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Welcome 

Clever Cloggs would like to welcome you and your family to our pre-school.
We have put this booklet together to give you as much practical information as possible about starting pre-school both for you and your child.

This pack includes:
· Introduction to staff

· Opening times and routines

· Current fee charges

· Morning, Afternoon and end of Session information

· School admission

· Prices & Payment of fees

· The role of the teams
· The role of the SENCO 

· Safeguarding

· Policies and procedures
· What to wear / What to bring / Uniform

· Behaviour guidelines to share with your child
· Prior to starting pre-school, spare clothes, parking and school dinners

· Information on the Early Years Foundation
· Parent’s guide to starting pre-school

· Concerns and Complaints

·  Lunch box ideas

Open times and routines
Clever Cloggs is open 5 days a week, term time only for either full day care or sessional care.  

Our opening times for pre-school are:        
	
	Breakfast Club
	Morning Session
	Afternoon Session

	Monday
          
	08.00am – 08.45am
	08:45am – 11.45am
	11.45am – 14:45pm

	Tuesday
	08.00am – 08.45am
	08:45am – 11.45am
	11.45am – 14:45pm

	Wednesday
	08.00am – 08.45am
	08:45am – 11.45am
	11.45am – 14:45pm

	Thursday
	08.00am – 08.45am
	08:45am – 11.45am
	11.45am – 14:45pm

	Friday
	08.00am – 08.45am
	08:45am – 11.45am
	11.45am – 14:45pm


A small handful of children use the breakfast club daily, this is charged at £5 for the session.
We have also introduced an afterschool club from 2.45pm till 3.30pm, this is charged at a rate of £5 for the 45-minute session. If you are interested in a later time, then please talk to management.
A normal session timetable would be as follows:

08.00am
Breakfast club children arrive and are offered a selection of breakfast choices.

08.45am
The main door is open for the morning session, children arrive, registration is taken. Children have free access to activities.  The morning session runs from 8:45am to 11.45am, this does not include lunch.

09.15am
Outside area is checked and made secure. During morning play, staff will be doing an activity and playing with groups of children, they will be extending the children’s play and learning where possible.

Snack will be open during the morning session
11.40am
Getting ready for home time and lunchtime if staying all day.

11.45am
Home time /registration of afternoon session, lunch time. Afternoon session includes lunch time.
12.30pm
Outside area is checked and made secure. During afternoon play, staff will be doing an activity and playing with groups of children, they will be extending the children’s play and learning where possible.
13.30pm           Snack will be open during the afternoon session
14.30pm           Getting ready for home time.

14:45

Home time
14.45-3.30pm    After School Club

Clever Cloggs opens its’ doors at 08.45am in the morning, children and parents/carers arriving before 08.45am will need to wait in the playground for the door to open, unless booked into pre-school breakfast club or have grant funding that covers the 8am start.
When bringing your child into the setting a member of staff will be marking the attendance of your child in the register, they will also mark down any changes to collectors for the end of the session or day. If your child is being collected early or being collected by someone else, you must inform a member of staff so it can be recorded in the collection book. Unknown collectors will not be able to collect your child unless you have told us.  If your child has an injury, bruises/cuts etc. from home, this should be brought to our attention and noted in our existing injuries book. If your child has been given any medication before coming to pre-school this should be recorded in our medication book. If during the day you phone to say there is a change of collector, this will also be recorded in the collection book.

A staff member will be at the door for each area to greet your child and let them in. When all parents have left a member of staff will confirm who has arrived today and complete the register. 

