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Welcome and Introduction 
 
We would like to welcome you and your child to our pre-school and thank you for choosing us! The 
information included is just a small overview of our policies and procedures and is designed to be a quick 
reference guide to your child starting their learning journey with us. Please do not forget that you and your 
child are a valued member of Pollington preschool community, and we would welcome any questions and 
suggestions throughout your time here. 

 
We want your child to feel safe, stimulated, and happy within our preschool and to feel that they are secure 
with our staff, we also want you to feel confident in your child’s well-being. 
 
 
 
 
 

As outlined in our prospectus, our children are encouraged to develop positive 
attitudes towards playing together and co-operating with one another.  
 
They are also encouraged to be sensitive to the feelings and needs of each other. 
Every day we encourage children to: - 

• Use their manners  

• Be independent  

• Be kind to others  

• Help tidy up 

• Most importantly, have fun 
through play. 
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Our Ethos 
At Pollington Preschool we aim to provide an environment where the child and their family is at the heart of 
our vision.  We aim to provide every family in our community with learning experiences in which all children 
including those with special educational needs and disabilities are supported to reach their full potential. 

The Early Years Foundation Stage 
In England, all registered childcare settings are required to work within the statutory framework called the 
Early Years Foundation Stage (EYFS).  
The Curriculum is a statutory document however, the way each setting delivers this is unique. It is essential 
that we develop strong partnerships with our parents so that you can contribute to your child’s learning 
journey. Your child’s developmental progress will be chartered through the EYFS from entry at one years 
old and will continue through to the end of reception year when they attend formal schooling. 
 
If you would like to know more about the EYFS you can access the documents on our website. 
 

Your Child’s Learning Journey starts here…           

Story Starters 
Let’s start at the very beginning… 
When your child comes to play for the very first time you will be met by your child’s key educator, who will 
get to know as much information as they can about you guys and your family. Before you attend for a 
settling in session, it is important that for this initial meeting that your ‘All About Me’ registration is 
completed.   
 
The all about me forms give us a lovely insight into how your child learns at home and what you love to do 
together.  This information gives your key educator a starting point on which to start your child’s learning 
story off. 
 
After a few weeks of settling into the preschool daily rhythms your key educator will take their knowledge 
about your child’s learning and complete an initial document called a baseline assessment.  A copy of this 
will be shared electronically to you through Nursery in a Box.   
 
Please note: baseline assessments are also completed at the start of any group move also as our educators 
share information about each child to ensure continuity of learning and interests are continued. 
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Observations   
We take immense pride in the ‘organic way’ that children are supported to 
reach their full potential here. Your child will be allocated a key educator who 
will collect evidence of their learning, in a unique and wonderful way through 
a range of methods. A program of learning experiences will be planned 
according to your child’s individual needs and developmental experiences.  
Some of these observations are sent as a quick ‘snapshot’ wonder 
observation, a snapshot of an achievement seen, some are sent as group 
wonder observations, so usually involvement in a group learning activity and 

you will receive an individual wonder observation, every 6 weeks. 

Two-Year-Old Check and Developmental Review 
We are required to complete a two-year-old check on your child’s progress any time between a child’s second 
and third birthday, we usually do this at about 26 months. The two-year check is completed by your child’s 
key educator and then shared with you for your comments and celebrations at home.  

All About Us 
 
Our Opening Times 
We open from 7-15 till 6pm Monday to Friday and offer holiday clubs in the school holidays. 
 
Pollington preschool is OFSTED registered and is inspected under current legislative requirements. It is a self-
funding registered charity; overseen by a committee of people from the local community. 
As a parent, you are automatically welcomed as a member of our committee group. As a charity, we welcome 
your participation in attending meetings, helping at fundraisers, or supporting the smooth running of the 
preschool through day-to-day consultations. Any innovative ideas or suggestions for fundraising can be put 
to a core member of the team and committee at any time. 
 
We host many different events throughout the year some independently, others in partnership with Pollington- 
Balne Primary school. Having a strong community-based ethos to support our children is important and this 
would not be possible without the solid parent partnerships we develop. 
We aim to ensure that all who wish to work in, or volunteer to help with our preschool have equal chance to 
do so. 
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Getting to know you… 
On your child’s first day, whether you are joining us for breakfast club from 7.15am or starting preschool 
sessions starting at 9.00am please enter the EYFS Hub by gaining access using the doorbell at the entrance. 

Coat Pegs 
On arriving at preschool please encourage your child to take off his/her own coat and hang it up and change 
their shoes if appropriate. Your child will have a coat peg with their picture and name on it. 
 
