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Welcome

Thank you for choosing Early Years at The Brow as a Pre School/Nursery for your child. We hope that you will be very happy with us and enjoy being part of our ‘Brow family’.
Early Years at The Brow (Foundation Stage 1) operates under the umbrella of The Brow CP School and its running is overseen by the Governing Body.

Early Years at The Brow is inspected by OFSTED as part of school.

We are a nurturing and inclusive Pre School/Nursery, following many of the policies adopted by The Brow CP School.

Children who attend our Pre School/Nursery Class usually go on to start school at The Brow CP so attending our setting offers a seamless transition into the Reception Class.

We regret that provision of a place in Foundation Stage 1 is no guarantee of a place in school. The admission of children to The Brow CP School is the responsibility of the Local Education Authority.
Admission Policy
Early Years at The Brow is registered to take up to 20 children in any one session.
We are committed to providing a fair and open admission system that offers a competitively priced and good value service. 
As a provider of registered childcare, we both encourage and actively support eligible parents/carers claiming and taking up the childcare element of the Working Tax Credit.

Places are available for 3- and 4-year-olds. Children start with us the term after their 3rd Birthday – although parents may pay for sessions from their child’s 3rd Birthday.
When a parent/carer contacts the school enquiring about a place for their child, they will be given all the relevant information they require including details of the Admissions and Fees policy.

If the parent/carer agrees to abide by all the terms and conditions of admission, including the level of fees and arrangement for payment, they will be asked to complete and sign the Admissions Form to confirm their child’s place in Pre School/Nursery.

Parents/Carers will also be encouraged to complete and sign a Medical Needs Form.
To ensure that admissions to Pre School/Nursery are offered on a fair and transparent basis, we will allocate places in the following order:
· Children who are already attending our Pre School/Nursery Class and are due to start Reception in September of the following year.

· Children who are not already attending Pre School/Nursery Class who are due to start Reception in September of the following year.

If places remain after these allocations, they will be offered on a first come first served basis to children aged 3+ who do not fall in to the above two categories.

If necessary places will be allocated as follows: -
· Children who have siblings at our school

· Children requiring full day care

· The distance lived from school

From the summer half term break parents/carers of children aged 3+, currently attending our Pre School/Nursery Class will be required to complete an application form stating their requirements for the following academic year and return it to school before the May half term holidays at the very latest.

Additionally, parents/carers who would like their child to attend our Pre School/Nursery Class, and have their names down on our waiting list, will be contacted in May to learn more about what we have on offer. Following this, they will be required to complete an application form stating the sessions that they would like to attend and return it to school by the end of June.
At the beginning of July all parents/carers will be notified by letter, which sessions their child has been allocated.

Extra Charges and Costs

Fees

Every child who attends our Pre School/Nursery Class is entitled to 15 hours free Nursery Education via the Nursery Education Grant. This means that they can attend five sessions for free every weekday morning, although priority initially will be given to our older 3–4-year-olds. 

Sessions can be tailored to suit individual need and some families choose to use their 15 hours over three days which allows children to attend two full days and one half day
 From September 2017 working parents have been able to access 30 hours free childcare and here at The Brow we are set up to accommodate this new initiative. Please speak to Mrs Pendlebury if you require further details on how to apply for this top up funding and book extra childcare places.
Children in receipt of EYPP are offered one additional session per week. During Headcount week Mrs Pendlebury will provide the Local Authority with your child’s details and they will inform Early Years at The Brow whether a child is eligible for this additional funding. If your child is awarded this payment Mrs Pendlebury will inform you of this at the first available opportunity.
DAF Funding – Children in receipt of Disability Living Allowance are also eligible for a one-off payment of Disability Access Fund (DAF) this is paid directly to Early Years settings and is used to buy additional resources to provide support to meet specific need.
Additional Sessions

Parents have the option to pay for additional sessions. Our pricing structure is outlined below – 

Morning session – 8:45am – 11:45am = £12:00

Full day 8:45am – 3:00pm = £24:00

Children who stay for a full day will need to bring a packed lunch to Pre School/Nursery. Parents also have an option of purchasing a hot meal from the school kitchen. This is ordered online via School Hub.
Pre School/Nursery Class is open for 38 weeks each year, term time only.  

The school understands that the cost of registered childcare may seem expensive to a parent/carer. However, providing a high quality, safe and stimulating service for children is not cheap and to ensure high standards and sustainability of our Pre School/Nursery Class, it must ask that parents/carers respect its policy regarding fees.
· The level of fees will be set by the Governing Body and reviewed annually in the light of the group’s financial position, its future strategic plans and any other broader economic or social considerations deemed relevant.