On arrival, the children are encouraged to take their coats off and put them on their peg along with their bag and lunch box, there is a shelf for their water bottle, unless you have ordered a school dinner which is charged at an additional cost of £3.48 this is added to fees and invoiced in arrears so you are only charged for the meals your child has. 
During the morning children can choose from many play activities inside or outside. We allow access outside every day unless extreme weather conditions deem that for safety reasons it’s best to stay inside. On these days, we will provide extra physical play inside to lower the chance of running and aggressive play.
Snacks and drinks are available for the children as part of each session, this provides a chance to try new foods, like tomatoes, cucumber, carrots, raisins, pancakes, biscuits, toast, cheese and dips plus lots more. We try and cater for children with allergies in a way that makes them part of the group not someone different. To support every child having a snack all families will be invoiced monthly of 50p a session, £1 for the full day. 
At 11.45 the morning session comes to an end and the children get ready to leave or get ready for lunch time, the afternoon session runs from 11.45am until 2.45pm which includes lunch time, children going home at 11.45am will be sat with the other children having a rhyme or story session, until they are collected,  or brought their child in for the afternoon session.  The SEN Hub sessions are 8.30-11.30 and 11.30 -2.30. 
Afternoon session: children attending the afternoon session can bring a packed lunch to have with the other children, staying all day or have a pre-ordered school dinner.  The afternoon session runs the same as the morning session with, outside and inside play with snack time too.
The end and beginning of each session is a time for parents to chat with members of staff and check the children’s progress or be informed about accidents which need to be signed, more formal parent chats happen twice a year.

End of each session 

At the end of each session the children are called to collect their belongings and put their coats on as the parents arrive in the playground. The parents/carers are welcomed into the setting at the end of the day, this will give parents/carers a chance to catch up with your child’s keyworker or admire any art work your child may have created.
Please note, we will not release any child to people not recognised as the allocated person for collection, we may need to phone the parent for confirmation before releasing the child.
Please be aware, if nappies/wipes are forgotten by a parent for their child’s session we will keep on site Sainsburys nappies and Tesco wet wipes to be used, this will be charged at 30p per nappy used and added to the invoice for the end of the month.
New children may start as soon as they are aged two years old if there are spaces available. Some children may take a little while to settle in (3 - 4 weeks) and we work with you as parents to help your child settle in, so you can leave feeling happy that your child is being cared for while you are away.

Fees are invoiced monthly and are still payable if your child does not attend due to sickness or holidays. If you wish to remove your child from the Pre-school, we require at least 4 weeks paid notice, if you require extra sessions you should speak to the management who will check availability, do not ask staff, they do not allocate places, and they will need to ask management anyway.

The pre-school opens term time only; term dates are normally given at the beginning of the academic year although regular updates on Tapestry notify you of any changes in dates.
Clever Cloggs is included in the Government funding schemes offering up to 30 hrs per week for eligible children for 38 weeks of the year (a maximum of 570 hours a year). This funding starts from the term after the child’s 3rd birthday. Any childcare over the 15 hrs will be invoiced as fees. Some children are eligible the term after their 2nd birthday up to 30 hours funding, application can be made online, but please ask us if you need help. This can be completed during stay and play sessions or during the paper-filling out session, it will normally take about 30 minutes.
Current fee charges (prices correct for September 2026)
All Children are charged the same rate per hour - £7.00.

Breakfast club is charged at the rate of £5.00 for the full 45min.
After school club is charged at the rate of £5,00 for the full 45mins.

Ratios - Children aged 2-3 years 1 adult for every 5 children (national 1-5)
Children ages 3-5 years 1 adult for every 8 children (national 1-8)
We deploy our staff accordingly to exceed these ratios, where financial constraints allow, the managers are not in the ratio so can provide cover during absences, staff training and at times where an extra pair of hands is needed. 
Payment of fees policy