Unfortunately, due to space restrictions we have not got room for bags to be left overnight therefore your 
child will be sent home with all their belongings every day. Toilet accidents still happen, even to those who 
have been toilet trained for a while. Please provide a spare set of clothes, more if your child is learning how 
to use the toilet! 

 
Please ensure that dangerous items such as medicines or items from home are not left in your child’s bag. All 
medicines should be handed into staff so that parental permission can be obtained for administration of the 
medicine, and it can then be stored securely. 

Indoor Shoes/Outdoor Shoes 
You are encouraged to bring a pair of slippers or indoor pumps if you wish to. It is more comfortable for the 
children and helps us maintain good hygiene standards in the hub, however these are not compulsory. As we 
play out in all weathers it would be helpful if children could have a thin waterproof all in one kept in their bag 
and wellies for wet play, please. 

Clothing 
Please ensure that your child has suitable clothing with them particularly about outdoor clothes. We play out 
every day (unless it is raining very heavily) and you need to make sure your child has a warm coat, hat, scarf 
and gloves for winter, sunhats for summer. These items all need to have your child’s name in them. When 
dressing your child please ensure that you consider their personal abilities as we do encourage independence. 
You may wish to consider the following: 

• Ability to unfasten belts, buckles, or dungarees when they are desperate for the toilet.  

• Think about how easy they can manage skirts, dresses, tights, and trousers. 
Allowing your child to manage their own personal hygiene promotes their self-esteem and self-confidence. 
 
It is impractical for us to hold a supply of spare clothes for children due to the different genders, ages and 
weather conditions throughout the year therefore it is vital that you bring a spare set of clothes each day for 
your child as accidents do happen, whilst painting, washing hands, playing outdoors. Children may have to 
be sent home if they have insufficient clothing which will cut short their preschool fun! 
 
We also advise children to wear clothes that are suitable for getting messy in. We do not use aprons in 
preschool as these often limit the play for the children, we are a very messy setting so you may wish to 
consider having a set of preschool clothes that you don’t mind coming home muddy, covered in paint and 
glitter! We do purchase washable paints, but they are not infallible. 

 
During warmer weather, parents are asked to apply sun cream to their child before leaving them at preschool. 
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As you can appreciate it is very time-consuming applying suncream to a whole class of children at a time and 
this often delays or learning time.  We are unable to apply sunscreen to the children, unless this is provided 
specifically for them- a bottle with your child’s name on can be left at preschool for the duration of the warm 
weather. 

Settling In 
Please help your child choose an activity in the playroom that they would like to do, this helps your child feel 
that their family is part of our community and gives you something to chat about when you pick them up as 
you know at least one activity that your child has participated in during the day. 

 
We aim to make our preschool a welcome place where children settle in quickly and easily, where they can 
build positive relationships with their peers and adults and one in which they can grow in independence. We 
achieve this by providing a warm and secure environment where we ensure that our educators: - 

• Are friendly and approachable – if you wish to speak to a member of staff an 
appropriate time to do this would be at drop-off time, or another mutually 
agreed time that is convenient to both you and the educator. 

• Are positive and respectful to children from all backgrounds and abilities  

• Give reassurance, encouragement, and appropriate praise 

• Use values and stickers to reward children’s achievements, manners, caring attitudes etc. 

• Value each child and what they offer 

• Encourage each child to try new activities in a safe and supportive environment. 

• Allow children to re-visit our areas of continuous provision to consolidate their learning.  

• Set up the activities so that staff have time to listen to the children. 

We appreciate that children respond differently to individuals and that some children may take to only one 
member of the team, to help your child build up relationships with other adults we encourage (as much as 
possible) engaging in play with the child whilst they are with the specific educator so that they still feel secure. 
 
Additionally, we can offer home visits by one of our practitioners. This would be a visit to your home by a 
member of our staff with a bag of special toys. Home visits make your child feel comfortable with our staff in 
their own familiar environment. 
During the two weeks before you are due to join our preschool family you are encouraged to use this time to 
settle your child in as many times as you wish to.  Your key educator will plan with you about settling in 
sessions after those first initial visits together. We usually recommend a couple of half hour visits together 
and then a couple of hour visits where you leave your child to play with their key educator.  During the times 
when you leave your child you are more than welcome to join us in the office for a cup of tea whilst you wait!   

