Each family will be assigned a key person from the Nursery team who will be responsible for getting to know your child, helping them to settle and supporting their development whilst in the provision. You are very welcome to speak to any member of the staff team but we recommend that you try to see your child’s key person in the first instance.
Lost Property It is imperative that all items are named. However, the nursery does have a lost property box which you are welcome to have a look in, if your child has lost something. 
Medical Information – Medical Questionnaire joining pack When your child joins, you are asked to complete a Medical Questionnaire as part of the child profile, this gives us vital information about your child’s health, dietary needs, ailments and allergies. If any of this information changes, please contact us urgently.
Nappies, wipes & Nappy Sacks please kindly provide nappies, wipes and nappy sacks for your child if they require them. 
Nap/Sleep time – Children in our 2 – 3 yr old room will be offered a nap after lunch. This will be in the quiet, cosy area of their classroom. Children have their own sleep mat, in line with the Department for Education’s safer sleep guidance. 
[bookmark: _heading=h.2p2csry]Non collection of children – Children who are not collected promptly at the end of their session, will be taken to our extended hours provision. We will then contact parents. A late fee of £10 will apply for 3 or more late pickups and be invoiced to you via Tapestry. 
Non-prescribed Medicines – The school will not administer any non-prescribed medicines. If required, staff will apply nappy cream providing we have parental consent to do so. 
Nursery in Action We have various events throughout the year that parents are invited to. Parents are very much involved in their child’s learning journey with us and we relish the opportunity to share things with you. 
Opening Times Locks Heath Infant & Nursery School is open Monday to Friday, 07.30 – 17.30 term time only, 38 weeks a year. The Nursery provision will be closed during INSET days (5 during the academic year), this is due to the ongoing need for training and to ensure staff have the most up to date professional development. See the table below for our opening & session times available to book. 

	7.30am to 9am
	9am to 3pm
	3pm to 5.30pm

	Extended hours
Maximum of 19 spaces for children aged 2, 3 or 4.
	Main provision
All day 9-3
Morning 9-12
(Including a packed lunch)
Afternoon 12-3
Maximum of twenty 2 year olds and twenty four 3 / 4 year olds.
	Extended hours
Maximum of 19 spaces for children aged 2, 3 or 4.




Our Setting and the Nursery Day The day is structured with plenty of time for play and exploration, with child-initiated activities (both inside and outside) where children can pursue their own interests. Skilled Nursery staff will be a ‘guide on the side’, using their knowledge of the children and what they have observed in order to challenge the children’s thinking, leaving them more excited and intrigued by their learning. The children will enjoy story and singing times, and opportunities to use the Music Room, Library, School Hall and many of our wonderful outdoor learning areas – including our fabulous nature reserve. Please visit our website for more details about the approach we take. 
Policies and Procedures (Early Years Foundation Stage)
The Nursery Department has many policies and procedures in place. It is a legal requirement that we inform you of certain policies and allow you access to them on request. They are all available on request from the Office, and on the School website. If you wish to discuss any of them please contact the Nursery Manager. We ask parents and carers to sign and return confirmation that they have received this handbook and have been made aware that they can access our policies. 
Regulatory Bodies Ofsted – 0300 123 4666
Reporting to Parents Nursery staff are required to maintain records of each child’s development in line with the Early Years Foundation Stage Development Matters. This is done through observations of the children as they play and learn in the setting, alongside their knowledge and understanding of your child. We use an assessment app called Tapestry in our school which allows us to match observations of each child to the stages of development through photographs and comments. Parents can access and contribute to this secure online record and further information is provided when the children have settled into nursery. Regular updates of each child’s progress will be shared with parents and carers, but you are welcome to talk to your child’s keyworker at any time about how your child is getting on. If you require a longer opportunity to chat things through with your keyworker please ask for a convenient appointment. Parents evenings will run alongside the rest of the school. 
Session Termination or Amendment: Funded Places: For funded sessions through the Nursery Education Grant (NEG) funding, a minimum of 4 weeks’ notice is required when a parent or carer needs to cancel one or more of their child’s allocated sessions. If less than the required 4 weeks’ notice is served, the allocated session(s) are liable to be charged at £16.50 per session for the duration of the remaining notice period, up to 4 weeks. This is important as the Nursery may have its NEG funding withdrawn as a result of cancellations. Where exceptional circumstances exist, the 4 weeks’ notice may be waived at the discretion of the Headteacher. 
Unfunded Places: Parents and Carers paying for their child’s sessions are also required to give a minimum of 4 weeks’ notice to cancel or amend their child’s sessions at Locks Heath Infant & Nursery School. The cancellation of sessions must be received in writing or emailed to adminoffice@locksheath-inf.hants.sch.uk School holiday periods do not count towards notice. If less than 4 weeks notice is given to leave Locks Heath Infant & Nursery School, all allocated sessions are liable to be charged at £16.50 per session for the duration of the remaining notice period up to 4 weeks. Subject to availability and in exceptional circumstances, a new session(s) could either be commenced immediately at the Headteacher’s discretion, or at the start of the next half-term/term. Locks Heath Infant & Nursery School will confirm acceptance of all written notices in writing, clearly detailing if notice has been served correctly, and the date from which cancellations and/or amendments will become effective. Communications from the Nursery will be sent to parent and carers via their email addresses. In case of dispute over notices ONLY those where confirmation can be provided will be accepted. Locks Heath Infant & Nursery School will ensure that invoices and receipts are clear, trans
Sickness Germs and viruses spread quickly between young children! In line with good practice and the school’s policy, please do not send your child to Nursery if they are unwell. Please kindly refer to the poster over the page as a guide. If your child has a temperature AND/OR requires medication such as calpol, they should NOT attend nursery. Children can return, once they have not required calpol for 24 hours. If your child is unwell during a Nursery session, we will contact you to collect them
If your child requires prescribed medication, please speak to the office and fill out a consent form
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Snacks, Breakfast, Lunch and Tea Positive attitudes to health and well-being are fostered through mealtimes during each session. Please ensure children have a full water bottle with them every day.
Snacks will be offered to all children (one in the morning and one in the afternoon) constituting a range of nutritious fruit and vegetables, milk and water. We kindly ask for a voluntary contribution of 50p per day, per child towards the cost of healthy fruit snacks. This will be invoiced via Tapestry. 
Breakfast will be offered to all children who are booked in to attend our extended morning provision (07.30 – 09.00.) To ensure the children to arrive promptly for the start of their core day at 09.00, breakfast will only be served to children arriving BEFORE 08.30. Children who are booked in and arrive after this time, will be able to come in and play until 09.00. 
At lunchtime (11.30 – 12.15) the children eat with their friends. Parents and carers are asked to provide the children with a packed lunch from home and this should be in line with the Packed Lunch Policy.
Tea will be offered to all children who are booked into our extended afternoon provision (15.00 – 17.30) Tea will be served between 16.00 & 16.30. 
Please see table below for an example Menu, which is subject to change



