Authorised collections
•

•

If you need to make alternative arrangements as to whom
will be collecting your child, you must ensure that nursery is
notified before collection. In the interest of safety we
cannot release your child if you have not notified us in
advance.
Anyone collecting your child other than their parents will be
required to report to the main nursery entrance and provide
us with photographic ID such as a passport or driving
licence.

Child Sickness (and the 48 hour policy)

‘Parent Handbook'
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These important procedures help to ensure all children remain safe,
while attending nursery. We would appreciate it if all parents/carers
could take time to read the material carefully.
Parents should also refer to our nursery policy handbook. If you
require further information or in an additional language please do let
us know.

Appropriate shoes and clothing

To reduce germs and dirt coming into the nursery from outside, we
request that all parents provide their child with a pair of
comfortable indoor shoes (e.g. plimsolls) while at nursery.
Please ensure your child attends nursery in practical clothes; refrain
from ‘best clothes’ and clothes with lots of buttons such as
dungarees or shoes with laces unless your child is confident in
unbuttoning, tying laces.
Please ensure their clothing is appropriate for the day’s changeable
weather conditions.

If your child is not well please do not bring them to nursery. It is
unfair on the child who is ill and the other children who attend
nursery. Colds and viruses can quickly circulate in a warm nursery
environment and then there is the potential risk of the nursery staff
getting the illness too. We operate a strict 48 hour policy regarding
sickness. A child who is ill will not be allowed to return to the nursery
until any of the symptoms listed below have been clear for at least 48
hours:
• Diarrhoea and/ or vomiting
• Doubtful rash
• Conjunctivitis
• Infectious illness - for example chicken-pox, mumps or
measles
• Severe cold, cough or flu like symptoms
• Fever or temperature of 38 degrees centigrade or over.
Please refer to the nursery policy handbook for further details.
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Contacting Us

We appreciate at times you may need to contact us during the day,
however please note that lunchtime (from 11.30-1.30pm) is a very
busy time at nursery, so please refrain from calling us at this time
unless it is an emergency. We do have an answer phone if you wish
to leave a message. Non urgent messages such as requests to change
additional sessions and holiday plans, where possible should be
requested via our email address info@littletroopers.co.uk.

Lending Library

At nursery each room has a lending library which contains a variety
of books, activities and story sacks which you are welcome to
borrow. Please see your child’s key person who will happily make
age/ interest appropriate suggestions.

Arrivals and collections
•
•
•

•

•

Children are required to be escorted by their parent/carer
to their group room to be ‘signed in’ and must be ‘signed
out’ by a staff member at the end of their session.
Parents/carers are welcome to join us for the first 30
minutes of the session both in the morning and afternoon
or alternatively at other times by arrangement.
All children should arrive at nursery by 9.30am (morning
session) or 2.00pm (afternoon session). In the event you will
be late, or your child will not be in please contact nursery
before the start of the session.
Although the nursery is open from 8.30am to 5.30pm all
children must have left the premises by 5.30pm. Therefore
parents are requested to come 10 minutes before the end
of the session to talk to their child’s key person and allow
time to collect their child’s belongings. Collection after
12.30pm (morning) and 5.30pm (afternoon/all day) will be
seen as ‘late’ and parents will be fined £5.00 for every 10
minute period of lateness.
If you are going to be late please contact nursery as soon as
possible and before the end of the session. Parents arriving
early are required to stay until the start of the session.

Partnership with parents

We understand that regular communication and exchange of
information is the key aim of our parent partnership. Information is
available to parents via:
• Daily verbal reports about each child (eating, sleep, learning
and care updates)
• Online learning journal
• Parent and room notice boards
• Parent consultations with their child’s key person
• Nursery policy and Parent handbooks
• Regular nursery newsletter
• Parent presentation evenings
• Parent/ Nursery committee

Key Person Approach

A key person is a named member of staff assigned to your child to
support their development and act as the key point of contact for the
child and their parents. The key person has special responsibilities for
working with a small number of children and helps build and develop
positive relationships with children.
Role and Responsibilities
The main role of the key person is to:
• Help to ensure their key children feel safe, secure and
confident, if they are to develop to their full potential.
• Build secure and trusting relationships with the
parents/carers of their key children to establish their child’s
individual needs.
• Complete a ‘2 Year Old Check’ in the term the child turns 2
years detailing their development.
• Arrange meetings with the parents/ carer to discuss the
child’s progress and/or any developmental concerns.
• To ensure that parents/carers are kept informed of the
child’s day to day experiences.
• To assist with their daily intimate care needs, such as their
key child’s nappy changes, clothes, washing hands and
feeding.
• Assist the parent/carer and their key child with the settling
in process, taking time to listen to questions, and provide
answers.
• Where a child is transitioning from one room to another,
key persons from each room will liaise together to ensure
information is passed on correctly.
Your child’s key person will give feedback to you about your child’s
experiences each day. In the event you are not collecting we can
arrange to contact you by telephone or send home a written record.

