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ENROLMENT AT LEAPING LIZARDS DAY NURSERY

Dear Parents

Thank you for choosing Leaping Lizards Day Nursery. We look forward to the months ahead and helping in your child’s development over these all important early years.

Please complete and return the following forms contained in the enclosed parents’ pack:

· Enrolment 

· Parents’ Agreement 

· Child’s Medical History

· Payment 

To secure your child’s place, please also enclose a cheque for the relevant refundable deposit (£500 for a full time place and £300 for part-time. Cheques are payable to Leaping Lizards Day Nursery. 

The Leaping Lizards handbook is also enclosed to help parents understand our procedures and approach.  Of course, we are always pleased to answer any questions by telephone or in person.

Kind regards

Emma Alberici

Manager

Registered office: 158 Bois Moor Road, Chesham, Buckinghamshire, HP5 1SS

Company number: 5620220

Registered in England

ENROLMENT FORM

For children Over 2.5 yrs

Please complete and return the following forms:

Child’s Full Name


Date of Birth


Religion


Sex


Home Address


Post Code


Telephone (inc SDT code)


Mother’s Full Name


Address (if different from above)


Mobile


E-mail


Job Title


Work Address


Work Tel


Work Department


Hours of Work


Days At Work


Father’s Full Name


Address (if different from above)


Home Tel No (inc STD code)


Mobile No.


Job Title


Work Address


Work Tel No.


ENROLMENT FORM (cont)

Hours of Work


Days of Work


Any Other Guardian Full Name


Home Address


Home Tel. No.


Mobile No.


Job Title


Work Address


Work Tel. No.


Work Dept.


Hours of Work


Days at Work


Third Contact Full Name


Job Title


Work Address


Work Tel. No (inc. STD code).


Work Dept.


Hours of Work


Days at Work


Home Address


Home Tel. No. (inc STD code)


CHILD’S MEDICAL HISTORY

Child’s Doctor’s Name


Tel. No. (inc STD code)


Address


Medical History


Immunisation:

Polio


Tetanus


Diptheria


Whooping Cough


MMR


Any Special Diet due to health, religious, cultural reasons


OTHER INFORMATION

What is your child’s feeding routine?


Typically when, and for how long, does your child sleep during the day?

Does your child have a comforter? (eg blanket, dummy, soft toy)


Does your child use any special words that we may not be familiar with for everyday things? (please list):

Please comment on any previous childcare your child may have had or experience of being away from 

Parents

Please tell us the names of any other person who you authorise to collect your child from nursery 

PARENTS’ AGREEMENT

Please read this form carefully and if you are satisfied with its contents, sign and return it to us before your child’s first day at Leaping Lizards. 

I understand that I must ensure that Leaping Lizards is informed of any changes to the information I have given on this enrolment form (eg; change of address, tel numbers, names of authorised persons collecting my child, etc)

I agree to my child being seen by a doctor in an emergency and receiving emergency treatment if necessary

I agree to my child being taken on local visits 

I agree to Leaping Lizards staff applying children’s suncream (provided by Leaping Lizards).

I agree that I will pay a late fee of £1 per minute if my child is not collected from the nursery by end of their session

I agree to comply with the nursery’s equal opportunities policy

I have read the nursery handbook and agree to comply with the nursery regulations

I understand that there will be one inset day per term and that my child’s place, if falling on that day, cannot be swapped for another day. 

I have read the nursery’s behaviour policy and I understand that the nursery has a right to ask a child to leave if it becomes necessary

I understand that the nursery is under an obligation to inform social services if they feel my children’s welfare is in danger

I understand that full fees must be paid to the nursery in advance of every month of the year and that the nursery must be given 2 month’s written notice if my child’s place is no longer required. I understand that my deposit will be withheld in lieu of notice

I agree to photographs of my child being used for Leaping Lizards marketing purposes (but not to any 3 party usage).

Signed


Name


Date


PAYMENT FORM (For children over 2.5 years)

PLEASE COMPLETE AND RETURN THIS FORM ALONG WITH THE ENROLMENT FORM

All fees at Leaping Lizards are payable one month in advance on the 1st of each month by standing order. Monthly fees are calculated by the number of days required each week and (as Leaping Lizards is closed for 2 weeks) over 50 weeks divided by the 12 months of the year. 

