	


	



[image: image1.png]



[image: image3.png]



[image: image4.jpg]Humpty Dumptye

Xndergardey,




[image: image5.jpg]



Dear Parents/ Carers,

Welcome to Humpty Dumpty’s Kindergarden. As professionals, parents and carers we all want the best for all children in our care. Humpty Dumpty’s kindergarden is committed to providing quality childcare and education for all children from 0-5 years.

We offer a secure, happy and stimulating environment, independence, self-confidence, consideration for others and good manners are encouraged. Each child is special and unique and as such we recognise different individual needs. Children learn best when praised, valued and encouraged. At Humpty Dumpty’s Kindergarden the journey of learning is fun. We understand your needs as a parent or carer and always aim to exceed your expectations and offer quality service. You are entrusting us with the care of your child as a number one priority above all other considerations.

Please call us to arrange a visit at our setting in Taverham. The Nursery manager/Owner and Deputy manager will be delighted to show you around and discuss your requirements for your child. We look forward to meeting you.

Yours sincerely,

Laura Wood

Owner/Manager
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Welcome to Humpty Dumpty’s Kindergarden 

Humpty Dumpty’s Kindergarden opened in July 2011. Accommodated in the village of Taverham, the Nursery is close to local amenities such as Taverham Garden centre, Taverham Library, the veterinary surgery and local primary schools such as Nightingales, Ghost Hill and Drayton Community Infant School. 

We have a large gravel car park which enables easy drop off and pick up times for parents and carers. We are situated on a site where there are new developments ongoing including a supermarket that opened early 2022 and other community facilities planned for the future. The nursery backs onto woodlands and fields.

Humpty Dumpty's Kindergarden is registered with OFSTED (Office for Standards in Education) to care for 49 children aged between 3 months and 5 years. We are proud to offer care from a commited and valued team, many loyal and long standing staff, all highly motivated and fully trained. We are proud to have the highly qualified team we have as well as commitment to ongoing training and development ensuring that their skills and knowledge are kept up to date.

Humpty Dumpty’s Kindergarden’s nursery team are committed to safeguarding and promoting the welfare of children and young people and all staff, parents, careers, volunteers and visitors are expected to respect our commitment.
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Opening Hours

The nursery is open all year round, excluding bank holidays and a week closure over the Christmas period, from 7:30am to 6pm Monday to Friday. 

We understand that from time to time you may require childcare outside of your child’s chosen sessions. By prior arrangement we can offer ad-hoc sessions when required. These are subject to availability. 

The Nursery offers both full-time and part-time sessions for babies and children up to the age of 5 years. 

Children’s age group

All children are cared for in separate groups according to age and corresponding to the early years foundation stage Framework. 

These are genuinely in three age groups:

· 0-2 years 

· 2-3years

· 3-5years

…..but may very slightly in accordance to individual children’s needs. 

Sessions

All nursery spaces are dependant on availability and movement of existing children throughout the nursery
Stretched Funding

As Humpty Dumpty's Kindergarden is a full daycare nursery that is open for 51 weeks of the year we offer our funded sessions as ‘stretched’ only. This means that your child will receive their 570 hours (Universal funding) or 1140 hours (Universal + Additional Working Parents Funding) stretched over the whole year. We allow funding to be claimed in Flexible hour blocks each day depending on sessions, hours already claimed and many more factors please ask Laura or Abbi if you have any questions. 

If claiming universal hours your funded hours per week must not exceed 11.

If claiming universal hours and additional funding your funded hours per week must not exceed 22.

On average 1140/ 51 weeks = 22.35 hours per week 

On average 570/51 = 11.17 hours per week

Please note that your child will attend for more hours per session but the maximum funded hours per session are below. You do NOT have to claim the full number of hours per week however please remember that to claim any part of the additional working parents funding you MUST be claiming your full allocation of universal funding here at Humpty Dumpty’s Kindergarden. If the total number of hours exceeds the delegated funding hours per session the hours exceeding will be claimed at our hourly rate £7.70. In addition, if extra days are required these will be claimed at the day rate appropriate for your child’s room.

Additional service charge

There is an additional service charge for each funded session. Our service charge includes however but is not limited to meals, snacks, resources, consumables, visitors, music workshops, E-learning, peripatetic teachers and local community outings.

Providers are unable to use funding for such items and could not maintain the high-quality provision that they provide without making these charges. As you can see from the chart below, using the funding significantly reduces your daily fees while the small amount that we charge enables us to still deliver our excellent service to children and families.

Please note

The 570/1140 hours are stretched across the year. This does mean that there may be some chargeable hours in addition to those that are funded. We are able to confirm how many of these when we receive notification of your required sessions and these will be charged using our private fee structure. 

Cycle of eligibility = 3 claim periods (1st claim being the first term after the child’s 3rd birthday) 

There is a recommended amount of hours to be claimed per term ensuring that it is kept within the maximum hours per year (570/1140). During a cycle of eligibility no more than 570/1140 hours can be claimed we urge that the recommended hours are claimed to avoid large reduction in total funded hours the 3rd claim period. 

Why is my child’s place not free?