Settling in review 
We feel that it is important that all children and their parents are made to feel as welcome as possible. As part 
of our commitment to ensure this we can offer you a settling in review, your child’s key educator will arrange 
this with you when appropriate. 
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Leaving your child 
We feel it is especially important to say goodbye to your child. A parent who leaves their child at preschool 
without saying goodbye may cause more upset and anxiety. We appreciate that this can be a difficult time 
but please explain to your child that you are going and that you will be back once you have done something 
specific, for example you are going to do some shopping or washing. Sometimes it helps for a parent to leave 
a personal item (that the child knows is special to the parent and will be coming back for) for your child to look 
after in your absence. 
 
You are encouraged to telephone us as many times as you feel you need to during those first days and our 
educators will contact, when possible, to give you an update.  Look out for your nursery in a box update too 
as our educators will send you some photos on the app to reassure you during those first few sessions. 

Key Educators 
Our setting has a named key educator system. This means that each member of staff has a group of children 
for whom she/he is particularly responsible. Your child’s key educator will be the person who works with you 
to make sure that what we provide is right for your child’s needs and interests. This is predominantly done by 
observing and following your child’s learning interests. 
 
When your child first starts at our preschool, the key person will help your child to settle and throughout your 
child’s time at Pollington preschool they will help your child to benefit from the setting’s activities. Your key 
educator will also liaise with you to update you on your child’s progress through the EYFS and discuss any 
concerns there may be. 
 
You will be given a handover of information when your child leaves the setting by their key educator or when 
this is not possible by a second key educator who has been working with your child during the day and has 
been fully briefed by their named key educator. 

 
Other general information will be available on our Facebook page and developmental apps including learning 
themes that the children are exploring throughout the weeks and information such as lunch and light snack 
meals. 

Snack Time 
We encourage children to try new things, such as fruit or chopped vegetables these are available throughout 
each session. Water is available always during the sessions for children to self-select and milk is available 
throughout the day. 

 
A light snack is offered to children that stay at preschool after 3.00pm and in our out of school club. This is by 
no means planned to replace a meal within the family home but gives the children a chance to ‘re-fuel’ until 
they can enjoy this important social time with you. 
 
Please see the menu in the entrance to the hub for more information. 
 
It is important for staff to know of any allergies that your child may have so that they can be recorded and 
adhered to. 
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Lunch Club 
Smooth transitions into school life play a significant role for us at Pollington Preschool. As part of this process, 

we take our children who are three and/or ‘ready’ into school and they have school lunch prepared for them 

in accordance with Pollington Primary School’s Nutritional Standards. Preschool practitioners support the 

children at school and in the hub with their lunch providing a good role model for them when participating in 

this important social activity. 

If your child does not want to participate in a warm lunch, then they can bring a packed lunch. Packed lunches 

should also be healthy and should not contain chocolate, biscuits, fizzy drinks. For more information, please 

see our healthy eating policy. 

Home Time 
For safety reasons parents are required to wait outside the hub until their child is released into their care. It 
is particularly important that you or your child (or siblings) do not come back into the preschool rooms until 
all the children have been released into the care of their parents. Home time is 11.30am for morning sessions, 
12.30 pm for lunch club and 3.00pm for afternoon sessions. If you wish to pick up your child earlier than this, 
please let a member of the team know at the start of the session. 
 
If your child has had a toileting accident whilst at preschool, you will be informed about it at home time directly. 
Please do not feel embarrassed about this, it is perfectly normal for young children, and we deal with these 
kinds of accidents daily. 
 
When you complete the registration form for entry into our preschool you will be sent a registration link for 
nursery in a box. Please ensure that all information is entered and correct and that you download the parent 
admin app. 
 
This secure system will generate all the valuable information that we require and will also give you the 
opportunity to add passwords that are unique to your family. If someone who is not known to our staff comes 
to pick up your child, they will need to know the password otherwise your child will not be released. They will 
also need to provide photo id and sign a release form. 

 
Please ensure you read our policy on non-collection of children; a copy is available on our website. 
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Opportunities for Parents 
We have a parent mail notice board in the hub entrance. Please check this regularly for updates. If you wish 
to add anything to the notice board, please arrange this with a member of the team. If there is anything that 
you would like further information on but cannot see, please feel free to ask. 
 
Regular parent surveys are sent out for you to complete to let us know how you feel we are fulfilling your 
needs, your child’s needs and if there is anything you feel we should change or introduce. 
 
Ideas, suggestions, and comments are always welcome. We encourage 
feedback, as we are always looking to improve our provision. 