· Payment of fees should be paid a week in advance.
· A notice period of 4 weeks must be given to reduce sessions or leave the setting altogether(this is in line with Local Authority guidelines).
· Fees will be charged even when a child is absent.
· If fees are not paid on time, the parent/carer will be contacted in writing and request for payment at the earliest possible opportunity will be made.
· The school has the right to issue a formal warning to the parent/carer and inform them that continued late payment will result in their child’s place being forfeited.

· If fees are paid persistently late or not at all with no explanation, the school will be forced to terminate that child’s place. Under exceptional circumstances, the school may agree to allow the child to continue attending Pre School for the remainder of the week.

· Parents/carers are encouraged to speak to Mrs Pendlebury/Mrs Arikboga or Mrs Webb if they have a query about the fees policy, or if, for any reason, they are likely to have difficulty in making a payment on time. Parent/carers are strongly advised to arrange a meeting at the earliest possible opportunity, to avoid jeopardising their child’s place at our Pre School.
· Parents who are entitled to 30 hours funding must ensure that they remain eligible by responding promptly to any email from HMRC and reactivating their code as requested. Failure to do so will incur additional fees for Childcare which Parents must pay in full.

Snack
Children are offered a mid-morning snack every day. 
This consists of –
· A drink of milk or water

· Fruit of the day

· Toast/Cereal/ Crumpets/Crackers and Cheese, etc

We ask for a small donation of £1:00 per week. This can be paid weekly or half termly and can be cash. Please hand your donations to a member of staff. Thank you.

Lunch
Children who join us for full days will need to bring in a packed lunch from home. We follow the healthy eating policy of The Brow CP School. 

· Water or Fruit juice

· A sandwich, wrap, pasta dish, etc

· A piece of fruit

· Small treat 

Please see The Brow CP school website for ideas.

A hot lunch can also be purchased from our school meal provider at cost. Please speak to Mrs Pendlebury for details.

Nappies/Wipes
Parents are asked to provide their own nappies and wipes.
Trips/Visits
We will use the local area for visits throughout the year – Halton Lea Library, Heath Park and St Mary’s Church. At the end of the academic year we arrange a visit with coach travel – examples of this are The Ice Cream Farm, Imagine That, Chester Zoo which are heavily subsidised. Parents will be sent a letter containing details of cost half a term before the proposed trip.

Celebrations

At the end of the year, we hold our Graduation and Celebration morning. The prizes, certificates, room decorations and end of year gifts are fully funded by Nursery funds.
Parents as Partners

Entering our Early Years Facility can be a major step for any young child and their parents. It is important that children, parents and staff get to know each other, and that staff are made aware of any major changes within the child’s life which adults may deem trivial, but children may find daunting. With good communication between home and school any problems can be addressed immediately and to greater effect. It is for this reason that your child will have a key person from the moment they start entering Early Years.
“A key person has special responsibilities for working with a small number of children, giving them the reassurance to feel safe and cared for and building relationships with parents.”
Early Years Foundation Stage principle – Positive Relationships- Commitment 2.6
Tapestry

At Early Years at The Brow, we use an online learning journal known as Tapestry. Members of staff will regularly add observations of your child’s wow moments to help track their progress with us. We actively encourage parents to support us by responding to our observations through comments, or by adding photographs of activities your child has enjoyed at home. 

This collaboration helps us to get to know your child and enables us to build on their interests in setting.

Facebook
We have a Facebook page called ‘Early Years at The Brow’ – we will use this as a quick way to inform you of what we have been doing or to share information with you. Children’s names are not used but we do share photographs. If you do not want your child to feature on our Facebook page, please make Mrs Pendlebury and Mrs Arikboga aware of this. Thank you.
Website Page

Early Years at The Brow has a page on the website of The Brow CP School You can find us under class pages – look for Nursery.
                                              Session Times
Morning session 8:45am – 11:45am                    Full day 8:45am – 3:00pm
Learning is developed through structured play. The children are allowed to choose from a variety of activities; adult interaction ensures learning takes place. 
Activities may include:-
Painting, cutting and sticking, sand and water play, malleable play, mark making areas, number and language games, construction toys, listening activities, computer games, role play areas.

A healthy choice of snacks is provided at each session.
Time in the hall and continuous provision allows access to climbing equipment, bicycles, balls, beanbags, etc.