Invoices will be sent out to parent/carers at the end of each month (to be paid as soon as possible) via email through the Tapestry system. Invoices will show the number of sessions booked that you are eligible to pay for and any free entitlement through grant funded places. Snack charges will also be applied to the monthly invoice. Please be advised, an invoice will be received regardless of whether your child is funded, if you do not receive an invoice at the end of each month please contact us and we will check our email contact information for you.
Holiday – We ask that if you plan a holiday with your child the preschool is given 4 weeks’ notice of this to be able to account for staffing changes that may be needed. Please be aware holiday or sickness days are unable to be subsidised for another day.
Payment can be made by voucher schemes, standing orders and bank transfer. The settings bank details are; Account name Carisbrooke Clever Cloggs Day care Ltd. Sort code 20-60-55 Account number 13838021 Please use your child’s name as a reference, the settings bank details can also be found on each invoice.   
Please note we are a cash free setting.
If payment is still not received by the date of the new invoice, the new invoice will show the outstanding amount, and a reminder will be sent if payment had not been received. If you are paying over your funded hours, it maybe suggested to reduce your hours just to funded hours until you are more financially viable. Please note, any invoices unpaid after 30 days of receiving the invoice will incur a date fee of 10% of the invoice, the invoice total will increase by 10% for every 30 days the invoice is left unpaid.
If you have an outstanding invoice after your child has left for school, you will be sent a reminder, if after a given date fees still have not be cleared a second reminder will be issued, if a third letter is issued this will tell you that the commencement of legal action will take place to recover the amount owing.  If legal action is taken, any court fees incurred will be added to the amount owing with an interest charge of 20% administration fee will be added to the amount owing.  Any county court claim not paid will be held on file by the courts and where official money for mortgages or other official security is sort the amount held on file would need to be cleared before the application can be agreed, as you would be classed as being in debt. 
We hope outstanding fees will not get to this stage and urge any parents/carers who may be having difficulty paying their invoice to come and inform the management immediately, so we can work out a weekly or monthly payment plan and if needed reduce number of sessions attending to lower forth coming fees or tell the office of a miscalculation on the invoice. 
All Pre-schools in the area share information with each other when families leave owing money. If a parent leaves with grant funding, this can be used to offset a notice period of 4 weeks before the new setting can apply for the funding to be transferred to the new setting. In most cases funding can be changed only at the end of a term unless agreement is sorted between the two settings and the Local authority still giving four weeks’ notice of movement.  

School admissions 

Children attending Clever Cloggs are not automatically guaranteed a place on application to Carisbrooke C of E Primary School as the Isle of Wight council works on priority area placement for school applications.  Normally the September before your child starts school you will be notified on how to apply for a place at your chosen school. As the date for school applications looms you will be asked to confirm you have applied for school. If you fail to apply by the deadline, your child may not get into the school required if it is over subscribed.
A parent guide to Settling into nursery/pre-school
Having a child is very much a journey. A key stage in this journey is the moment when your child goes to nursery, pre-school or a childminder for the first time. If children are carefully prepared, they can settle in without much ado. So, what preparation needs to take place? A good starting point is to understand that young children are primed to stay close to their parents. From the age of around eight months onwards until three years and older, children react when their parents leave by crying and protesting. In evolutionary terms, it made perfect sense for youngsters to remain near their parents to avoid danger.

In order to prevent your child from becoming distressed when they first leave you, childcares will work with you to settle your child in. The chances are that you and your child will be invited to visit and attend a few sessions. Visiting a few times before actually leaving your child is essential. It allows your child to become familiar with the child carers. To help your child settle in, most settings use a key person system that means that one person will take special care of your child in the early days.

The role of the Clever Cloggs team 
The team maintains links with the child’s parents/carers to enable shared record keeping and to ensure that all the children reach their full potential, and their individual needs are met.  

Our team system gives each member of staff chances to get to know all the children, some children create special bonds with one adult more than another, which can make settling in much easier, but can be an issue if that adult is not in one day, so with the whole team getting to know the children, they will be able to continue a group approach providing a consistent role towards building the children’s developmental needs. 

Every child is assigned to a keyworker before they start. The teams are:

Butterflies, these are the children going to school in the next academic year, 

Caterpillars these are the younger children not going to school and mainly 2-year-olds 

Ducklings these are children that are allocated or referred to the SEN Hub, these children need a little more targeted support but over time can transfer to either the butterflies or caterpillars depending on their needs and age. 

The keyworker will introduce themselves to you and answer any questions you may have during stay and play sessions.The key person will observe and provide activities targeted for your child while with us, they will upload these to Tapestry to show you what happens while your child is with us. During your induction meeting full details on how to access Tapestry will be given to you. 
We also encourage you to share information from home regarding what your child has been up to, interests, events milestones etc. and post-it on Tapestry. This sharing of information allows the keyperson and team to build a wider picture of your child’s development and plan for next steps in development and work with you for the best of your child. There is also an all about me section on Tapestry that we ask all parents/guardians to complete.
If for any reason, you do not have the opportunity to regularly chat to your keyperson or team e.g. a child-minder collects or grandparents, please ask for a communication home link book. Keyperson or teams are expected to communicate with you regularly to keep a firm, positive relationship between you and pre-school to ensure all your child’s needs are being met and sometimes a home link book will help.
We hope that you find your team partnership a useful part of pre-school life.  If you are unsure about anything please do not hesitate to ask, and if you have any concerns, please see the Room Lead Clair or Clever Cloggs Managers, Rachel and Gemma.
Special Educational Needs Co-ordinator (SENCo)

The SENCO’S for Clever Cloggs are Rachel Perren and Kaylee Miles and Helen Bowden and is crucial for early years’ settings in supporting early identification and intervention for children with special educational needs whether with gifted development or delayed development and will be a useful contact for you if you have any concerns or questions about your child’s development.