 
Additionally, please bring a photograph of people and animals that are 
important to your child so that we can add it to our displays this eases the 
settling in transition as your child will be comforted by looking at a 
photograph of you, additionally it emphasizes to your child that their whole 
family are a welcomed addition to our community. 
 
We have a private Pollington Preschool page on Facebook for our parents. We use this page to update you 
on current topics, information, help requests – please look at it regularly, particularly in severe weather as we 
will use this page to pass closure information on.  Please note you will not be added to this page unless the 
consent form is completed fully. 

 
Newsletters will be available to all parents electronically and are usually added to our website. 

Parent’s Rights 
We believe that you as parents/carer’s are as individual as your child and will be treated as such. We want 
you and your family to enjoy your child’s time at here at Pollington preschool. If you are not 100% happy with 
our preschool you should let us know either in person by discussing your concern with the preschool manager, 
who will then be able to support you through the procedure for making a complaint. A copy of our complaint’s 
procedure is available on the parent’s board.  
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Absences/holidays 
If your child has had a sickness virus or diarrhea, they MUST have a full 48-hour period free from illness prior 
to returning to preschool. We reserve the right not to admit a child if we feel they are particularly unwell or 
have a contagious illness. A list of exclusion periods for medical conditions is available for your information on 
request. 

To prevent the spread of infection poorly children should not be sent to preschool. 
During the winter months when coughs and colds are most prevalent, we would be grateful if you could keep 
your child at home if he/she is suffering from a heavy cold. We do appreciate your co-operation in this matter 
as by taking these measures you are preventing all of us from being poorly. 
 
It is essential that you telephone preschool if your child is going to be absent due to illness or holiday etc. This 
is especially important if your child is claiming funded hours as we can mark our registers accordingly. Fees 
are liable if your child is absent from preschool for a booked session whatever the reason. Children that 
receive government funding could be asked, by the council, to pay for missed sessions should their 
absenteeism be regular or follow a pattern. 

Parking 
Safe parking is our concern, and we appreciate that traffic can be heavier at certain times of the school day. 
Therefore, it is important that all parents use the parent car park and not the car park closest to school 
reception. For the safety of all our children we would also like to remind parents that they should not park on 
the main road in any circumstances.  Access to our preschool is via the gate in the visitor car park, please 
press the intercom buzzer and a member of our tribe will let you through. 
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Pollington Balne Primary School 
Pollington preschool has a brilliant relationship with Pollington primary school, however, does operate 
independently of Pollington Primary school. A place within preschool does not guarantee a place at Pollington 
Primary School. Primary school places are allocated by your local authority in which you live in, and admission 
procedures can usually be found on the councils website by search school admissions. 
 
To ensure that all children’s transitions into ‘school’ is a natural positive progression we encourage every child 
to participate experience various aspects of school life. For instance, we attend weekly assemblies, ethos, 
join in events and activities and share learning experiences with the school children. 
 
To support the advancement to ‘school’ we liaise closely with the school team by way of the following: -  
 

• Informal chats when handing over and picking up children daily to and from Pollington Balne School. 

• We follow the Christian values ethos and empower the children to understand the value placed on 
‘community’. 

• We take all children into school to participate in fun activity sessions and children that are due to start 
school will be encouraged to participate in other lessons in the term before they begin school. 

• In situations where your child is finding it difficult to settle into ‘school’ preschool works closely with 
school and will aid until your child feels secure in his/her new environment. 

• School staff are invited into preschool to read stories and join in daily activities with the children. 

 
If your child is not admitted into Pollington-Balne School, we will liaise closely with your child’s new school 
and send a copy of your child’s progress report. If the school wishes to discuss the contents of the assessment 
further, they are more than welcome to contact us. We will also be happy to assist in the transition to other 
school and will arrange visits to other schools with you and your child if you wish. 

Equal Opportunities for all children 
The preschool is an equal opportunities unit and believes that no child, individual or family should be excluded 
from the preschool activities on the grounds of age, gender, sexuality, class, family status, means, disability, 
colour, ethnic origin, culture, religion, or belief. 
If your child has any additional education needs and/or medical requirements, we will work in partnership 
with you as parents and any other bodies to provide your child with a broad and balanced education. 
Our preschool has a special needs coordinator to work your child, you and to oversee the learning journeys 
supported by your child’s key person to ensure that your child can reach their full learning potential. 