Funding can only be used for the core Early Years Foundation Stage and NOT for services and items, which we offer over and above this. There are some early years providers who are offering hours completely ‘free’ and we have considered this but the cuts we would need to make to our service to accommodate this would be considerable and we feel, detrimental to our provision. We are determined to provide a high-quality nursery for our families where children are individuals and become part of the Humpty Dumpty’s family; we cannot achieve this on the funding alone. We do have a limited number of, criteria based, funded only sessions. Please speak to Laura or Abbi if you feel you would be eligible for these. 
Funded only sessions

We do have a limited number of funded sessions with no additional service charges. These are currently a 3 or 4.5 hour funded sessions between the hours of 1300-1730 please ask for details as these are criteria based. These places do not include snack or meals and you need to provide these in line with our food policy, details on request. These places are limited so please ask the Nursery Manager (Laura) or Deputy manager (Abbi) for more information. This is available for two year and three and four year funding.

Claiming the funding

Please look on https://www.childcarechoices.gov.uk/ for full information as it is subject to change. At the time of writing the following applies:

Universal 570 Hours of Funded Early Years Education and Care for 2 year olds  and  3 and 4 year olds.

ALL 3 and 4 years old are eligible the term after their 3rd birthday. 

Only eligible 2 year olds will be able to access funding the term after their 2nd birthday.

You will need to fill out a Parent Claim Form along with the original of your child’s birth certificate or passport for us to photocopy.  

Additional 570 Hours Funding for Working Parents.

Please remember that to claim your additional working parent hours at Humpty Dumpty's Kindergarden we will require you to be claiming the full 570 universal hours above with us too. 

Criteria as listed on https://www.childcarechoices.gov.uk/
This site will signpost you to a government eligibility page. If eligible you will be given an 11 digit code starting ‘500’. Please email this to the nursery to enable us to process your claim. Please note that this code is only valid for 3 months and it is your responsibility to ensure a reconfirmation of your code is provided as needed or we will not be awarded ongoing funding. If your circumstances change then you may go into the ‘grace period’ for funding and you must follow the directions sent to you by the LA. Please remember that we will request that you pay any ongoing fees should you not provide us with the required information in a timely manner or fall out of eligibility without the required notice given as per our terms and conditions. 

New government funding agreement (9months) 

As soon as we have more information outlined by the government and Norfolk county council we will inform new and existing parents on this. As it stands currently we are waiting for the guidelines to become clearer. 
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Sessions and fees

	Sessions
	Flat rate
	Fully Inclusive of all activities and resources

	Full Day (7:30am-6pm)
	£75
	Breakfast, snacks (AM and PM), Hot Lunch, pudding & tea included

	Short Day (7:30am-4pm)
	£63
	Breakfast, snacks (AM and PM), Hot Lunch & pudding included

	Am Session (7:30am-1pm)
	£41
	Breakfast, snacks (AM, Hot Lunch & pudding included

	Pm Session (1:pm-6pm)
	£38
	PM Snack, tea and pudding included


30 hours extended funding options
Option one- 2 x 10 hours 7:30am-6:00pm (£30.70 per day or £61.40 per week)
20 funded hours per week
Option two- 3 x 7.3 hours 7:30am-6:00pm (£39.60 per day or £118.80 per week)
22 funded hours per week 
Option three- 3 x 7.3 hours 7:30am-4:00pm (£24.20 per day or £72.60 per week)
22 funded hours per week
Option four- 4 x 5 hours 7:30am-1:00pm (£15.35 per day or £61.40 per week)
20 funded hours per week
15 hours universal funding options
Option one- 1 x 10 hours 7:30am-6:00pm (£30.70 per day/week)
10 funded hours per week
Option two- 2 x 5 hours 7:30am-1:00pm (£15.35 per day or £30.70 per week)
10 funded hours per week
10% Sibling discount is applied whilst both children are registered at the nursery and in attendance at the same time.

These fees are reviewed every November for January of the next year to which you will be given notice of.
Our staff

We pride ourselves in having highly qualified, loyal and experienced members of our staffing team. All our staff understand the benefits of learning through play and experiences which is seen daily within their practice. All our staff have their own individual qualities however the ones that they share are patience, good listening skills and understanding as well as all of them having a caring nature. These qualities ensure children feel valued and included. All our practitioners provide routines and consistent rules that children can understand and follow in line with our behavior management policy.
	Laura Wood 

 Owner/ Manager

BA Hons. Early Childhood Studies
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In the absence of the owner/manager, the role is taken over by Deputy Manager of the nursery.


	Abbi Howland
Deputy Manager

BA Hons. Early childhood Studies


	Sophie Himpson
Lead Early Years Educator-

Baby Room

Level 3- Early Years Workforce
	Jessica Schramm
Early Years Educator

Baby Room

Level 3 Early learning and childcare
	Chloe Thirtle
Early Years Educator

Baby Room Level 2
Working towards Level 3 Early Learning and childcare


	Natasha White (maternity Leave)
Lead Early Years Educator

Toddler Room

Level 3 –Early learning and childcare


	Indi Wells 
 Early Years Educator 

Toddler Room 

Level 3 -Early Years Workforce
	Shayla Knowles
In Training- Early Years Educator
Toddler Room (Apprentice)


	Penelope Dixon
 Early Years Educator
Pre-school room
Level 3- Early Years Workforce
	Leah Revell
 Early Years Educator
Toddler Room

Level 3- Early Years Workforce


	Abby Masters Nursery Assistant 


	Stewart White Nursery Chef


Policies and Procedures

Humpty Dumpty's Kindergarden has its own set of policies and procedures for parents and staff to ensure the safety and well-being of the children, staff, parents/careers and visitors are to have access to all policies and procedures. Here at Humpty Dumpty’s kindergarden we ask that everyone adheres to them where applicable. All policies and procedures are available in the office and can be emailed on request. In lines with policies and procedures we also conduct and Follow risk assessments carrying these out daily to ensure that all staff, equipment and much more is/are safe for all. 

