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Notes

All About Us 
The Early Bird first opened its doors in September 1995 as the Early Bird Montessori School but since 1 September 2001, has been owned by Jemma and Adrian Fielding. Following the country's first inspection under the new OFSTED national standards, the name may have changed but the essence of the nursery remains.

What We Do
We aim to provide a high standard of professional care for children aged 3 months to 5 years in a safe, happy and stimulating environment.  We hope all our children can develop a sound basis for their social, physical and intellectual development. Each day, our children will be encouraged to take part in a wide variety of activities to enhance their development. These will include creative sessions, role-play, singing, games, music and movement.

At the Early Bird your child can also enjoy learning and play in our fully enclosed, secure garden.

All children learn and develop at their own pace. No child will be 'pushed' in any activity, but encouraged to learn and develop in their own time. When they are ready to start reading and writing, we will be there to guide them along, supported by our home reading scheme.

Qualified nursery nurses and assistants will care for the children at all times.
Summary
· Your child’s happiness and safety is our priority.

· We aim to assist in your child’s learning.

· We aim to develop your child’s social skills.

· We aim to provide a secure and comfortable environment.

· Your child will be cared for by qualified, experienced staff.

· Communication with you is key.

· We have a competitive and sympathetic charging structure.
We will be caring for and educating your child during their most formative years. To maintain the high standards of the nursery it is important that parents read the following information. 

Admittance and Opening Hours

The Early Bird Nursery School cares for children aged from 3 months to 5 years.

We open Monday to Friday 08.00 –18.00, fifty weeks of the year.
Full time children cannot be accepted before 08.00 and must be collected no later than 18.00.

Morning sessions are 08.00 – 12.30
Afternoon sessions are 13.00 – 18.00.

We ask that you be punctual and adhere to these times.  Outside of these times, children are not covered by our insurance. If there is a problem collecting your child, please contact the school to prevent the staff worrying and enable them to reassure your child.

If anyone other than the parent is collecting the child, the school must be informed. We are unable to release children without prior notice. The individual may be asked to produce identification. This is for the safety of your children.

Sickness

If your child is ill and unable to attend the nursery, please contact us as soon as possible. Any child suffering from a doubtful rash, discharge from the eyes, diarrhoea or vomiting should be kept at home until the symptoms have disappeared.


If a child becomes sick at the nursery, every effort will be made to contact parents. Please ensure you tell us where you can be contacted during nursery hours. The nursery directors reserve the right to remove a child to hospital in an emergency. 

Under new guidelines we are unable to administer any medication unless prescribed by your doctor. If this is the case you will be asked to complete an 'Administration of Medicines' form providing clear written instructions for times and dosage.

Clothing & Personal Property
We ask parents to provide suitable clothing for our changing weather. Out door clothing should be hung on the child's named peg. All clothing should be individually named. Articles are left at the nursery at the parent’s own risk.
Fire Procedure

To ensure the safety of the children, staff and any visitors to the Nursery, please ensure you have read the fire procedures carefully.  If you have any questions, please ask a member of the Early Bird Nursery staff.
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IF YOU DISCOVER A FIRE

· IMMEDIATLEY OPERATE THE NEAREST FIRE ALARM CALL POINT.

· ATTACK THE FIRE, IF POSSIBLE, WITH THE APPLIANCES PROVIDED BUT WITHOUT TAKING PERSONAL RISK.
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ON HEARING THE FIRE ALARM

· THE SENIOR PERSON PRESENT WILL CALL THE FIRE BRIGADE IMMEDIATELY.

· LEAVE THE BUILDING AND REPORT TO THE PERSON IN CHARGE OF THE ASSEMBLY POINT AT THE PLAY CENTRE.

· EACH MEMBER OF STAFF IS RESPONSIBLE FOR ENSURING THAT THE CHILDREN ARE SAFELY EVACUATED AND THAT NO ONE IS LEFT IN THEIR AREA.

· THE SENIOR PERSON PRESENT WILL TAKE A ROLL CALL AFTER THE EVACUATION IS COMPLETE.

DO NOT STOP TO COLLECT PERSONAL BELONGINGS

DO NOT RE ENTER THE BUILDING
Late Collections

Our insurance and OFSTED registration are subject to certain conditions, being number of children on site, staff rations and opening and closing times.  In order to comply with these conditions children must be delivered no earlier than 0800 and collected by either 1230 or 1800.  In order to dissuade people from picking up later than these times ALL lateness is charged at £1.00 per minute, by the clock in the Tiddlers room.

Complaints Procedure

At the Early Bird Nursery we welcome any comments or feedback from parents about the care of your child.  Whether the comments are positive or negative they will be appreciated, and with the children’s interests at heart will be used to the benefit of the children.   