	
	Breakfast
Served between
07.30 – 0830
Pre-booked only

	Morning Snack
Served between 09.45 -10.30
	Lunch
11.30 – 12.15
	Afternoon Snack
Served between 14.00 – 14.30
	Light Tea
Served between 
16.00 – 16.30
Pre-booked only

	Monday
	Cereal
Toast
Fruit
Milk/Water
	Fruit

Crackers
Milk/Water
	Packed Lunch from home
	Fruit
Rice Cakes

Milk/Water
	Sandwiches
(cheese/ham)
Fruit/vegetables
Milk/water

	Tuesday
	Cereal
Toast
Fruit
Milk/Water

	Fruit
Breadsticks
Milk/water
	Packed Lunch from home
	Fruit
Crackers
Milk/water
	Sandwiches
(cheese/ham)
Fruit/vegetables
Milk/water

	Wednesday
	Cereal
Toast
Fruit
Milk/Water

	Fruit
Rice Cakes

Milk/Water
	Packed Lunch from home
	Fruit
Breadsticks
Milk/water
	Sandwiches
(cheese/ham)
Fruit/vegetables
Milk/water

	Thursday
	Cereal
Toast
Fruit
Milk/Water

	Fruit
Crackers
Milk/water
	Packed Lunch from home
	Fruit
Breadsticks
Milk/water
	Sandwiches
(cheese/ham)
Fruit/vegetables
Milk/water

	Friday
	Cereal
Toast
Fruit
Milk/Water

	Fruit
Rice Cakes

Milk/Water
	Packed Lunch from home
	Fruit

Crackers
Milk/Water
	Sandwiches
(cheese/ham)
Fruit/vegetables
Milk/water


Spare Kit We will be spending time outdoors in all weathers. Please kindly ensure your child has a couple of changes of clothes in a bag which can be kept on their peg. This should consist of trousers/leggings, t-shirts, jumpers, socks & pants. Your child will also need a pair of wellington boots & a puddle suit. If necessary, please kindly provide your child with a sufficient amount of nappies, wipes and nappy sacks for their session.
Sports Day Sports Day takes place in the Summer Term and all Nursery children are invited to take part. This is a relaxed and fun sporting event. We warmly welcome families to watch and join in
Staff Nursery staff work under the direction of the Nursery Manager, in liaison with the Senior Leadership Team and Governing body. The Nursery staff are experienced and well qualified to teach and look after children aged 2 – 4 years. Their roles, responsibilities and duties vary. To maintain continuity, we try to ensure that their weekly duties remain the same throughout the term. 
The Nursery Team are as follows
Nursery Manager – Lauren Casson 
Deputy Nursery Manager  - Debra Burden 
Nursery Practitioners & Key People
· Lauren Casson – Clownfish Group
· Katt Motherwell- Dolphins Group
· Elly Wood – Jellyfish Group
· Christine Maxwell – Octopus Group
· Ebony – Louise Dyer – Lunchtime cover 
Suggestion Box we welcome and value feedback from parents and carers. 
Sun Cream and Sun Hat during warmer weather, we expect the children to arrive having already had sun cream applied. If your child is staying all day, we will help them to reapply their own suncream. Please ensure that your child has a named bottle of suncream. If your child does not have their own suncream, we will apply a well known brand of suncream to them. We will require permission to apply suncream to your child, so please ensure that you have given permission on your induction form. Staff will keep a record of when they have applied suncream to your child. Please also kindly ensure they have a sun hat. 
Tapestry Tapestry is used to keep parents and carers informed with progress and evidence of the varied learning opportunities the children experience along the way.
Uniform Children starting in our Nursery provision are expected to wear the same uniform as all children at the Infant School, and this can be seen via our School Uniform Policy on our school website. The uniform is designed to enable children to spend time outside as much as possible. We ask that shoes are black and that they are easy for your child to put on themselves. Please do not send your child in shoes that have laces or buckles, unless they are able to do these themselves. We do ask that you provide a pair of wellies and a puddle suit for your child to keep at Nursery.
Visits and Trips – We will try to organise visits and trips throughout your child’s time at nursery. We require parental permission to take the children off site. The permission slip forms part of the child profile pack. We will inform you in advance of any trips. 

Please do not hesitate to ask if you have any questions. The staff are all here to help and ensure a smooth transition into nursery and are very much looking forward to starting this journey together.
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