All policies and procedures are available in our office should you require a personal copy please let us know. 

Mealtimes

We are proud to offer home cooked meals and snacks to all our children. We have an onsite chef (Stewie) who cooks and prepares the food for the children daily. We cater for all allergies and pride ourselves on the range of food offered to the children daily. We source our fruit, Veg and meat from small local suppliers. Additionally, we ask our parents for their input on menu ideas, this usually happens termly. Once Stewie and Laura have finalized menus they are then sent out via email and located on our Facebook page. 

Below is a sample menu which was used for the winter 2023. 

	Day
	Am Snack
	Lunch
	Pudding
	Pm snack
	Tea
	Pudding

	Monday
	Rice cakes and cheese spread
	Vegetable spaghetti  bolognaise and garlic bread 
	Saltanas sponge and evaporated milk
	vegetable sticks and home made humus 
	Tuna and sweetcorn fritters and a side salad 
	Yoghurt

	Tuesday
	Toasted marmalade squares 
	Cottage pie and a selection of veg 
	Fruit crumble and custard
	mixed melon platter
	Minestrone soup and croutons
	Jelly 

	Wednesday
	Bread sticks and sultanas 
	Roast chicken, cabbage, carrots, Yorkshire pudding and roast potatoes 
	Semolina with fruit compot
	Orange and apple slices with grapes
	Hawaiian Pizza served with cucumber
	Ice cream and sauce 

	Thursday
	Cream crackers and spread

	Pasta ratatouille
	Bonoffee Flan
	Pepper sticks and dip
	Spaghetti hoops and toasted squares
	Stewie’s homemade shortbread 

	Friday
	Fruit bread 
	battered fish balls, homemade wedges and mushy peas 
	Jelly an dice cream 
	Fresh fruit platter
	Sandwich platter and garnish
	Fromage frais 


Starting Nursery
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Your child will experience a wide range of fun and stimulating activities whilst at Humpty Dumpyt’s. Children are able to delight in investigation and exploratory play both indoors and outdoors on a daily basis. At Humpty Dumpty’s learning through play is central to our ethos and through these children are able to progress through all areas of the Early Years foundation stage.

Our nursery

Following on from our huge refurbishment in 2019 where we moved away from the stereotypical brightly coloured walls and flooring, we wanted to create a calmer more tranquil environment. We are moving away from traditional manufactured plastic toys, to resources that inspire curiosity, awe and wonder. Throughout the expansion we wanted to create beautiful environments for our incredible children. Inspiring them to be inquisitive and curious, creating the “thinkers and doers” of the future. 
Our Enviroments
The nursery provides a welcoming and stimulating environment where children feel secure and able to access challenging and exploratory activities in a safe space. We ensure the indoor and outdoor environments are communication friendly and rich in experiences.
We recognise the benefits of natural and everyday objects for the children to interact with this widely used throughout the nursery through holistic play and treasure baskets. These will include wood, metal and a range of fabric, textures and colours for the children to explore. 

Children work together to produce colourful creative work to illustrate their learning, which is displayed around the nursery. We document children children’s learning successfully by displaying photographs of activites/events the children have taken part in to visually show the learning process to the children, staff and parents/careers. 
In the moment planning
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The children lead our learning and we follow their interests we do this by planning 'In The Moment' for their development. We also follow the seasons and try to incorporate opportunities for the children to engage in the world around them.
Messy Play

Here at Humpty Dumpty’s, we encourage our children to engage in messy and sensory play as much as possible as the many benefits are worth it. Plus, we clean up all the mess!

It Fosters Curiosity, Imagination and Exploration
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There is no right way to carry out messy play, it is all about letting children explore and experiment with different objects and raw materials without any end goals to restrict them. For example, although toys can be fun, such as a toy car, children are restricted in the ways that they can use them. With raw materials such as sand, water, chalk, paint, play dough or paste, children’s imaginations can run wild and they can spend a long time exploring these, making their own discoveries, stimulating their curiosity and developing their knowledge. 
With messy play, the sensory experience helps children to understand their senses. By exploring how things feel, smell and taste, this type of play nurtures an awareness and understanding of the world that surrounds them. Bearing this in mind aprons are available for your children to use.  However if your child is already engaged and stimulated to highlight the importance of an apron detracts from their learning experience. In addition to this aprons can be very restrictive to children of all ages limiting their free movement. This is why we recommend old clothing to be worn at nursery.
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Children’s independence

We feel that independence is very importance for children’s development as it is a crucial life skill to develop at such a young age. The drive for independence starts from babyhood. Young babies rapidly make decisions about what they play with, what they like to eat and who they prefer to be with. Toddlers will thrive in a healthy environment where they have opportunities to do more and more for themselves. With this in mind we thrive for your child/ren to be as independent as they can be. So we like that they serve their own food at meal times as well as helping themselves to their own snack when they get hungry. We encourage children to put their own clothes, shoes and coat on by themselves. Engaging them throughout to ensure that they feel comfortable to do so. Independence is key to help children become confident individuals helping build up their Social and Emotional development.

The importance of outdoors

Here at Humpty Dumpty’s we operate an open door policy creating free flow access to outside and inside. Free flow play is the term used in the Early Years Foundation Stage to describe a style of play where children have the choice to move indoors and outdoors freely within their learning environment. Whilst outside there are many opportunities for your children to be physical to help develop both their fine and gross motor skills. Outside is a great place for your child/ren to be active. Active play is critical for children's physical development. It helps children with their coordination, balance, gross-motor skills (large movements like crawling and walking) and fine-motor skills (smaller movements like picking objects up). 
The weather in the UK is very unpredictable. Dress for Mess is often a good motto to follow. 