Please let us know your minimum requirements by circling one of the amounts in the chart below and telling us the days you require. (Additional days can be taken on an ad-hoc basis with sufficient warning and where places are available. Additional days will be invoiced separately).

The monthly fees structure is as follows :


N.b: The above fees for 3-5 year olds are reduced by the Nursery Education Grant (which is a Government grant for all children over 3 years old which we collect on the parents’ behalf and pass on through reduced fees). The grant (and therefore the reduced fees) applies from the term after a child’s 3rd birthday.  We will inform you of these changes in advance so that you can reduce your standing order accordingly. 

Which days of the week would you prefer? ………………………………………………………………………………………………………..

Exact starting date required?………………………………………………………………………………………………………………………

I would like to reserve this place for my child every week at Leaping Lizards Day Nursery until further notice. I understand that full fees must be paid to the nursery throughout the year and that the nursery is closed on public holidays, inset days, and at Christmas time. Places that fall on these days are not exchangeable for other days.

I understand that the nursery must be given 2 month’s written notice if my child’s place is no longer required, or my deposit will be withheld in lieu of notice.

Name


Signed


Date


Setting up your standing order

Please contact your bank or building society and instruct them to set up the standing order so that fees reach the Leaping Lizards bank account by the 1st  day of every month (details below). 

Account Name: Leaping Lizards Day Nursery Ltd


Bank: Lloyds TSB

Branch: Islington



Account Number: 01958468 ; Sort Code: 30-94-57

The Leaping Lizards Handbook

Introduction

Welcome to Leaping Lizards Day Nursery!

We are delighted that you have chosen Leaping Lizards for your child and we look forward to helping in their development in the months ahead.

We strongly believe that parents are an integral part of nursery education at Leaping Lizards and that close collaboration between home and nursery is essential to enable the child to establish secure relationships with a range of adults and children. You will find details of how this partnership works within this handbook as well as useful information about Leaping Lizard’s day-to-day operation and approach. Of course, if you have any questions which are not answered within the handbook, please do not hesitate to contact us.

Who We Are

Leaping Lizards is a day nursery that provides consistent, quality care and enriching learning experiences for children aged 3 months to 5 years by qualified, dedicated staff.

Ofsted Registration Number:  EY365093

Contacting Us

You can contact us during opening hours at:

· Tel: 020 7619 3624 (we check our answerphone regularly and will return any message you leave) 

· E-mail: info@leapinglizardsnursery.co.uk.

Our Aims and Objectives

· To offer a safe, warm and caring environment for children to learn through play.

· To give parents absolute confidence that their children are happy and are developing emotional, social, physical and learning skills. 

· To provide children with a solid framework for the commencement of their school education.

A Nursery/Parent Partnership

Nobody knows a child as well as their parents. Leaping Lizards has therefore developed a number of ways to ensure that parents can give us valuable input about their children and that we can provide an efficient channel to inform parents of their child’s progress:

The Home/Nursery Diary 

Each child will have their own home/nursery diary which is a daily record of your child’s daily experiences at nursery and at home. The diary is updated every day by the nursery and then given to parents at the end of each day. You can then add any relevant information to the diary about your child’s behaviour and development and return it to us the next day. This will allow us to share information which can be used to help individual development.

Parent/Key worker consultations  

Each child is assigned a key worker at Leaping Lizards. Key workers are available daily for informal chats and are always available for longer meetings on request. 

Parent noticeboard  

Each room has its own noticeboard which provides a key source of communication between home and nursery. Please check and read notices on a daily basis. On our noticeboards you will find:

· Information about forthcoming outings, etc

· Staff photographs

· Weekly activity plans

· A termly topic summary of learning objectives and activities  

Buggy Park

Leaping Lizards provides a buggy park for parents to leave their buggies during the day whilst their child attends. It is located immediately to the left of the main entrance to the building and can be unlocked by punching in the following code: C1270Y.  Please make a note of this number as you will need it every time you come to nursery. 

Please note that any thing left in the buggy park is at parents’ own risk and Leaping Lizards takes no responsibility for their security.   

Inset Days

Leaping Lizards holds one inset day per term during which the nursery is closed. On this day staff receive training on-site from professional early years educators in all aspects of the Foundation Stage curriculum.  This is part of our ongoing commitment to ensuring that we maintain the highest levels of care and education at Leaping Lizards through understanding best practice childcare.  