The SENCo liaises with co-workers for the best of all the children in the setting, by providing strategies and guidance to support the development of each child through a play-based assessment. Through her knowledge and experiences she records and documents each process regarding special educational needs for individual children, including targeted plans. 
The SENCo will liaise and work with parents to encourage an open line of communication and support the family in understanding the steps of child development and the extra support opportunities that could be or have been set in place to support their child’s development and narrow the gap between peers. In some cases they will liaise with outside agencies for the best of the child.
The SENCo will secure training for workers to support the children’s developmental requirements, they, will support and communicate with schools and families for a smooth onward transition for moving on to school.
The SENCo will be open to support the child and the family with documentation, meetings and communication with other professionals as part of the day-to-day life at pre-school.  

If during the school transition process, you choose to appeal the council’s decision on first choice school allocation.  We will support you however due to workload the appeals process timeline, an extra charge of £50.00 will be requested to cover additional workload this process has on the setting, which is payable in advance.
Safeguarding
Our safeguarding lead is Helen Bowden, our deputy safeguarding leads are Rachel Perren and Gemma Cantelo.

The protection of all children within the setting is paramount. Providers must have and implement policies and procedures to safeguard children, this should be in line with the guidance and procedures of the Local Safeguarding Children Board and that each setting has a designated lead responsible for safeguarding. 
There should be an explanation of the action taken in the event of an allegation being made against a member of staff, it must cover the use of mobile phones and cameras in the setting.

All providers must be trained and understand their safeguarding responsibilities of safeguarding issues
Providers must have regard for the government’s statutory guidance ‘Working together to safeguard children’ and ensure that people looking after children are suitable and have an enhanced criminal records disclosure in place for every person who works directly with children.
Every setting must inform Children’s services of any concerns of abuse or evidence without delay, failure to do so may result in the setting having its registration of childcare revoked and be fined for failure to protect children.  

Attendance – The setting is audited regularly by the Local Authority, checking on attendances and our system to monitor absences. If a child is funded but found to be consistently absent the Local Authority may withdraw the funding for the remainder of the term.  Continued absence will have an impact on the development of your child. 

Each setting should be informed of any absence by the parent as soon as possible, by phone or email.
Due to new Government requirements if we are not informed of the reason your child is off, we will be calling parents/carers to check everything is OK. If for any reason we are unable to contact parents/carers a home visit will be the next option.

Policies and procedures The policies are updated regularly in line with government changes. New policies are kept in the setting where an updated, hard copy can be found and issued on request. 
What to Wear. What to bring.
Please do not bring your child in their “Sunday best” or new clothes to pre-school, we recommend clothes and shoes that can become dirty or spoilt without concern, as some children can become dirt magnets while playing, climbing and painting. To promote independence when using the toilets, children should wear clothes they can manage easily. (i.e. elastic waist).

We request that all spare clothes brought in are named with your child’s name and they bring at least two set of spare clothes that fit in a named bag, for safety reasons we do not allow children to bring in “PE” type bags with draw string closure, to prevent the risk of children putting cord around their necks.

Our setting appreciates that the children attending pre-school are of a young age and actively encourage comfort objects, although we strongly discourage children bringing in toys and games from home, as in the past we have had many occasions of toys being lost or broken and children being very upset when others want to play with them. 