The benefits of outdoor play are discussed and detailed on a daily basis, and all children should be able to experience these every day come rain or shine. Some of the benefits of enjoying the outdoors in all weathers include:
· The sensory experience of listening to and feeling different weather conditions such as the wind, rain, and snow. 

· Discovering about living things in the environment when the weather changes, worms may come out to roam when it rains

· New Early Years foundation stage learning experiences such as painting with wet mud when it’s raining or catching rain in containers and talking about quantities and numbers

· Plus many fun activities such as den building to keep dry or to provide shelter from the sun, splashing in puddles, crunching leaves, minibeast hunting and much more
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Caterpillar Room

Our Baby Room offers a calm, homely, fun and loving environment in which your little one can grow and thrive. 
We understand the apprehension that some parents may have when their baby starts nursery. Our team of dedicated staff will continue to follow home routines within the nursery, providing a consistency of care that ensures your children feel happy and secure.

The baby room has been set up with cosy areas for the children to rest and sleep throughout the day. The children benefit from low-level solid wooden table and chairs and low level resources to encourage crawling babies to pull themselves up. We believe that babies should be able to move and explore freely, to choose and change their own body position and to come and go as they please within the safe and challenging environments we create. Children are provided with a safe and stimulating environment that allows them opportunities to explore things of interest and take pride in the things they do. We operate a “Free flow” nursery allowing children access to outside in all weathers as well as giving them the freedom to choose where they would like to take their learning, inside or outside. Practitioners ensure that children are shown respect and value in all that they do and encourage parents to become involved in nursery life. 

Ladybird Room

Our Toddler Room offers a calm, tranquil, creative and loving environment in which your little one can become independent and imaginative.
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Practitioners working with children within our toddler room understand that the children are becoming independent and their self-help skills are developing. Practitioners encourage children to be independent in areas such as toileting, eating and dressing to allow the children to build up their independence and build on the child’s self-esteem as they are praised for trying and doing things for themselves. 

As part of the revised EYFS 2023 we conduct a 2 year old progress checks on all children within this room. It will be in partnership with parents and can be shared with any other professional that may work with your child. The overall assessment is to look at where your child is and where they may need support if any. Working alongside parents/carers to do this ensures that we are building positive relationships and have a mutual understanding of their child’s learning and development. In addition, we also have a speech and language assessment tool (Teddy talk) which children will participate in whilst in this room. This allows us to work closely with children and parents if any additional help is needed. If no result is achieved through the teddy talk an Every child is a Talker (ECAT) form is completed by both staff and parents and a meeting is held to discuss the progress and next steps of the child.
Butterfly Room

Our oldest children are more independent in their learning and development and we help support this by allowing them the freedom to take control of their independent learning. Our butterfly room also allows the children areas to engage in activities they choose focusing highly on their independence.
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Practitioners support children by providing challenge and encouraging them to take safe risks allowing them to have a can do attitude. The children within this room are provided with activities that allow them to build on their existing skills as well as having the opportunity to take part in new experiences and explore the world around them. All children will be actively involved in lots of fun experiences, which will provide a rich scope for learning. 
The children make extensive use of the safe and enclosed outdoor area during all weathers to experience what nature has to offer us, as well as visiting local facilities to explore the outdoor environment on a large scale investigating what they can do. 
Our Parents

Parents play a big part in their children’s learning and development and we want all parents to be prepared for their child starting school and know what will be expected from their child. We will offer advice and guidance into the learning and play side of the EYFS and provide parents with tools that can be used at home. 
Routine

All our rooms have their own individual routine with the best interest of the individual children in mind. If you would like a more detailed routine of your child’s individual room please don’t hesitate to ask. Within the individual room routine personal care routines are accounted for, free flow, activities, sleep time etc. 
Collection of Children

Children may be collected from nursery only by their parents or other carers nominated by their parents and known to nursery staff. 

If a child has not been collected after the end of their session a £1.00 per minute fee will be charged on the next invoice. If a child is still at nursery 15 minutes after they were due to be collected and all attempts to contact parents have been unsuccessful, the child’s emergency contact will be phoned. If this is unsuccessful, Social Services Emergency Duty Team and Ofsted will be called. 

Payment and non payment of Fees

As an independent nursery Humpty Dumpty's Kindergarden’s income is derived from the fees paid by parents, guardians or others on behalf of the child. Invoices are processed at the end of the month for the month ahead. If invoices are not paid by the 10th of each calendar month a £30 late payment charge will be added to the next invoice. If fees remain outstanding for two consecutive months or there is continual late payment of invoices, this could lead to withdrawal of your child’s place from the nursery. It would be unusual for a child to still be in attendance at the nursery at a point where solicitors have been instructed to recover a debt.
Termination of nursery place, Fees and Holidays

Two weeks are allocated each year which half fees (50%) are required to keep your child’s space at nursery. Holidays are given pro rota equivalent to sessions eg. 2 Morning sessions per week equals 4 mornings holiday per year. For holiday requests, 4 weeks notice must be given for this to be authorised and written on a parent holiday form found in reception. Holiday is allocated on a yearly basis and is not accrued and cannot be carried over to subsequent years. 

If a parent wishes to take their child out of the nursery on a permanent basis then 4 weeks written notice must be given. If a child is absent from nursery due to illness their session will still be charged at the normal rate as it is the space within the nursery that is paid for, not the child’s attendance. 