Safeguarding 
Safeguarding is taken very seriously by Pollington Preschool and our building has been specifically designed to 
support the safety of the children and adults using the building always. All staff are trained in safeguarding and 
our Early Intervention Manager is always on hand to chat through any concerns that we or you may have. 
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Pre-existing Injuries 
As a part of or safeguarding commitment to all children, the parent of any child who attends preschool with 
an injury that has been sustained off preschool premises will be required to complete a pre-existing injury 
form. It is a requirement of East Riding local authority that all pre-existing injuries be monitored, and the 
relevant authority may be informed to support our commitment to safeguarding. Please see a copy of the 
procedure for dealing with pre-existing injuries for more information. 

Mobile phones and electronic recording devices 
Mobile telephones or other mobile recording devices are not permitted to be used in our setting by parents, 
staff, or visitors. If you need to make or take a call you will be asked to leave the setting. Preschool does have 
a mobile phone that is used to contact parents via text or during outings, but this is always left in a visible 
position and does not compromise our safeguarding policy. 

Social Networking 
We ask that parents do not post specific information that would potentially breach personal information about 
children or staff or events that take place as a part of our preschool community on social networking sites/ 
blogs etc. We have a full policy regarding the use of social networking, data protection and internet safety 
for both staff and parents which is available on request. 

Complaints 
We take all complaints, whatever their nature, very seriously. If you need to discuss any aspect of your child’s 
care with us, please see the manager as soon as possible. The full complaints procedure is available for review 
on the Parent Notice Board. 

Preschool / School Holiday Club (2-11yrs) 
Various sessions are available to mix and match throughout every school holiday (7.15am-6pm). Our holiday 
club weeks are often jam packed full of brilliant activities including sports coaching, lots of water fun, arts, 
drama and much more
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Fees List 
 

Please visit our website to view a list of our current fees: www.pollingtonpreschool.com 
 

Please note that we appreciate that not all parents will need to use the late pickup or early riser service 
and only the parents that do will be charged accordingly. All fees are subject to review and will be revised 
in conjunction to current inflation rises. 
 
For any children that are collected after 6.15pm a charge of £10.00 per every 15 minutes will be applied. 
If you find that you are going to be late to collect your child, please do not worry as we will wait with your 
child until you are able to reach them.  
However, we would appreciate it if you could let us know at the earliest possible time so that we can make 
the necessary cover arrangements. 

 
We require that regular sessions are booked to ensure that we can meet statutory staffing requirements 
and that your child’s key person can plan to support your child’s developmental needs fully throughout 
that session. Any additional sessions will be booked as ‘extra’ to these sessions and charged accordingly. 
Please pay all fees direct into our bank account: HSBC 
Account Name: Pollington-cum-Balne Playgroup  
Account Number: 91149717 
Sort Code: 40 22 13 
 
When your child accompanies the family on holiday, please let us at least a month in advance. All Holiday 
absences should be placed in writing please.  
 
All holidays will still be chargeable, please see below for more information. 

 
Any parent finding pre-school fees a problem, please do not deprive your child of a place. We may be able 
to help obtain assistance for you. This matter will be dealt with in the strictest confidence. Please contact 
the chair of committee or the manager. 

Payment Vouchers 
Pollington Preschool is registered with many of the childcare voucher companies, please see a member of 
the team who will be happy to give you further information. 

Early Years Funding for two, three and four-year 
old’s: 
Two-year-old funded places are available for children aged two and a third if your household meets the 
eligibility criteria. If you are unsure whether you meet these criteria, please see a member of the team or 
committee who will be happy to give you the contacts. Please note: 15 hours funded places are subject to 
availability and must be used across at least two days per week. 
 

Universal three and four-year-old funded places are available for children from the term after their 3rd 
birthday. Children can use their fifteen hours of funding across several sessions but must use them across 
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a minimum of two days. Parents may be able to access up to 15 hours of extra funding, please note that 
places are subject to eligibility and availability at the discretion of the management.  Please note: extended 
hours will only be issued after all paperwork has been filled in, eligibility checks have been completed by the 
local authority.  Extra funded sessions are subject to availability and considered on a first come first served 
basis the term before the funding is due to start. 

Absences 
All absences are charged at full rate, any variations to this are made at the discretion of the management and 
considered on an individual basis. Holiday or occasional days will not be rolled over, for funded children 
holiday absences must be in conjunction with East Riding funding guidelines and you may be liable for extra 
costs. 
 
We would politely request that requests to vary fees should be made in writing, for consideration by 
management and the parent committee. We would ask that you contact the preschool at your earliest 
convenience on the day of the absence. Cancellations of extra sessions will be credited in the instance of a 
week’s notice or more being received in writing. 
 