We firmly recommend anything your child wears or brings in are named. We do have a lost property box for mislaid items. Which gets very full by the end of a week, so when clothes are named we can return them to the rightful owners.
we request lunch boxes and bottles are named, it is advisable to include an ice block with your child’s food especially in the warmer months, as pre-school gets very warm.
If your child needs to have any medication whilst in the care of the pre-school, you must inform a member of the staff who will ensure the correct storage and documentation of the medicine. You will also be informed at the end of the day how much medication has been given and asked to sign a medication form. Only prescribed medication from a pharmacist or doctor can be administered, no over the counter medicines.
Please do not leave any of your items in your child’s bag such as medication, phones, keys cigarettes etc.
Behaviour Management Policy
Clever Cloggs believes that children flourish best when they know how they are expected to behave. Children gain respect through interaction with caring adults who show them respect and value their individual personalities. Positive, caring and polite behaviour will be encouraged and praised at all times in an environment where children learn to respect themselves, other people and their surroundings. We encourage children to be independent and make their own choices within the safety of our groups’ boundaries.
We aim to set these boundaries in a way which helps the child to develop a sense of the control for their own behaviour; these boundaries have been set for the children’s own safety and the safety of their peers. Adults offer security and consistency to all children and introduce them into an environment where someone other than their parent or regular carer encourages positive behaviour and social skills, restrictions on the child's natural desire to explore and develop their own ideas and concepts are kept to a minimum.  

We aim to:

· work in partnership with parents and carers by communicating openly

· praise children and acknowledge their positive actions and attitudes therefore ensuring that children see that we value and respect them

· promote non-violence and encourage the children to deal with conflict calmly

· provide a key person system enabling staff to build a strong and positive relationship with children and their families

For many children, coming to Pre-school will be their first experience of having to accept authority from people other than their parents. This may be confusing for some children.

· Positive behaviour is built upon and undesirable behaviour played down and even ignored. Rewards of stickers are given for positive and kind caring behaviour.

· Children demonstrating unacceptable behaviour may be given the choice of changing their behaviour or being given ‘time out’ with a member of staff, positive praise will be given if the child chooses change of behaviour instead of time out, during time out an adult will talk about the actions prior to time out and    re-enforce why the child was given time out. This explanation will ensure that the child understands it is the behaviour that is unwelcome and not the child.

· in any case of misbehaviour, it will always be made clear to the child or children in question, that it is the behaviour and the not the child that is unwelcome
· parents will be informed if their child is unkind to others or if their child has been made upset by another
· Techniques intended to single out and humiliate children such as being put on the ‘naughty chair’ or older children being told they will go down with the babies - will not be used
· We do not encourage “if you get hit, hit back” we will try alternative methods
If a child asks for cuddles, staff will cuddle them but will never force a cuddle from a child. Staff try never to put themselves in positions that could cause concern to others i.e. be alone with them in the toilet area, or in the setting alone during opening times or after hours.
It is always the staff’s duty to keep the children safe from harm and will not endanger the children or allow the children to endanger themselves or others through physically aggressive play or other endangering approaches.
If your child is unwell with any virus including diarrhea and vomiting, Health protected agency guidelines state that a child should not return within 48 hours of the last bout of sickness or diarrhea. During the day if the staff feel your child is not right and might be coming down with something they will contact you with details or to request you come and collect early. 
Headlice are a fact of life within a pre-school environment, however we do try and keep this to a minimum and keep you informed about cases and how to treat them. We send leaflets home yearly, not necessarily because of a case of headlice, the leaflet is for information and to help prevention.

All children in caterpillars and Butterflies follow the ‘Early Years Foundation Stage.’  There will be formal invites to you, twice a year to attend a meeting with your child’s key worker evening and formally discuss your child’s development and progress through the EYFS, the children in the Ducklings SEN Hub follow a more targeted approach as their learning goals are small than children in the pre-school.
The Early Years Foundation Stage EYFS for parents and carers

Why do I need to know about the EYFS?
· The EYFS will be the stage your child is in when they attend a setting or a childminder’s home between birth and the age of five. It is also the stage that they are in until the end of the Receptions year at school.

· Children do best when parents and professionals work together.

· It is important to remember that you know more about your own child than anyone else. Practitioners will  be asking you about your child and sharing information with you about your child’s progress.

· Understanding what your child is doing when they are with others will help you to notice how well they are developing and learning.

· The part you play in their learning and the choices you make will make a difference to their future.

What is the EYFS?
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The EYFS is based on four important principles

1. A unique Child

2. Positive Relationships

3. Enabling Environments

4. Learning and Development

Why are the years from birth to five so special?
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The years from birth to five see the greatest growth and learning for all children.