The nursery has the right to refuse admission to a child who is unwell. This decision will be taken by the manager or room supervisor on duty and is non-negotiable. 

Enrolling you child

If you decide you would like to register your child at Humpty Dumpty's Kindergarden, please complete the enrolment form at the back of this prospectus. 
Sessions are confirmed between parents and the Manager. 

Upon registration and completion of Blossom information, which asks for details of your child’s home routines, three settling in sessions are booked for each child to allow them to become familiar with the environment, the routine and their peers. Before these sessions your child is allocated a key person who is your ‘port of call’ to the nursery and will guide your child through the settling in process. 

Parents will be informed of whom their child’s key person is from outset so that a positive relationship can be formed. In addition to this before the settling in sessions you can find out more information on  nursery Blossom software . 

Parents to be

It is never too early to think about a nursery space for your baby. Returning to work can be a daunting time for both mother and baby and rest assured having something in place in advance of your return will help with your peace of mind. 

What’s next….?

If after you’ve read this prospectus and would like to enroll your child, please complete the enrolment form and parental consents overleaf. Registration fee details are included within the Terms and Conditions section at the back.
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	CHILD REGISTRATION FORM


Personal details 

	Name of child
	

	Date of birth
	

	Home address

Postcode
	

	Any other children?
	

	Religion
	

	Ethnic origin
	

	Nationality
	

	Language(s) spoken at home
	

	Details of any disabilities/special needs
	

	How did you hear about us? 
	

	Preferred start date
	


                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               About your family
	Parent 1
	

	Title
	

	First name 
	

	Surname
	

	Collection Password
	

	Home address

Postcode
	

	Home telephone number
	

	Mobile
	

	Correspondence

Email Address
	

	Place of work:

Telephone Number:
	

	Responsibilities

(Tick all that apply)


	Parental responsibility 

Collect child from nursery

Payment of fees

Contact in emergency




	Parent 2
	

	Title
	

	First name 
	

	Surname
	

	Collection password
	

	Home address

(If different to mother’s)

Postcode
	

	Home telephone number

(If different)
	

	Mobile
	

	Correspondence 

Email
	

	Place of work

Telephone Number
	

	Responsibilities

(Tick all that apply)


	Parental responsibility

Collect child from nursery

Payment of fees

Contact in emergency




	Emergency Contact 1

	Name:
	

	Relationship to the child
	

	Telephone number
	

	Mobile
	


	Emergency Contact 2

	Name:
	

	Relationship to the child
	

	Telephone number
	

	Mobile
	


Medical details

	Allergies
	Yes/No (please circle)

If yes, please give details



	Does your child have any allergies or has had an allergic reaction in the past?


	

	Distinguishing Marks
	Yes/No (please circle)

If yes, please give details as to where these are



	Does your child have any distinguishing marks or birthmarks on their body?


	

	Dietary requirements 

	Does your child have any special dietary requirements? 
	Yes/No (please circle)

If yes, please give details




Medical contacts

	Doctor’s details

	Name of GP
	

	Name of surgery 
	

	Address

Postcode
	

	Telephone number 


	


	Health visitor’s details

	Name



	

	Surgery Details 

Telephone number 
	


	Other Setting details- Does your child attend any other early years setting?

	Name of setting
	

	Email 

Telephone number 
	


Any other details that we should know about?

	


Please indicate your preferred sessions- Private Sessions
	Session
	Mon
	Tues
	Wed
	Thurs
	Fri

	Full day

(7:30am-6.00pm)
	
	
	
	
	

	Morning only

(7:30am-1.00pm) 
	
	
	
	
	

	Afternoon only

(1.00pm-6.00pm)
	
	
	
	
	

	Short Day

(7:30am-4:00pm)
	
	
	
	
	


Funded Sessions

	30 Hours
	Mon 
	Tues
	Wed
	Thurs
	Fri 

	Option one- 2 x 10 hours
	
	
	
	
	

	 Option two- 3 x 7.3 hours
	
	
	
	
	

	Option three- 3 x 7.3 hours

	
	
	
	
	

	Option four- 4 x 5 hours

	
	
	
	
	

	15 Hours
	
	
	
	
	

	Option one- 1 x 10 hours
	
	
	
	
	

	Option two- 2 x 5 hours
	
	
	
	
	



Parental Consent (please tick as appropriate)
	Childs Name:
	

	Parent/Carer Name:
	

	Photographs

	
	At Humpty Dumpty's Kindergarden we like to show everyone that we are having fun through the use of photographs and videos.  Photographs and videos will be used on our online learning stories and displays and from time to time for advertising purposes. 

I give permission for….


Use on own Learning Journey


Use on other children’s Learning Journey


Group photos

On the internet including the Nursery’s Website, Facebook page and any other social media


Display Boards within the nursery

Press Release


Video Recordings (for nursery use only) 



	First Aid and Emergency Medical Aid

	
	In the event of my child requiring first aid or emergency medical aid I give permission to staff members at Humpty Dumpty's Kindergarden to adminitser first or seek emergency medical aid on behalf of my child. I understand that every effort will be made to contact myself. I consent to first aid and emergency medical aid to be sought. 

Signed Parent/Guardian……………………………………..Date…………….



	Calpol

	
	Children may get high temperatures during their time at Humpty Dumpty's Kindergarden.

In a time of emergency when we are unable to contact parents or carers we may need to administer Calpol to your child.