Record Keeping/ Highlighting progress and Development  

We believe it is essential to record your child’s progress to allow us to plan for their development. At Leaping Lizards we make written observations to highlight their achievements and milestones based on the areas of the Foundation Stage.  These are kept in an observation booklet, which you are welcome to look at during meetings. The child portfolio is a collection of their work, which will be evidence of their progression. We encourage parents to be part of the record keeping process. 

When your child leaves Leaping Lizards you will be provided with a written report on your child’s development which can then be used in the next stage of their education.

Policies and Procedures

Leaping Lizards has written policies and procedures which are reviewed regularly. Parents may ask to see them at any time. 

HELP WITH FEES

The current government (as well as other political parties) recognise the need for affordable, high quality childcare, and because they also recognise the high costs in providing this, have produced a number of financial schemes to help parents meet their childcare costs. The inland revenue can inform you of the various tax credit schemes available to you which can help substantially reduce fees, but there are also some schemes(such as Childcare Voucher schemes) administered by employers and by nurseries themselves (the Nursery Education Grant) which are available now and without too much administration. 

Here are some existing schemes to which Leaping Lizards subscribes and which may benefit you now, or in the future: 

The Nursery Education Grant: Reduced fees for all children over 3 years

Leaping Lizards subscribes to the Government’s Education Grant which offers all children aged 3 and 4 years a free part time place at nursery. Children qualify from the term after their third birthday. 

Under the scheme, monthly fees reduce as follows. We will inform you of these changes in advance so that you can reduce your standing order accordingly. 

	Hrs
	5 days
	4 days
	3 days
	2 days

	8am to 6pm
	799
	757
	590
	394

	9.30am to 3.30pm 
	684
	547
	410
	273

	8am to 1pm 
	585
	483
	366
	249

	1pm to 6pm
	569
	458
	346
	206


N.b: 

The scheme will not apply to any parents who already receive discounts on their fees (such as for siblings) unless they wish to surrender their discount. 

Employer Childcare Voucher Schemes

Many employers now operate childcare voucher schemes on behalf of their employees. These schemes operate on a salary sacrifice basis and help reduce the employee’s childcare costs because they do not have to pay tax or national insurance on an element of their salary (currently £55 per week as at July 07). 

If your company operates such a scheme and you wish to join it, they will probably use a childcare voucher company to administer the payments and they will need to know

a) whether we accept childcare vouchers (we do, but only by electronic payment) and 

b) whether we are already registered with the voucher administration company they use.   A full list of the companies we are currently registered with and our unique reference numbers follow.

Childcare Voucher Administration Companies

If your employer’s company is not listed here, let us know their name and contact details and we will investigate registering with them.  

Please remember to ensure that the voucher company makes electronic payments directly into our bank account (the voucher company will have our bank details) and that these payments arrive in our account by the first day of each month in advance. You will of course also need to adjust your standing order accordingly so that the 2 payments equal your monthly fees. 

Company 



Our Registration Number

1) Accor



P20032086

2) Care 4



39389708

3) Busy Bees



00017127



4) Sodexho Pass


135909

5) Leapfrog
No number, just quote our name and address

GENERAL INFORMATION

Behaviour Expectations  

Young children often display a range of behaviours and as adults it is our responsibility to model and direct them towards appropriate ways of showing their feelings.  Our approach to behaviour is to focus on the child’s appropriate actions and to fully praise these, reinforcing and encouraging positive behaviour.  Inappropriate behaviour is discussed and children’s attention re-directed if needed.  Our approach is consistent between staff to help children feel secure in knowing the clear boundaries and expectations of them whilst at nursery.  Issues with children are dealt with as soon as possible and the key worker will discuss any incidents with parents.  [See behaviour management policy for more information] 

Food

Leaping Lizards provides breakfast, morning and afternoon snacks, and lunch, cooked on the premises and using  fresh ingredients. Menus are varied, nutritionally balanced, and we do aim to cater for all dietary needs. All our dairy products are organic. Water, milk and diluted sugar free fruit juice are given freely during the day.  

As we do our best to avoid all food containing nuts, parents are requested to ensure that any food they bring to nursery is also nut-free. Also, sweets and crisps are only allowed on special occasions after prior consultation with staff. 

For the under 2’s, parents are asked to provide formula milk and bottles. As your child’s feeding patterns change we will discuss these with you and change their diet accordingly.

