
Policy 12 Working in Partnership with Parents and Carers

(a) Admissions Policy and Procedures
As a community based group, we want children and families to enjoy being involved. Through initial visits and taking part in the parent help rotas, parents and carers spend time with the staff, and share in activities. This can help parents and carers to feel confident with the care and education that the centre provides. Some are able to be further involved, by becoming committee members or supporting fundraising etc. Seeing their parents being involved helps children to become relaxed and confident, so that they benefit fully from time spent in the centre.

Placing a child in the setting

Parents and carers wishing for their child to join the centre should contact the Intakes Officer (via the leading practitioner if necessary) to add the child's name to the waiting list. Children cannot be admitted before the age of 2.0 years. We are able to accept children who are not toilet-trained. We would encourage children nearing 3 years to become toilet trained, and will consult with parents and offer support through the process. The intakes officer will inform you of the sessions that are available to your child and will discuss which sessions you wish to book. They will also liase with you when other sessions become available, and advise you about early education funding when it becomes available for your child. The maximum number of funded hours available to each eligible child is 15. Depending on the number of children attending each session and the waiting list we may not be able to allocate the full hours to each child. If this were the case we would then advise the parents/carers of other pre-school groups in the area who may be able to offer additional hours.
Waiting list criteria

The waiting list is based on children’s dates of birth, with oldest children being given priority. The date when names are placed on the waiting list will then be taken into account in the event of demand being greater than the number of places available. After these factors, priority will be given to those children who already have siblings attending the centre.and then those from the local catchment area.
In certain circumstances children may be given special priority at the discretion of the Intakes Officer and Leading Practitioner, each case being considered on its own merits. This is likely to be where children have additional needs or are referred to us as having a particular need. 

When children are ready to start attending

We invite the parent or carer and their child to visit a session to observe the activities and routine of the centre and to have the opportunity to ask questions of the staff and committee representative. Parents/carers will be required to supervise their child during this preliminary visit. 

Once a place is booked, the first full session will be arranged. We ask the parent or carer to also attend this session, which will be used to introduce the keyperson, and familiarize the child in the setting. The first few sessions can be flexible in terms of times of arrival and departure, according to the needs of the parent/carer and the child. Parents/carers are welcome to stay with the child until such a time as they and the staff feel that the child is ready to be left. All registration and other information forms must be completed before the child can be left unattended by a parent. Additional medical forms must be completed if the child has any specific medical conditions or medication, which may need to be administered during centre sessions. The keyperson must be informed of any change in circumstances e.g. separation or divorce, change of address, bereavement and custody arrangements. Should special family circumstances already exist it would be helpful if the keyperson were to be advised. All information given will be kept confidential as per our confidentiality policy.
Staggered starting dates will be used for new intakes to allow support to be given to the individual child, parents and carers.

Settling in

Once a firm booking is made a keyperson will be allocated to the child. The role of the keyperson is to oversee the child’s welfare throughout the session and to develop a close relationship with the family. The keyperson will normally be available to greet the family on arrival and to exchange information. We allocate a second keyperson should the child’s main keyperson not be present.
When a child registers in the Centre the parent/carer is asked to complete an ‘All About Me’ questionnaire with the keyperson, which provides us with details of the child's background, experiences, preferences, personal development, and any issues which may be relevant to helping us provide the best care, education and communication for that individual child and family. 

Where a parent or carer wishes a child to sleep during the day, arrangements will be made for the child to be provided with a quiet time and place for rest, usually on beanbags in the quiet area or in the small room. Parents or carers will need to provide their child with a named blanket etc.

During the settling in period children may wish to bring in a special toy or comforter. Once the child has gained confidence we prefer that children do not bring their own toys to the centre as this can cause issues over sharing and care of the toys. Similarly, although a child may need to use a dummy during the settling in period we do not encourage these in the longer term as they can delay communication with other children and adults.

We reassure parents/carers who may be anxious about their child by giving them information about their child’s activities and welfare, either on arrival or departure or by a telephone call at any time during the session. 

The following can help your child with the settling in process:

· leave a comforter, with their name or initials on it.

· leave something, perhaps a piece of clothing or a handkerchief that smells of you, or a special letter or photo that they can take out and look at if they are missing you 

· favorite CD’s or tapes to share with the other children, perhaps in your own language.

· look at the photographs of the staff members, on the parents board, with your child and use the staff names when talking with them.

· talk to your child about their time at the centre. What did they enjoy most? This can be used to encourage them into the centre on their next session.

· make sure you complete the ‘All About Me’ questionnaire. This is really useful so we know your child’s likes and dislikes, and we can talk to them about other family members and their home lives.

· Use the child’s “news book” as an initial settling-in record for 2 way communication about their first few sessions at the Centre, and how they are feeling/coping with the new experience.