YES

NO

Alternative medication will need to be completed on a medication form 



	Outings/Visits

	
	At Humpty Dumpty's Kindergarden we like to extend our learning experiences by going out into the community. 

I give permission for….

Walks to local amenities (Library, Vets, Garden Centre)

For larger outings away from nursery we will request a separate form.



	Sun Protection

	
	I understand that it is my responsibility to apply an all day sun protection cream to my child before attending nursery on hot, sunny days. If I forget I will ask a member of staff to use the setting suncream and will apply it to my child upon arrival. I also give permission to the staff and Humpty Dumpty's Kindergarden to apply sun protection cream if they feel it necessary. If my child has an allergy to certain suncreams I agree to provide my own. I understand that if I do not supply my own suncream, the staff will apply the settings. If my child has an allergic reaction to the setting suncream I can not hold Humpty Dumpty's Kindergarden responsible. 

Signed Parent/Guardian……………………………………..Date…………….



	Safeguarding Children



	
	This setting is here to serve children and their families. We will listen to anything you say to us - and maintain confidentiality. However, we have a legal duty of care to inform the appropriate agencies if we are concerned about the care a child is receiving. It is also important to inform staff of any bumps or bruises that your child may have incurred at home. Please also inform staff of any incident at home that may affect your child’s behaviour eg: new baby, loss of a relative or pet or break up with a partner as this could impact on the child’s behaviour. If your child sustains an injury at nursery, you will be informed. Details of the accident/incident will be recorded on a form which you will be asked to sign as confirmation that you have been informed.  

Information about all children is confidential and as such staff will not discuss any child with another family. 

Any information collected with regards to any safeguarding issues I understand that it will be passed on to my child’s receiving school or other setting. 

I/we have read and understood the above and accept the conditions set out

Signed (Parent1/Guardian2)………………………………………………Date………………

Signed (Parent2/Guardian2)……………………………………………Date…………………


Terms and conditions
Thank you for choosing a place at Humpty Dumpty’s Kindergarden. It is important to us that you feel completely satisfied with the care your child/children receive at nursery. By signing our terms and conditions we will assume that you have ensured that our high quality level of provision suits yours and your child’s individual needs. These terms and conditions form the basis our the agreement between the parent/guardian and Humpty Dumpty's Kindergarden. Our privately paid fees are fully inclusive of all snacks and meals and the additional services that we add regularly to our children’s sessions throughout the year. 

Please note that the current government education entitlement funding available to all three and four year olds is only applicable for 15 hours or 30 hours for those children whose parents are eligible stretched over 51 weeks per year. This funding is non inclusive of snacks, meals, additional services or additional childcare hours. 

1. Enrolment Procedure

Parents/carers wishing to apply for a Nursery place should contact Laura Wood, Nursery Manager/Owner or Abbi Howland, Deputy Manager either by telephone 01603 866477 or by email: info@humptyskindergarden.co.uk or in person.

Admissions are made to ensure that each setting operates to as near full capacity as possible, as set out by Ofsted registrations.

Admissions are made at the discretion of the management but places are available to everyone in the community who require day care for their children, whilst they are, primarily, at work. Admissions are available all year round without reference to ability or aptitude. 

Once a visit has taken place and an interest expressed applications for a place must be made via the Registration Form which is emailed to parents or available to download from the website. One form per child will be required. A non-refundable registration/admin fee for 1-2 days required per week of £75.00 per child if 3+days required per week of £100 per child will become payable when the form is handed in for all children accessing private hours. This fee is still payable to be placed on the Waiting List. Your child’s place will be confirmed via letter or email.

The completion of a Registration Form does not in itself guarantee an offer of a place, as this will be decided by the available places that we have on offer at that time. Place allocation is a complex matter and some sessions have limited availability, which is dependent on the number of full time equivalent places being taken up. All parents have the same right to access our FUNDED ONLY sessions and these will be allocated in line with details in our prospectus.

If there are more applications than places available then places will be allocated by the Manager firstly to those who have completed the relevant forms and paid their Registration fee (on a date received basis). Full-time places will take priority over part-time places. Employees children will be considered on the same basis. Where a place cannot be found then children will be placed on a Waiting List.

All new registrations will be acknowledged and the details will be entered onto our ‘Blossom’ software programme. 

When a place has been confirmed then the child or children will be booked in for their settling visits as per the agreed schedule. These will preferably take place in the weeks immediately before starting. In emergency admissions then these settling visits may need to be altered to accommodate the child’s and parent’s needs.

Each key person will introduce themselves to the parent(s). Prior and during the settling visits the child’s Key Person will assemble all relevant information including Permissions Forms and All About Me information in order to assist us in getting to know the individual children. 

Once a child has started, daily feed back to the parents is made via the key person through our Online Blossom diaries (0-2 Caterpillar Room) that you will be given log in details to. 

Waiting List Criteria- Children will remain on the Waiting List until a place becomes available. If we cannot find a place in the timescale required then Registration/admin Fees will be returned.
2. Parental Responsibility

Parents must complete all relevant forms during your child’s initial induction before your child can be left unaccompanied Humpty Dumpty's Kindergarden.  The Nursery must be informed immediately of any changes to the information you have provided:

· Name, address, date of birth, sex, ethnic origin and religion of the child:

· Proof of date of birth

· Dietary requirements

· Name, home address and place of work (including respective telephone numbers) of parent(s) or guardian(s) of the child;

· The person who is responsible for paying nursery fees and their contact details

· Name address and telephone number of doctor and health visitor of the child;

· State of immunisation and infectious diseases suffered by the child and other relevant information on the child’s health; for example; allergies;

· Consent (or otherwise) to prescribe medication being administered to the child by nursery staff, if required;

· Consent (or otherwise) to the child receiving emergency medical treatment from senior nursery team, if required;

· Consent (or otherwise) to the child being taken out of the nursery premises (for occasional exercise, excursions etc.) by nursery staff;

· Names of persons authorised to collect the child from the nursery.