Fees are currently invoiced monthly via email. We would request that all fees are paid directly into our bank 
account, using the details as above. 
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And Finally.… 
 

Please do take the time to have a look at our Policies and Procedures, it is very important that you are aware 
of these documents. We are here to ensure that your child is happy at Preschool, if we can help in any way, 
or you have any queries, questions, comments or need some advice (regarding childcare), please feel free to 
discuss your concerns with a member of the team. 

 

Wishing you the warmest of welcomes to Pollington Preschool, we are looking forward to you becoming a 
part of our tribe. 

 
 

 

Pollington Preschool, a place to 
belong… 
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Terms and Conditions 
Our obligation to you 
We will inform you as soon as possible whether your application for a place has been successful. 

You must confirm within one week of receiving notification that you still wish to take up a place. 

If you do not, then the offer of a place may be withdrawn. Once you have confirmed the place, a 

deposit payment may be required to hold the place for your child. 

We will provide the agreed childcare facilities for your child at the agreed times (subject to any 

days when we are closed). If we change the opening hours, we will give you as much notice of our 

decision as possible and, if necessary, will work with you to agree a change to your child’s hours 

of attendance. 

We will try to accommodate any requests you may make for additional sessions and/or 

extended hours of childcare. 

We will notify you as soon as possible of any days we will be closed. 

We will treat your child with the utmost respect and dignity. We will never use or threaten any 

type of punishment that could adversely affect a child’s wellbeing. 

We will provide you with regular verbal updates as to your child’s progress and we will agree times to 
discuss 

with you the progress of your child or any other aspects of our childcare services as and when 

required. We will comply with the requirements of the Early Years Foundation Stage and our 

Ofsted registration regarding the childcare services we provide for your child. 

We will provide you with details of our policies and procedures, which outline how we satisfy 

the requirements of the EYFS in our everyday practice; and we will notify you as and when any 

changes are made to our policies and procedures. We will be available to discuss or explain our 

policies and procedures, and/or any relevant changes, at a mutually agreed time. 

We will maintain appropriate insurance to cover our childcare activities. 

We will try to make a place available to any of your other children. However, we cannot 

guarantee that a place will be available. 

 
Your obligation to Pollington Preschool 

You will need to complete and return our Expression of Interest, Registration Form and All 

About Me to us before your child can start at Pollington preschool. 

You must notify us immediately of any changes to the information you have provided to us and 

keep us informed of any other necessary information that may affect the childcare that we 

provide for your child. The Registration Form includes medicine consent and emergency 

treatment authorizations which you will need to complete prior to your child attending. 

You will read and abide by our policies and procedures. 
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You will make yourself available as and when required to discuss the progress of your child or 

any factor relating to their childcare place with us at mutually agreed times. 

You must immediately inform us if your child is suffering from any contagious disease, or if your 

child has been diagnosed by a medical practitioner with a notifiable disease. For the benefit of 

other children attending, you must not allow your child to attend whilst they are contagious and 

pose a risk to other children during normal daily activities. 

You must keep us informed of the identity of the persons who will be collecting your child. If the 

person who is due to collect your child is not usually responsible for collecting them, we will 

require proof of identity. If we are not reasonably satisfied that the person collecting your child is 

who we were expecting, we will not release your child into their care until we have checked with 

you. 

You must inform us immediately if you are not able to collect your child by the official collection 

time. You must decide for another authorized person to collect your child as soon as possible. A 

late payment charge will be applied; please refer to the current fee schedule for details. 

You will inform us as far in advance as possible of any dates on which your child will not be 

attending. 

You will provide us with at least one month’s notice of your intention to decrease the number 

of hours your child attends or to withdraw your child (and end this Agreement). If insufficient 

notice is given you will be responsible for the full fees for your child for one month from the 

date of notice. If you are ending this Agreement, notice must be given by completing our 

Notification of Leaving Date form which is available on request. 

You must inform us if your child is the subject of a court order and provide us with a copy of 

such order on request. 

 
Payment of fees 

Our fees are based on a weekly fee that shall be notified to you in advance of your child starting. 

We may review these fees at any time but shall inform you of the revised amount at least one 

month before it takes effect. If you do not wish to pay the revised fee, you may end this 

Agreement by giving us one month’s notice, by completing our Notification of Leaving Date form 

which can be obtained from our setting manager. 

Fees must be paid on a weekly/monthly basis. We will issue a weekly/monthly invoice via email 

and a statement will be printed each month. 