During each session there is a carpet activity that may include listening to stories, singing songs, and number and phonics games. A copy of Pre School’s timetable is enclosed.

Early Years Staff
Mrs Carolyn Pendlebury
Nursery Lead/ Early Years SENCO and Key Person
Mrs Lisa Arikboga
Deputy Nursery Lead and Key Person

Mrs Sarah Holding
Nursery Assistant and Key Person

 All the team contribute to the planning and delivery of the curriculum and the assessment of the children. Members of staff from Pre School and Reception classes work closely together, this ensures continuity and progression throughout Foundation 1 and Foundation 2. 
                        Safety and Protection Issues
It is essential that parents inform us if a child is to be collected by somebody other than the usual carer. Children will not be allowed to leave the Early Years Facility with anyone unfamiliar to us unless prior arrangements have been made. However, we appreciate that not everything goes according to plan and that families have emergencies to deal with from time to time. To cover an emergency situation we suggest that all parents leave a password on their child’s application form so members of staff can check that the person collecting a child has the parent’s permission to do so.
Children will not be allowed to leave with anyone under 16 years of age.
It is very important that all our children are collected on time, being the last one to be collected is particularly distressing for a Pre School child. School must be notified if carers are delayed in the collection of a child. In an emergency a member of staff will stay with a child, keeping them safe and suitably occupied until they have been collected.
Please note, any parent persistently late collecting their child will be charged for the additional childcare.

It is a requirement that we contact Social Services if children have not been collected, and no explanation has been received, thirty minutes after the end of session.
If your child is unable to attend a session, please inform the school office as soon as possible (any unattended sessions will still be charged).
We are required to contact the LEA regarding any child protection issues. If there are any complaints, we will endeavour to resolve them together, with the support of the Social Services Team, if necessary.
Behaviour Policy
In Pre School/Nursery we follow the Behaviour Policy of The Brow CP School, who’s aims are that all children 
· are educated in a calm, consistent and caring learning environment.

· feel happy, safe and secure.

· show respect for other people and their possessions. 
As expected with three- and four-year-olds who are learning the rules of social interaction, we do occasionally encounter unacceptable behaviour – biting, hitting, scratching. In most cases this is a temporary phase, parents will be contacted, and your child’s Key Person will work with you to support your child.
Very rarely challenging behaviour can be persistent and harmful to others – children and staff.  When this happens Mrs Pendlebury and Mrs Arikboga with support from Mrs Webb will meet with the child’s parents to formulate a workable strategy of ongoing support.
 This may involve outside agencies – Early Help, Social Care, SEN support or may require a reduction in hours/sessions.

We hope that parents will support us in the management of our children’s behaviour.
Each child will have the opportunity to earn praise points (smiley faces) throughout our sessions. Prizes, certificates and badges are awarded at our Graduation Assembly in the Summer Term. 

	Bronze
	Silver
	Gold
	Platinum
	Diamond

	Certificate

Badge

Present
	Certificate

Badge

Present
	Certificate

Badge

Present
	Certificate

Badge

Present
	Certificate

Badge

Present


In addition to individual praise points we also work together to earn Class Points – 10 Class Points gains the whole class a treat eg, Pyjama Day, Hot Chocolate, Treats, etc. Parents will be informed when and what the treat will be. 

Regular fire drills are organised so that the children know what to do in the case of an emergency. Risk assessments are regularly and routinely carried out to ensure all learning areas and equipment is safe for all children’s use. 
All our Early Years staff are Paediatric First Aid trained and Mrs Pendlebury has responsibility for administering medicines.
                      Sickness
At The Brow CP School we are very understanding and caring when dealing with sickness within school and have been trained in child first aid.

In the event of a child becoming ill during the session, we may need to contact parents or carers to collect children please make sure that emergency contact numbers are up to date and always switched on.
If a child suffers from vomiting or diarrhoea, they should be kept off school for at least 48 hours after the last bout of sickness. This is in line with council policy for both adults and children. Please also use discretion when returning children to school that have had viruses or infections, as these can easily be spread.
If a child is ill or has an appointment during term time, please inform Early Years at The Brow of your child’s absence and reason. It is now a legal requirement that parents inform us of any absences and that we monitor attendance.