· Medical conditions

You must keep us informed as to the identity of the persons who will be collecting your child from Nursery. If the person collecting your child is not usually responsible for collecting them we will require two of the following:

· Password

· Date of birth

· Description of the person collecting

· Transport details or description

· Personal identity

· Recent Photograph

If we are not satisfied that an individual is allowed to collect your child, we will not release your child into their care.

You must inform us if your child is the subject of a court order and provide us with a copy of such an order on request.

You must immediately inform us if you are unable to collect your child by the official collection time.

We would be grateful if you could inform us in advance of any dates in which your child will not be attending Nursery including holiday dates using the appropriate form. You must provide us with at least 4 weeks notice of your intention to decrease or increase the number of hours your child spends at the nursery, this also applies in cases where you intend to withdraw your child from Humpty Dumpty's Kindergarden, to which you would be ending this agreement.

If a parent wishes to take their child out of the nursery on a permanent basis then 4 weeks written notice must be given.

If a child is absent from nursery due to illness their session will still be charged at the normal rate as it is the space within the nursery that is paid for, not the child’s attendance. 

The nursery has the right to refuse admission to a child who is unwell. This decision will be taken by the manager or room supervisor on duty and is non-negotiable. 

Where insufficient notice is given, you will be responsible for the full fees of your child for one month from that date, as if the hours had not decreased if withdrawing a place.

You must immediately inform us if your child is suffering from any contagious disease. For the benefit of the other children in the Nursery, you must not allow your child to attend Nursery if they are suffering from a contagious disease which could easily be passed on to another child during normal daily activities of the Day Nursery.

For further information:

www.hpa.org.uk – infectious diseases fact sheet

3. Nursery Payment Schedule    

 A non-refundable Registration/Admin fee of 1-2 days required per week of £75.00 per child 3+days  required per week of £100 per child is charged when a place is booked at Humpty Dumpty's Kindergarden. If, after booking a place, you wish to delay your child’s start date we will hold your place for one month. If you decide not to take up this place, the fee will not be refunded. The registration/admin fee covers the cost of settling-in sessions and administration associated with booking a space and for holding the spaces required. For those children who attend a FUNDED ONLY session will not be charged a registration/admin fee and settle sessions will be booked in during funded times. 
Fees must be paid on a monthly basis, in advance by the end of the second week in each calendar month. We may review these at any time but shall inform you of the revised fee, you may end this agreement by giving us one month’s notice in writing. Fees that are not paid by the 10th of each calender month will incur a late payment charge of £30. 

All payments under this agreement must be by standing order, BACS, cheque, cash or vouchers. If payment is made by cash it is the responsibility of parents/carers to ensure they receive a receipt as proof of payment from the management team.

Parents can make requests for additional sessions of childcare using our appropriate form; however extra sessions will not be granted if there is an outstanding balance on your account.

If you have requested additional sessions or have been unable to collect your child by the official collection time and we have, as a result, provided you with additional childcare facilities we will charge you for the additional childcare monthly in arrears. 

Humpty Dumptys Kindergarden will issue reminders where fees are overdue. We may ask you to withdraw your child from Humpty Dumpty’s if you have failed to pay your fees within the agreed payment timescale when payment is received your child may return to the nursery. If payment is still not received, this will result in the permanent loss of the child’s place. If no attempt is made to pay outstanding fees legal action will be taken in order to recover any monies owed. 

If a child has not been collected after the end of their session a £1.00 per minute fee will be charged on the next invoice. If a child is still at nursery 15 minutes after they were due to be collected and all attempts to contact parents have been unsuccessful, the child’s emergency contact will be phoned. If this is unsuccessful, Social Services Emergency Duty Team and Ofsted will be called. 

4. Working families tax credit

Working Tax Credit is an in-work tax credit for families, which includes an element to support the costs of registered or approved childcare for working parents. To obtain a claim pack and further advice contact: The Inland Revenue Telephone Number: 0845 300 3900. 

5. Childcare Vouchers

Childcare Vouchers are usually available as part of a Salary Sacrifice Scheme. Employees can receive up to £55 per week in childcare vouchers. These are exempt from Tax & National Insurance Contributions. This means both employees and employers make tax savings. Employees should approach their employers about joining the scheme. Childcare Vouchers can then be given to childcare providers to pay for some or all of their child’s hours or sessions.

6. Bank Holidays and Planned Holidays

The nursery is open for 51 weeks closing on all bank holidays and a week at Christmas, dependant on fall dates at which no fees will be charged to parents. 

Refunds will not be given for periods where your child’s Nursery place is vacant due to illness or non authorised holidays. Two weeks are allocated each year which half fees (50%) are required to keep your child’s space at nursery. Holidays are given pro rota equivalent to sessions eg. 2 Morning sessions per week equals 4 mornings holiday per year. Holiday requests, 4 weeks notice must be given for this to be authorised and written on a parent holiday form found in reception. Holiday is allocated on a yearly basis and is not accrued and cannot be carried over to subsequent years. 