All payments made under the Agreement should be by bank transfer unless payment by 

cash/cheque or debit/credit card is agreed with us in advance. All payment, regardless of 

method, shall be made by you weekly/monthly. If payment is made by cash or debit/credit card, 

it is your responsibility to obtain a receipt as proof of payment. Late payments incur a late 

payment fee of £20 per month outstanding. In addition, daily interest may be charged on all 

outstanding amounts at the rate of 3% above the Bank of England base rate. 

If the payment of fees is outstanding for more than 30 days, then we may terminate this 
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Agreement by giving you 14 days’ notice in writing. Upon termination of this contract the child 

shall cease forthwith to be admitted, and the notice to so terminate shall be regarded as a formal 

demand for outstanding monies. Any outstanding monies may be recovered through a debt 

collection agency. 

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 raise the applicable charges under a separate invoice for payment. 

No refund will be given for periods where the place is unfulfilled due to illness or holidays on the 

part of either party. Any agreement to vary payment for absence will be made at the discretion 

of the manager and/or committee. We are closed on bank holidays. Funded sessions that were 

due to be taken on a bank holiday will not be rolled over onto other days unless there is 

sufficient capacity to do so. However, a decision to do this is at the discretion of the 

management. We accept no liability for other costs which you incur if we are unable to provide 

childcare for any reason. 

Where we offer a reduced fee rate after a child’s birthday, that reduction will take effect from the first day 
of the following billing period. 

In the event of late collection of your child, we reserve the right to charge for each additional 

15 minutes, or part thereof, on a pro-rata basis. 

 
Suspension of a child 

We may suspend the provision of childcare to your child at any time if you have failed to pay 

any fees due. If the period of suspension for non-payment of fees exceeds one month, either 

of us may terminate this agreement by giving written notice, which will take effect on receipt 

of the notice. 

We do not support the exclusion of any child on the grounds of behavior. However, if your child’s 

behaviour is deemed by us to endanger the safety and well-being of your child and/or other 

children and adults, it may be necessary to suspend the provision of childcare whilst we try to 

address these issues with you and external agencies as appropriate. 

During any period of suspension for behaviour-related issues we will work with the local authority and 
where appropriate other welfare agencies to identify appropriate provision or services for your child. 

If your child is suspended part way through the month, under the conditions stated in clause 4.3 

we shall give you a credit for any fees you have already paid for the remaining part of that month, 

calculated on a pro rata basis. This sum may be offset against any sums payable by you to us. 

 
Termination of the Agreement 

You may end this Agreement at any time, giving us at least one month’s notice by completing the 

‘Notification of Leaving Date’ form. We may immediately end this Agreement if: 

You have failed to pay your fees. 

You have breached any of your obligations under this Agreement and you have not or cannot 

put right that breach within a reasonable period after we have drawn it to your attention. 
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You behave unacceptably, as we do not tolerate any physical or verbal abuse or threats towards 

any employees of Pollington Preschool. 

We take the decision to close. We will give you as much notice as possible in the event of such a decision. 

It may become apparent that the support we are able to offer your child is not sufficient to meet 

his/her needs. In these circumstances, we will work with you, the local authority and other 

welfare agencies as per our procedures to identify appropriate support, at which point we may 

end this Agreement. 

You may end this Agreement if we have breached any of our obligations under this Agreement 

and we have not or cannot put right that breach within a reasonable period after you have 

drawn it to our attention. 

 
General 

If we must close or we take the decision to close due to events or circumstances beyond our 

control (e.g. extreme weather conditions) the fees will continue to be payable in full and we shall 

be under no obligation to provide alternative childcare to you. If the closure exceeds three 

consecutive days in duration (excluding any days when we would otherwise have been closed), 

we will credit you with an amount that represents the number of days closed more than three 

days. 

If you have any concerns regarding the services we provide, please discuss them with your child’s 

key person/me. If these concerns are not resolved to your satisfaction, please contact the 

manager. Customer satisfaction is paramount, and any concerns/complaints will be dealt with in 

line with our Making a Complaint Policy. 

We will take photographs and video recordings of the children who attend. These photographs 

are used for on-going recording of our curriculum and for children’s individual development 

records. They are stored on our computer whilst your child is with us. The photographs are used 

for display and for your child’s records within the setting. If we wished to use any image of your 

child for training, publicity, or marketing purposes, we would always seek your written consent 

for each image we intend to use, as indicated on our Registration Form. 