· let us know keywords in your child’s own language i.e. Mummy, daddy, toilet, drink or back soon.

· Always let your child know when you are about to leave, give them a hug, and assure them that you will return later. Leave directly and try to avoid a protracted departure, as this can make children unsure about the parting routine.

Clothing, bags and other items

There is no compulsory centre uniform. However, many parents and carers choose to send their children in either a T-shirt or sweatshirt, with the centre logo on. These can be purchased from the Intakes Officer or deputy leading practitioner. We ask parents and carers to provide their child with a bag of clothes for example Wellington boots, T-shirt, shorts or trousers, pants/nappies, socks and a blanket or sheet if the child requires a rest during a session.

Please ensure that all clothes, footwear, bags, blankets, lunch boxes etc. are clearly labelled with your child’s name

Aprons are worn during craft activities and cooking, which are provided by the centre. However, since there is a possibility of clothes becoming soiled with paint or mud, it would be prudent for children to wear old clothes or easily washable fabrics. 

Independence is encouraged with regards to personal hygiene and it would help both practitioners and children if your child wore clothes they may be able to manage themselves, so please make sure that your child has easy fastenings on their clothes. 

Toilet training
Toileting is handled in accordance with the specific requests of parents or carers and according to the developmental needs of children. Children may be in nappies or pull-ups, at the toilet-training stage, or independent in their toileting. Transition from one to the other will be carried out in accordance with parents/carers wishes and advice. When parents or carers are ready to commence potty or toilet training they should consult with the child's keyperson and agree a course of action. We recognise that children may sometimes regress to a former stage, and will liaise with parents or carers if this occurs. Children should be provided with spare clothes, particularly at this stage. 
Nappy changing facilities are available and parents are requested to provide their own nappies and any creams or lotions they require us to use. As space is limited, it is preferred for these to be kept in children's bags and taken away when they leave. We do have spare nappies and wipes should parents or carers own supplies run out. The child’s keyperson or secondary keyperson carries out nappy changing at regular intervals, and as needed. 
Children have independent access to toilets and washbasins at all times, with supervision given if appropriate, particularly for younger children. Children are not reprimanded for soiling, wetting, or not using the toilet. Staff assist children into reliable toileting habits through praise and encouragement.  Any accidents are dealt with discreetly and with regard for the child's privacy. Staff will discreetly inform parents of any accidental wetting or soiling when children are collected.
Special educational needs and religious and cultural wishes will be respected with regard to toileting. 
Grouping of children

For the majority of the day all ages of children are cared for in a mixed age setting, which can benefit both younger and older children in social and learning skills. At certain times however, children may be grouped according to their age to provide an environment and activities specifically suited to their stage of development, and to minimize disruption from others. These may be specific planned activities or concentrated small group times. 

Where very young children are present at the same time as considerably older children, special care will be taken to organize space, staffing and activities to take account of the particular needs of each age group.

Sessions we currently offer:


Morning sessions: 

Afternoon sessions: 

Full Daycare:  

Lunch club:

In addition to the regularly booked sessions, we can also offer ad hoc sessions for children who are already registered with the Centre, subject to having sufficient space on the session requested. Please ask the leading practitioner for availability, preferably at least a day before care is required. Payment for these sessions will be required on the day of attendance.
Arrivals

The session opening times are 9:00am, 12:00am (for lunch club), or 1:00pm. Please do not arrive before this time.

It would be helpful for children to arrive within 15 minutes of the opening time.
If a parent or carer arrives with their children before the times stated above they may wait in the corridor until it is time for the centre to open.

Volunteers are asked to arrive 15 minutes before the centre opens.
Arrival routine

When a child enrolls, a name label is prepared for the child and is kept on the self-registration board. On arrival please help your child find and recognise his or her name label and place it on the registration (snack) board.

If there are any changes to a child’s daily routine or there are incidents that happened before coming to the centre e.g. cuts or bruises, this will need to be reported to a member of staff on arrival. There is usually an opportunity for parents to have a short chat with their keyperson upon arrival, if you would like to pass on any other information about the child or family, make comments or ask questions.
As each child enters the hall they need to find a chair and place their belongings onto it for the duration of the session. Any medical items need to be handed over to a staff member or in the case of inhalers, placed on a hook at adult height next the hall door for safekeeping.