7. Notice of Absence

Parents/carers must inform the nursery by 10:00am if their child is not attending on that day. If a child is missing from a session without prior notification the nursery will assume there are mitigating circumstances and will make every effort to contact the parents/carers and/or emergency contacts.

8.Extra Sessions

From time to time you made need an extra session that is outside of your child’s normal attendance. These can be requested via the blossom app or via email. These sessions can not be guaranteed and will only be allocated if the space is available. Cancellations should be made via email. Cancellations with less that 48 hours notice will still be charged. 

9. Termination of the Child’s Registration
You may end your child’s registration at any time, giving us at least one month’s notice where you are required to continue paying full nursery fees throughout that period.
We may immediately terminate your child’s registration if you fail to pay your fees.

We reserve the right to terminate a child’s registration where the nursery deems the child’s actions to be detrimental to other children. A period of four weeks’ notice will be given, where possible.

We reserve the right to suspend a child’s registration, where the Day Nursery deems the child’s actions to be detrimental to other children. The withdrawal shall continue whilst we try and address the problem with the child’s parents. A period of four weeks will be given, where possible.

10. Removal of a Parent, Carer or Visitor

We reserve the right to ask a parent/carer or visitor to leave the premises if they are found to be causing offence to anyone on Humpty Dumpty's premises. If this action occurs persistently the nursery reserves the right to terminate the child’s place at any time.

11. Severe weather conditions, inset days, heating failure and unavoidable circumstances

Be assured the staff at Humpty Dumpty's Kindergarden will always endeavour to keep the nursery open during periods of adverse weather, however, due to our location, sometimes this is just not possible, as such a significant a proportion of our families travel quite a way to Humpty Dumptys we have to inform parents early of our plans. A decision to close the nursery will only be made if there is a significant risk to the health and safety to staff and children at the nursery by remaining open. Factors which contribute to this include, treacherous roads to and from nursery, failure in the heating supply, insufficient numbers of staff have been able to get to nursery as a result of the weather. On any given day, notification of our decision of our closure will be added to our Nursery Facebook Page and an e-mail sent to parents.

Please note. There will be no refund of fees if the nursery has to close due to severe weather conditions. 

11. Over the counter medication

If your child has had liquid paracetamol or any form of liquid ibruprofen 12 hours before they are due to attend nursery. They will not be able to attend. This is due to the medication masking symptoms of Covid-19 and potentially spreading the illness throughout. 

12. Nursery Closure 

At time Humpty Dumpty’s Kindergarden might have a temporarily interruption indicating your child cannot attend nursery. These interruptions might include but are not limited to: weather conditions, building or repairs work, fire, flood, pandemic or unavailability of staff or any other such actions or limitations, full fees will be payable without refund for up to two weeks. 

I wish my child to attend Humpty Dumpty's Kindergarden and confirm that the information given above is correct. I understand it is my responsibility to update the nursery in writing of any information or contact detail changes. I understand that I will be invoiced monthly in advance. I want my child to be included in all the additional services that Humpty Dumpty's offers and accept that additional service charges* will commence when my child becomes eligible for the early years government funding I understand that if I do not adhere to these terms and conditions, I am liable for the following month’s fees. I also understand that if my child enrols at another setting/childminder while attending Humpty Dumptys, I must inform the nursery in writing immediately. I fully understand and agree to adhere to the terms and conditions set out in this prospectus and understand that the Nursery policies also represent Humpty Dumpty's Kindergarden Terms and conditions.  If we are eligible for the 30 hours funding, I understand it is my responsibility to check my eligibility for the 30 hours funding every three months and provide Humpty Dumptys with my code. If I fail to do so, I will be charged at Humpty Dumpty's Kindergarden private fees* for all the hours over the 15 universally funded hours per week. I agree to notify Humpty Dumpty's Kindergarden in the event that my circumstances change and I may no longer be eligible for the 30 funded hours. I also understand Humpty Dumpty's Kindergarden must notify the Local Authority of this within two weeks and my child’s place will be subject to the Governments grace period after which time my child’s place may continue and the normal fees will apply or I will give the 4 weeks notice as set out in the Nursery Terms and conditions. I understand that 4 weeks written notice is required upon leaving and for any reduction in sessions. I understand that all nursery policies are available for parents to view in the office and I will ask for a personal copy if required. 

*(all fees subject to change)


We are eligible for the 15 extended hours funding

My National insurance number is…………………………………….. (this is needed to claim the additional 15 Hours funding)

To complete the enrolment process we must see original ID for your child which we will take a copy of and attach to this enrolment form. Please could you supply either…

Birth certificate     Passport    Child Health record    European ID card

	Signed (parent/guardian)


	Date


Please also see Welcome Pack, which will be sent to you closer to your child’s start date. Please make cheques payable to Humpty Dumpty's Kindergarden Ltd. Bank transfer to: sort code 20-92-08 Account number 33510824  please use your child’s surname as a ref on all bank transfers.

Parent check list to complete enrolment process

Enrolment form. Every box complete

Consent form. Every box complete

Admin fee attached/transferred

Original ID for Nursery to copy (please do not post any ID. By hand only)

Office use only:
£75 / 100 registration/admin fee received signed..........................................................Office       Date received……………………..

Cheque        

Cash 

Bacs

ID attached

Prospectus





For children aged 3months-5 years of age





                  Monday-Friday


7:30am-6:00pm





Telephone	01603 866477


E-mail �HYPERLINK "mailto:info@humptyskindergarden.co.uk"��info@humptyskindergarden.co.uk�


Website: www.humptyskindergarden.co.uk








“Letting little ones grow”
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