How to inform of absence – either by telephone 01928 563089 or by email carolyn.pendlebury@thebrowcp.co.uk
Special Educational Needs

We are a very inclusive Pre School welcoming all children regardless of ability, race, gender, religion or need. All staff work tirelessly to help break down barriers to learning. We have established a network of contacts and work collaboratively with Speech and Language Therapists, Occupational Therapists and other professionals to access the support needed to help every child reach their true potential.
If you have any concerns, please speak to Mrs Pendlebury (Early Years SENCO). All conversations and issues raised will be handled in a sensitive and professional manner.
 Occasionally members of staff will notice an area of concern that parents may not have been aware of. These conversations can cause a variety of emotions, some parents may feel relieved, but others may feel angry and upset. We as a Nursery Team will do everything that we can to support you and your child, but rest assured we will only access outside agency support with your permission.
Clothing
Although school uniform is non compulsory for our Pre School children, we actively encourage wearing it as it gives us a sense of belonging to ‘The Brow’. 
In addition to this most of our Pre School experiences are messy – paint, glue, shaving foam, gloop and mud glorious mud, so if we wear a uniform it is our work clothes that get dirty not our best outfits.
Our Uniform list: -
	Our preferred Nursery Uniform – to encourage independence

	· white/navy blue polo shirt

· navy sweatshirt/cardigan/hoody (children will be provided with one item as part of their Welcome pack)
· grey/black/navy leggings/jogging bottoms

· black school shoes

· wellington boots (for wet weather days – these can be kept in Nursery)

· waterproof coat

· small back pack containing spares – underwear, socks, tops, bottoms , nappies, wipes.
Branded uniform is available from Office Bridge but supermarket own brand is absolutely fine and cheaper.

	Children may also wear if they want to dress like their older sibling)

	· grey trousers/joggers/pinafore/skirt

· puddle suit (optional)

	On PE days (Tuesday/Thursday) children will need to wear 

White polo shirt, navy sweatshirt, joggers/leggings and trainers.


EVERYTHING MUST HAVE NAMES IN THEM INCLUDING COATS, SHOES, HATS, GLOVES, ETC.

One of our aims is to develop the children’s independence and so it is important that they can take themselves to the toilet, take off their own coat and begin to put on their shoes independently. Therefore, we ask that all children’s clothing is easy for them to take on and off – elasticated waists, Velcro fastening and popper fasteners.

We request that you provide a complete change of clothing, including underwear, in a named bag. Accidents do happen and the children are happier to change into clothes which are familiar to them should the need arise.
Comfort objects – you may wish to pack a favourite cuddly toy, blanket, etc so that your child has something familiar with them. Where possible please leave expensive toys, etc at home. Our children are learning to share resources and sometimes bringing toys from home can cause conflict and upset.

We will organise Show and Tell days throughout the year where children can bring in something from home to show their peers.
Outdoor play is part of our continuous provision, and the children have access to the outdoor area in all weathers, therefore we ask that every child has a waterproof coat and Wellington boots with them every day. 
Thank you
Thank you for taking the time to read this booklet. We hope that this has given you all the information that you need. If you have any questions or concerns – no matter how small please do not hesitate to contact Mrs Pendlebury in one of the following ways –

· face to face at the end of the session
· telephone 01928 563089  
·  email carolynpendlebury@thebrowcp.co.uk
Please sign the parent declaration at the end of this booklet confirming that you wish to take up the Pre School place offered. Any changes to sessions will require a 4 week notice period- this includes a decision to leave our setting and attend another Childcare provision.
Early Years at The Brow
Child’s name………………………….   Date of birth…………………… Age……                   
Please tick all that apply.
· I accept a Pre School place for my child.  
· I understand that my child is entitled to five free sessions each week and that these sessions are paid for via the NEG funding  
· I would like to apply for additional sessions for my child 
· I am entitled for 30 hours top up funding and this is my authorisation code

………………………………………………………………………..   
   
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Cost

	Morning
8:45 am-111:45 noon
	
	
	
	
	
	£12:00

	Full Day
8:45am – 3:00pm
	
	
	
	
	
	£24:00

	
	
	
	
	
	
	


Please put the total sessions that you require, free sessions will be deducted and you will be charged for the remainder.
Parental Agreement

· I agree to pay fees a week in advance and understand that even if my child is absent fees will still need to be paid. 

· I agree to give a terms notice if I wish to change the arrangement.
· I understand that if I am eligible for 30 hours top up funding and fail to renew my entitlement that I am liable for Nursery fees for the Term.
 Parent Signature ______________________      Date _________                                                                                                                        
                                                      Reviewed June 2025  CP/LA
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