Nursery communication

Your child’s key person should be your main point of contact,
however please liaise with the nursery management for all general
enquiries such as:
§ Any concerns regarding the safeguarding of children
§ Attendance (including notification of sickness, holidays
and additional session requests)
§ The EYFS, Tapestry and child development
§ Your child’s key person/ staff / group
§ Changes to your child’s registration form (including
contact details, dietary, allergy and medication)
§ Parent consultation requests
Contract enquiries regarding:
§ Changing contracted sessions
§ Additional sibling registration/ nursery place requests
• Nursery Fees
• Invoices & payments
• Nursery Education Funding
• Termination notification
The nursery will send out a newsletter every term informing you of
up and coming events, points of interest and important notifications.
From time to time we may need to send out further letters in the
form of an ‘Operations’ letter if we require your authorisation or we
feel the information cannot wait until the next newsletter. The
majority of our communication is conducted via email.

x

Welcome breakfast/ tea

Every few months we hold a ‘Welcome Breakfast’ or ‘Welcome Tea’.
This session is open to all parents who would like to come with their
child and share breakfast or tea and join in activities. Your child
doesn’t have to attend a normal session on the day of the welcome
session. Days, dates and times will vary to enable all parents to have
an opportunity to attend, look out for details in our newsletter.

Security

On entering the nursery - our parent & child nursery access is to
the rear of the nursery premises. When your child starts at our
nursery you will be given the access code to the nursery side gate.
Once through the gate you will be able to store your child’s
pushchair, scooter or bike. Please ensure pushchairs are folded to
allow space for others. To gain entry to the nursery you will need to
ring the bell located on the parent & child door entrance; a member
of staff will greet you at the door.
On leaving the nursery - parents are requested to leave by the
parent & child nursery entrance.
Please ensure that all nursery doors and gates are closed firmly behind you.

Toys/comforters from home

We understand that children often have a comforter (soft toy,
blanket, dummy) that they like to have at nursery, while they rest or
for if they feel unsettled. We do have a very large selection of soft
toys at nursery, but if your child does bring one from home please
make sure it is marked within your child’s name and if possible you
have a spare one at home just in case it gets left at nursery
overnight. All other toys are not accepted at nursery unless it is a
‘show and tell’ day. Please ensure your child does not bring in (or you
pack in their nursery bag) items such as Lego, money, chewing
gum/sweets, for safety reasons these items will be confiscated.

Travelling to and from Nursery

We actively encourage parents where possible to use
environmentally friendly forms of transport such as walking, cycling
or public transport. If you must drop off/ pick up your child by car,
please consider the following:
• Respect this is a residential area and therefore do not park
in front of our neighbours driveways; the nursery driveway
must be clear at all times in the event emergency services
require access.
• Please use the 2-3 hour free parking bays on Stanley Road
and do not park on double yellow lines as you will receive a
parking ticket.

Use of media (including mobile phones & cameras)

Parents are prohibited from taking photos within the nursery
premises this includes the garden, front entrance areas as well as the
Each child is enrolled onto Tapestry, our secure online learning
journal system. The system provides each child attending our nursery nursery building. We also request that all parents refrain from using
their mobile phones while on the nursery premises. This includes the
with their own online learning journal. Staff and parents are given
answering or making of phone calls, texting, taking pictures or filming
their own secure log-in details, which enables both to upload
if your phone or media device has a camera or video capability.
observations, photos or videos; recording children’s achievements
and assessing their learning in reference to the EYFS curriculum. The At certain times such as nursery performances, the nursery will
inform parents in a writing of the event and whether there will be an
individual journal builds up a record of your child’s experiences
during their time at nursery. This information is later used to support opportunity to take photos or film the event. In these situations
their transition between our nursery and their new school when they parents will be required to notify us in writing if they do not wish
their child to be photographed or videoed by other parents.
leave.
In the spring term each year we hold an Early Years Foundation Stage
(EYFS) presentation to help new parents to understand the education
framework we follow. An EYFS information board is located near the We welcome your comments and suggestions. Where possible
please approach us directly or use the comments & suggestions box.
nursery entrance. Activities planned for your child and their group
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are displayed by their classroom.

Online Learning Journal

Suggestions