Departures

The outside village hall door is opened at approximately 11:55 am, 12:55 pm or 3:25 pm 

If a parent or carer arrives before this time they must either wait outside the village hall premises or collect their child from the centre immediately. If access is needed into the centre before departure time please ring the doorbell and wait for assistance. If your child has an appointment somewhere e.g. dentist, please advise the leading practitioner on the morning of the session and feel free to collect your child when necessary.
A late charge will apply when children are collected late from the centre. A fee of £5.00 per 30 minutes will be added on to the monthly fees or invoiced separately. In the event of a one off unavoidable delay this may be waived, but the Centre must be informed as soon as you are aware that you will be late.
Departure routine

The departure routine is the same for the end of the morning and afternoon sessions.  The children are encouraged to put their coats on, with help if needed, although independence is promoted.  All children are asked to sit on a chair and wait for their names to be called out before walking to the hall door to meet their parent/carer.

However, at the end of lunch club parents are invited to come in to collect children who will be leaving, whilst the staff greet afternoon arrivals. Staff will register children both in and out, at this point.

If any information needs to be exchanged between centre staff and parent/carer this can be done as children arrive or depart. Please ask to speak to the leading practitioner or your child’s keyperson in private if it is a confidential matter.

Fees 

If you decide to accept a place at Mulbarton Children’s Centre you will be presented with an invoice for fees at the start of each half term. Fees should be paid within two weeks of receiving the invoice. 

Holidays and absences should still be paid for, unless there are extenuating circumstances for example hospital in-patient. In certain circumstances, such as family bereavement/hospitalization or essential medical appointments, at the discretion of senior staff and subject to availability, it may be possible to offer an alternative session for one-off unavoidable absences that have been notified to staff in advance.

Should you decide to remove your child, for whatever reason, there will be no refund of the half-terms fees.

Difficulties with fees

We will do everything we can to support families in payment of fees. Parents and carers are advised to discuss any difficulties with the treasurer, leading practitioner or chairperson. Any issues will be dealt with confidentially. Methods and timing of payments can be varied as necessary to suit individual families needs.
Late or non payment of fees

The treasurer will send out reminders after three weeks. If payment is still not received then the treasurer will request the fee in person, from the parents or carers. If however no effort is made to pay fees or contact the treasurer, this may then result in the loss of the place and legal action may be taken in order to recover outstanding fees. If a parent wishes to enrol a subsequent child of their family and there are outstanding debts relating to the attendance of a previous child, it will be expected that previous debts are cleared before the place will be given. The Centre may also require that fees are paid in advance.
Fees for school starters
We can usually offer short term places during the first weeks of the Autumn term, for children who have previously attended Mulbarton Children’s Centre and will not be starting school immediately, however parents must have paid all of the fees for the previous terms in full. Fees for these sessions must be paid on attendance.
Current fees 

Morning session Fee: £9:00   Afternoon session fee : £7.50   Lunch Club:  £3:00   

Late collection: £5:00 per 30 minutes (See departures)             

There is a 15% reduction in fees for additional children of the same family where none are in receipt of funding. 

The centre management committee usually reviews the fees annually in July for implementation on 1st September. In exceptional financial circumstances a review may be carried out part way through the year, and you will be informed of the relevant details. . 

Early Education funding

All three-year-old children are entitled to a free education place from the beginning of the term following their third birthday, until they reach statutory school age. Maximum entitlement at present is 15 hours per week (over no fewer than 3 days) for 38 weeks per year. Where children attend only the 2 full days (Tues/Fri) they will not be able to claim the full 13 hours early years funding for those days as there is a restriction to 12.5 hrs per 2 days. Parents therefore have the choice to collect their children at 3.00 on one of those days, or pay for the half hour that cannot be early years funded.
This funding is paid directly to the centre and is discounted from fees. The treasurer will ask parents/carers to complete a funding form provided by the government funding body, which must be completed by the specified date, in order to secure funding for up to 15 hours as required. Where children attend and wish to claim funding at more than one setting, parents must get the other provider to co-sign the funding claim form to verify the hours claimed at each provider. Funding cannot be increased during the term. If parents wish for extra hours after the funding form has been submitted they will have to pay for the extra hours required.
Tax credits 

Tax credits are payments from the government. If you're responsible for at least one child or young person who normally lives with you, and you work, you may qualify for Working Tax Credit, including a payment for childcare within a registered setting such as ours. The amount of tax credits you get depends on things like:
· how many children you have living with you

· whether you work - how many hours you work

· if you pay for childcare

· if you or any child living with you has a disability

· if you're aged 50 plus and are coming off benefits
Your entitlement and level of payments also depend on your income. 
To claim tax credits you have to fill in a claim form. You can order a tax credits claim pack from the Tax Credit Helpline on 0845 300 3900 or textphone 0845 300 3909. If you make a claim you may be required to provide details of any childcare payments you make. 
Monday to Friday               9:00am -12:00am





Tuesday and Friday            1:00pm - 3:30pm





Tuesday and Friday            9:00am - 3:30pm





Tuesday and Friday           12:00am - 1:00pm.
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