Mealtimes are a social and learning experience. Our staff help children with table manners and in learning about  food and hygiene.  

Birthdays 

Cakes or sweets to share are welcome, however please ensure that they do not contain nuts.  Please let your key worker know if you do not wish your child to be given any cake or sweets on special occasions.  

Outings  

We like to take the children out of the setting for visits to extend their experiences in a broad range of areas. In order to make the trip as safe as possible we require a high adult/child ratio.  We always need additional helpers so join us if you can!  

Rest periods  

Young children are very active and use huge amounts of energy during the day.  To replenish their stamina at Leaping Lizards children can have a rest period during the day. We provide small beds or sleep mats and parents are asked to bring in a cloth bag containing a sheet, blanket, teddy or comforter. Please ensure that sheets and blankets are washed weekly. They should be collected on the last day of your child’s attendance each week.  

Children can choose to sleep or rest, and books, story tapes or relaxation music are provided during this session.  

Toileting  

Parents are requested to provide a sufficient number of nappies, wipes and creams for each day their child attends.  We will work closely with parents to assist in the toilet training process. During this time, please ensure your child has a sufficient number of spare clothes, especially pants and trousers. 

Clothing Guidelines  

Nursery children need to be free to enjoy messy activities so please send your child to Leaping Lizards in ‘work clothes’.  Pumps are to be worn inside to help noise levels and freedom of movement.  Seasonal clothing such as sun hats, coats and wellingtons should be brought as necessary.  

Accidents 

In the event of a child having an accident we will contact the parents immediately if judged necessary.   A range of contact numbers must be provided on enrolment.  Any change of number [particularly mobile phones] or address must be given to the nursery as soon as possible. All accidents are recorded in an Accident book.  

Illness and Medicines  

If your child appears to be ill, we will contact you and ask you to take your child home.  We will only administer medicines prescribed by a doctor. In the case of sickness or diarrhea, children should remain away for nursery for a period of 24 hours. It is important that children remain away from nursery during the contagious period of any illness such as chicken pox, conjunctivitis, etc. 

The Leaping Lizards Approach to Early Years Learning

Leaping Lizards adopts a child-centric approach where each child is closely observed as an individual and a programme is developed based on the preferences and character of that child.  This allows each child to develop at a pace that suits them and to benefit from activities designed to appeal specifically to them.  

We  use the Government’s Foundation Stage as a framework to our curriculum as it provides a sound holistic approach for your child’s development and growth.  We strive to keep our environment relaxed, happy and focused as children’s skills, confidence and independence develop best in this way.  

The activities and experiences in the nursery will give your child the opportunity to encounter new experiences, learn to develop relationships with other children, see progress in their skills, abilities, powers of concentration, confidence and personal development.  

Curriculum

Our curriculum is broad and balanced and is based on learning through play, as for young children this is their natural and most effective way of learning.  

Young children learn best through play based activities and experiences. Our curriculum has been developed specifically for under 5’s and is broken down into different strands of learning.  However, children’s learning is holistic and most learning activities provided for them incorporate many areas of learning. The areas of learning are:

· Personal, Social and Emotional Development

· Language and Literacy development

· Physical development

· Mathematical development

· Knowledge and Understanding of the World

· Creative development 

Activities you will see at Leaping Lizards include:




Imaginative play 

Imaginative play gives children the opportunity to explore new language, to express their feelings and ideas and to empathise with other people. It can occur anywhere in the nursery, however predominantly in the home corner and outside.  Often the play will revolve around a theme of the time, i.e: postoffice, restaurant, laundrette, etc.  During imaginative play children are free to be anyone or anything they like within a safe environment – the possibilities are limitless.  Most importantly, it is always fun!  

Writing And Drawing

We always provide a well-resourced writing area with a wide variety of materials for the children to choose from.  Children explore mark making by producing lines, circles, identifiable patterns and sometimes letters and numbers.  They explore different materials and techniques, and gradually begin to draw clearer representations of what they intended.  They start to understand the difference between drawing and writing. 

When children begin to experiment with writing, they first make up their own symbols then gradually introduce real letters and words into their writing.  We provide purposeful writing experiences such as making cards, letters, and invitations. We talk to children about their drawings and writing and model the writing process at every opportunity.  We praise and encourage all attempts to show children we value their words and ideas.  