· Good health;

· To be happy;

· To feel safe;

· To be successful;

Early learning is the key to your child’s future and families make the greatest difference at this stage.

What can parent and carers do?  

Parents and carers are their children’s first educators. When they are with you learning can happen at any time and anywhere, for example through:- being generous with praise and cuddles; reading things together; playing games, singing nursery rhymes; talking about what you can see in the park or on the street; counting the stairs as you go up and down these are the foundations to other more formal education building blocks.
Parking   The school travel plan has agreement for parents to park at the Eight Bells public house and Victoria recreation round to allow you to walk your children to school/pre-school.  Parking is not allowed on Wellington Road between 8am-9.30 am and 2.30 pm and 4.30 pm. Traffic wardens and police, do patrol daily. The school onsite car park is strictly for school staff only.
School Dinner   Your child will have the chance to try a school cooked dinner; menus will be available at the beginning of each term. All school dinners are at additional cost to fees, dinner can be requested daily or for every time they are in, you will only be charged if your child has a dinner which will be added to the invoice in arrears. 
We hope you and your child are very happy with the setting and information you have been given.

The staff and management are always looking at ways to improve the setting and will seek your comments through questionnaires and evaluation forms, however if you feel that there is any issue or concern that you feel needs addressing at any time. Then please either chat to a member of staff or pop in and see the management who will listen to your concern and address the matter, hopefully to everyone’s satisfaction.
Concerns or Complaints

At Carisbrooke Clever Cloggs Day Care, we aim to provide the highest quality education and care for all our children.  From time to time, parents/carers may have concerns or feel the need to complain about the way their child is being treated or about any other aspect of the running of the pre-school at this point speak to the managers, they will investigate your concern and provide you with an outcome of the investigation.  We endeavour to solve any problem that arises in an amicable manner with the persons concerned. 

We request all concerns or complaints are put in writing so we can produce a paper trail to show yourselves and Ofsted, 1. how the complaint or concern was received and for what reason, 2. what steps were taken to resolve the matter and or 3. any actions taken from the concern/complaint.
If you have any concerns or complaints regarding any aspect of the Pre-school, please speak to the Managers, or pop in the office. Concerns will be recorded to provide a paper trail.  Concerns maybe emailed over a weekend, so this might be away to get your concern down on paper and out of your mind.  All written correspondence, records of meetings and discussions will remain strictly confidential and will be filed with the pre-school management records and be produced if asked for by Ofsted.

We work with all families for the best of the children and with your help and open communication lines, concerns and complaints are kept to a minimum, but understand the importance of a parent’s voice and provide contact details from the start for Ofsted and how to contact them.  
We are under the guidance of the south regional team Tel: 0300 123 1231 Email enquiries@ofsted.gov.uk or by post: Ofsted, Piccadilly Gate, Store Street, Manchester, M1 2WD 

Ofsted like to hear about good practice too.
Social Media – we use Social Media to show parents what we are doing and a form of quick information spreading, we never use it to put families down or to discuss items that have occurred during the day, and do not identify any child or family by name.
As we do not do this, we request you also do not use Facebook in any negative view on the setting, we hope that our lines of communication are open to all through face-to-face contact, phone conversations and letters/emails are enough to provide the opportunities to share concerns before using a social media forum. Any concerns brought to the management would be taken seriously and if the need arose, outside authority officers would be brought in to investigate and allegation against staff or management.

Safeguarding our staff - We request you do not become friends on Facebook with any member of staff working at Clever Cloggs, we do request that you unfriend any member of staff you are currently friends with until your child leaves the setting. This is under the guidance of the Local Authority Designated Officer. 
Drinks
To come in line with guidance from Ofsted and oral health, we are a WATER only setting, children’s bottles are requested only to have water in them, for further information please read our water only guidance given to you on induction.  

Lunch box ideas 

If your child comes for lunch, then he/she needs to bring a packed lunch and drink. Mid sessions drink and snacks are provided. Please do not include sweets or fizzy drinks. Also, we do ask that NO NUT BASED PRODUCTS (i.e. Peanut butter, Nutella chocolate spread) are included as some children have allergies and depending on the severity even being near a nut can cause a reaction. 
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