We reserve the right to refuse to admit your child if they have a temperature, sickness and 

diarrhea or a contagious infection or disease on arrival at our setting, or to ask you to collect 

your child if they become unwell whilst in our care, in line with our Managing Children who are 

Sick, Infectious or with Allergies Policy. Whilst food and drink are provided on the premises, we 

are not a commercial kitchen and may not be able to cater for the individual needs of every 

child. As cross contamination cannot be ruled out, a risk assessment is conducted for children 

with any known allergies. It is our usual practice to use Pollington primary school dinner service 

who will provide a hot dinner and snack for out of school club sessions. These are healthy and 

nutritionally balanced in line with government guidelines. A hot lunch is chargeable in addition 

to sessions costs. If you supply a packed lunch, you will be required to do so in line with our 

healthy eating policy and procedures. 
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Any personal information you supply to us will be collected, stored, and used in accordance with 

the principles of the Data Protection Act and our Confidentiality and Client Access to Records 

Policy. We will always seek your consent where we need to share information about your child 

with any other professional or agency. We are required by law to override your refusal to give 

consent only in specific circumstances where the child or someone in the family may be in 

danger if we do not share that information. 

 

This Agreement 

We reserve the right to vary the terms and conditions contained in this Agreement 

This Agreement contains the full and complete understanding between the parties and 

supersedes all prior arrangements and understanding whether written or oral regarding this 

Agreement except to the extent that we vary terms from time to time. 

Acceptance of a place will be deemed as acceptance by you of these terms and conditions. 
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Facebook Adding Page Guidance For Parents 
To use our private Facebook page and social media outlets we ask that you respect the 

following information by signing up to our social networking values: 
 

• Information posted on the page will not be shared outside of the group on Facebook or any 

other social media platform or via any other means i.e. email etc. 

• Any photographs including children other than your own may not be shared on social media 

or by email, printed or saved without prior permission. 

• Anyone posting abusive or inappropriate content will be removed from the group without 

question and further considerations about code of conduct may be scrutinized, ultimately 

resulting in the removal of the offer of a childcare place. The relevant authorities will also be 

notified of any incidents. 

• Any comments that are deemed insightful of encouraging negative or hatred provoking ideas 

against Pollington Preschool, Pollington Balne Primary school or any other person will be 

removed and may result in the withdrawal of the offer of a childcare place. 

• Pollington Preschool reserve the right to limit the opportunity for parents to comment in 

these instances and would encourage all parents to take visit it us at the hub during working 

hours to discuss their grievances through the correct procedure of complaint. 

• I understand that Pollington Preschool reserves the right to withdraw my membership of this 

group at any time. 

• When your child ceases to be a member of Pollington preschool you and all 

associated relatives will be removed from the group membership. 
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List of Policies 

At Pollington Preschool we have a list of policies and procedures that we use to outline certain aspects of our 
practice. 

 
Administering Medicines Notification of Leaving Form 
Admissions Online Safety 
Animals in Setting Parental Involvement 
Basic Kitchen opening and closing checks Practitioner Behaviour Policy 
Biting Policy and Procedure Pre-existing Injuries 
British Values Privacy Notices 
Childcare Contract Promoting Positive Behaviour 
Children Looked After Provider Records 
Children’s Records Recording and reporting accidents and incidents 
Children’s Rights and Entitlements Registration Form 
Confidentiality and Client access to records Risk Assessment 
Disciplinary Policy and Procedure Role of Designated Safeguarding Person 
Employment Safeguarding Children 
Fire Drill Log Safeguarding Children-Whistleblowing 
Fire Safety and Emergency Evacuation Schedule of Fees 
Fire safety Risk Assessment Social Networking 
First Aid Social Wellbeing audit 
Food and Drink Staff Personal Safety 
Food Hygiene Staffing 
Health and Safety Risk Assessment Student Placements 
Health and Safety Standards Supervision of children on outings 
How to explain fire practice to the children Supervision Policy 
Individual Health Plan Supervision Procedure 
Induction of employees and Volunteers Supporting Children with SEND 
Information Sharing The Role of the Key Person 
Initial Enquiry Form The Use of CCTV 

  Maintaining Children’s Safety on premises Transfer Records to school 
Making a complaint Uncollected Child 
Managing Children who are sick, infectious or 
with allergies Understanding Biting, nipping and scratching 

Missing Child Use of Mobile Phone and Camera’s in setting. 
Nappy Changing Valuing Diversity and promoting inclusion and equality 
No Smoking Working in Partnership with other agencies 
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