Books and Stories  

Every day we share stories, poems and information books for pleasure, to stimulate ideas and discussion and to extend language.  We also encourage children to use books independently, retelling stories from memory and using picture clues.  We encourage children to talk about books, to retell stories, to listen to books on tape and to re-read favourites.

Music and Drama

Every day we explore music and drama from around the world using song, instruments, tapes, and props and occasional adult visitors to the nursery.  This helps promote creative, language, confidence and social skills.  

Puzzles and Games

  These provide many early mathematical experiences – sorting, counting, recognising shape and colour and observing similarities and differences.  These activities help children to improve their concentration and to experience the satisfaction and challenge of completing a task.  They learn to take turns, to share belongings and to win or lose gracefully – although this can take time!  

Construction and Modelling 

When making a model or collage, children are developing fine motor control [finger muscles] whilst learning to manipulate scissors, use glues, sticky tape and other tools.  They are becoming more aware of 2d and 3d shapes, size and pattern.  When they start to make specific objects, they are employing design and technology concepts – developing their initial ideas, making their model to suit a purpose and refining ideas along the way.  

Sand And Water

By pouring sand or water and filling a variety of containers, young children are improving their manipulative skills and their hand-eye co-ordination.  They are also developing their mathematical understanding and counting whilst learning about size, shape, volume and estimation.  They are being scientific through exploring the way different materials behave and observing similarities and differences. 

Clay, Dough, and Malleable Materials  

Working with malleable materials gives children great pleasure and satisfaction, and employs their imagination.  It strengthens their hand muscles and helps them to develop the strength and control needed for painting and using writing materials.  

Painting  

Before they have acquired the skills needed to draw and paint recognisable objects children need to experiment with paint using a range of tools [from hands and brushes to sticks and straws].  They learn to spread, dab, dot, spray, roll, blow and mix paint.  During these experiences they are learning to control the materials and to make choices about what to use and which techniques to employ. Painting requires children to actively use their creativity and imagination and is important in young children’s development of self-esteem.  It is important that all paintings are received positively and discussed enthusiastically.  

Outdoor Play  

We have two outdoor play areas at Leaping Lizards and use them every day, come rain, wind or shine! Even the very young babies in our care spend as much time as possible outside. Outdoor play is a very important aspect of a child’s development. Apart from the accepted benefits of fresh air, children can also develop important skills (such as co-ordination and gross motor muscle control) outside whilst also having a chance to burn off some of their considerable energy! Outside they can run, slide, swing, balance, kick and throw, or try something new and challenging. Outdoor play also helps children become aware of changes in the weather and their effect on the environment, beginning to investigate the science of the world around us.  

Policy to follow if a member of staff is accused of a child protection offence

If an accusation of abuse is made against a member of staff or volunteer (including students on work placement) the matter must be reported to the Manager or in their absence, the deputy.  If the allegation is made against the Manager, it will be handled by the owners of Leaping Lizards Day Nursery. 

The accusation will be dated & timed along with:

· Details of accusation (including any supporting evidence)

· Name of the member of staff to whom the allegation was first reported

· Statement will be signed by the person making the accusation along with the person to whom the accusation was reported

Person dealing with the accusation will inform OFSTED (this is a requirement of the OFSTED National Standards in Day Care).
The member of staff being accused of the child protection offence will be interviewed by the nursery manager/deputy/owners.  The member of staff will be made aware of the details of the allegation and that Ofsted have been informed.
The member of staff will be asked to comment on the allegration & this will be noted & signed by the member of staff and person dealing with allegation.
The nursery manager/deputy/owner will decide on the action to be taken, this may include immediate suspension of the member of staff, without pay.  
The nursery manager/deputy/owner will ensure that all stages of the investigation are recorded to include the date and time of reproted incidents and all written reports will include the date and time of recording.  The member of staff, OFSTED and any other bodies such as social services or police will be kept informed until there is a conclusion to the matter.
Social Services:

Children's Social Care
292 Essex Road

London N1 3AZ
Telephone: 020 7226 0992
For referrals and advice – 0207 527 7400
Subsequent Action

Following such a referral, enquiries will be undertaken by Social Services and possibly the Police.  Staff may be required to provide statements and attend an Initial Child Protection Conference.

Confidentiality

The nursery has the right to share any information regarding child protection with other childcare professionals.  All information will be kept confidential.
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