If for any reason you have the need to complain about the service offered by the Early Bird Nursery, we would encourage you to approach a member of staff or management to discuss the issue, or raise the issue through the parents group or its representative.  There is also a comment and complaints book located in the entrance hallway.  However if, this is not an acceptable option, you are welcome to contact OFSTED to talk about your concerns.  

OFSTED 

1st & 2nd Floor

Dukes Court

Dukes Street

Woking

Surrey

GU21 5EP

Telephone:
01483 702600

Fax:

01483 702605

Web:

www.ofsted.gov.uk

Any comments or complaints will be dealt with confidentially.

Holidays

If your child is unable to attend the nursery due to holiday, we must receive written notice one calendar month in advance in order to qualify for reduced fees in that holiday period.
Nursery Holidays
The nursery is open throughout the year except for two weeks over the Christmas period and statutory bank holidays. These dates are shown in the school calendar each year to avoid confusion (copies are available and are displayed at the school).

Valuables
Children are not to bring toys, books, jewellery, money or other valuables to the nursery.

Parking
Limited parking is available on the forecourt. Please exercise care when parking. The nursery accepts no responsibility for injury, damage or loss to persons, vehicles or property whilst parents are delivering or collecting their children. Parking discs are available for the car park opposite.

Welfare

The happiness and safety of your child is our priority. If after a reasonable period of time it is clear that your child is not settled in our environment, the directors may advise that he/she should be removed from the nursery. A child may be readmitted at a later date.

Behaviour Policy
At the Early Bird, we adopt a 'time out' policy as discipline. If a child has behaved inappropriately, they will be removed from the situation and sat quietly for 5 minutes. 

The child will be given an explanation of why they have had to sit out from the activity. After this time, they will be asked to say sorry to anyone hurt at which point they resume activity.

Parents Group
The parents group meets every quarter and is there for you to have your say in how the Early Bird is run. It also organises social & charity events throughout the year.
Fees
Fees must be paid in advance and are due by the 1st of every month. 

One calendar month’s notice in writing must be given before withdrawing the child from school or the appropriate fees in lieu of notice must be paid.

The fees currently charged from 1st September 2005 are:

Under Two Years 
Full Days Only: £32.50 each 
Over Two Years
Full Day: £27.30 each
Morning Session: £13.65 (0800-1230) Afternoon Session: £13.65 (1300-1600)
Fees will be invoiced monthly for your child's place, unless weekly payment is arranged with the directors. Full fees are paid for non-attendance due to sickness or any other reason.

50% of fees will be charged for holidays, which have been notified one calendar month in advance, in writing. Without this notice fees will be charged. Only 20 days per year may be retained, excluding Bank Holidays.  No fees are charged for the Christmas holiday. 

Deposit
On acceptance of a place a refundable deposit of £50.00 will be due.  We are unable to hold bookings without this deposit.

Concessions

A 5% discount will be given to younger siblings attending at the same time.

Vouchers
From the first full term following their third birthday, all children are entitled to vouchers from the government to contribute to the cost of childcare. The Early Bird Nursery will arrange for the provision of the vouchers and deduct them from your fees.  If you want to contact the providers directly, the contact details are:

The Children’s Information Service



St James Campus





St James Road

Chichester

PO19 7HA



(01243 777807)
We accept Busy Bee vouchers and are registered under the care-4 Scheme, further details of which are available.
Terms & Conditions of Business
These conditions are intended to create a legally binding relationship between the Early Bird Nursery (“the nursery”) and the parent or guardian.

No person is to sign this agreement, because it does create a binding contract, unless he or she fully understands it and takes, if they want to, separate legal advice.

The nursery agrees to hold a place for your child for entry on the agreed date in consideration of receiving a completed Enrolment Form and a refundable deposit of £50.00.

Fees are payable monthly in advance on the first day of that month.  In the event of non payment of fees, all costs in relation to the recovery of said fees will be added to the original debt.
You must give at least one calendar month’s written notice or pay one months fees in lieu of such notice if you wish to remove your child from the Nursery.

The Nursery may give written notice to you to remove your child in any circumstances where he or she may disruptive or otherwise unsuited to the Nursery.

At any time when you are on the premises with your child, you are responsible for his or her well being.

Any instructions, to include holiday dates and finish dates and increased or changed sessions can only be accepted in writing.
The Terms & Conditions of the early bird may be revised from time to time at our discretion.  An up to date version will always be available by visiting our web site www.earlybirdnursery.co.uk
Your child’s attendance at the nursery, is deemed to be an acceptance of these Terms & Conditions

Due to local pressure on spaces, there may be occasions where your child may be moved to another room with older or younger children.









