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Admissions 

 

 

 

Policy statement 

It is our intention to make our nursery accessible to children and families from all sections of the local 

community. We aim to ensure that all sections of our community have access to the nursery through 

open, fair and clearly communicated procedures. 

 

The numbers and ages of children admitted to the nursery comply with the legal space requirements 

set out in the Early Years Foundation Stage (EYFS). When considering admissions, we are mindful of 

staff: child ratios and the facilities available at the nursery.  

 

Procedures 

Prior to a child attending nursery, parents must complete and sign a contract and registration form. 

These forms provide the nursery with personal details relating to the child, for example, name, date of 

birth, address, emergency contact details, parental responsibilities, dietary requirements, collection 

arrangements, fees and sessions, allergies, parental consent and vaccinations.  

 

▪ We ensure that the existence of our nursery is widely advertised in places accessible to all sections 

of the community such as a company website or on Facebook. 

▪ We ensure that information about our Nursery is accessible and provided in written and spoken 

form. 

▪ We arrange our waiting list in accordance to the date entered. 

▪ We describe our nursery and its practices in terms that make it clear that it welcomes both fathers 

and mothers, other relations and other carers, including childminders. 

▪ We describe how our practices treat each child and their family, having regard to their needs arising 

from their gender, special educational needs, disabilities, social background, religion and ethnicity 

or from English being a newly acquired additional language. 

▪ We describe how our practices enable children and/or parents with disabilities to take part in the life 

of the nursery. 

▪ We monitor the gender and ethnic background of children joining the group to ensure that our 

intake is representative of social diversity. 

EYFS: 3.28, 3.57 
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▪ We make our Valuing Diversity and Promoting Equality Policy widely known. 

▪ We can offer some flexibility in session availability to meet the diverse needs of working parents. 

However, this must not negatively impact on the rest of the children in nursery, by disrupting the 

sessions and routines. 

▪ We have a policy of a minimum of two sessions over two days, as experience has shown that a 

child who only attends on one day will find it more challenging to build positive relationships with the 

staff and children in the room. 

 

All settings registered to accept government funding must offer free places for 2, 3 to 5 year olds for 

early learning sessions specified by the local authority. All funded sessions are now in line with the 

flexible arrangement as specified by the government.  
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Children’s records 

 

Policy statement 

 

Littleworld Day Nurseries have record keeping systems in place that meet legal requirements; the way 

in which we store and share this information takes place within the framework of the Data Protection 

Act (2018) and the Human Rights Act (1998). 

This policy and procedure is taken in conjunction with the Confidentiality and Client Access to Records 

Policy and the Information Sharing Policy. 

 

Procedures 

We keep two kinds of records on children attending our nursery: 

 

Developmental records 

▪ These include observations of children in the Nursery, photographs, video clips and samples of 

their work, progress tracking reports and summary developmental reports. 

▪ These can be either in paper format within their room or in digital format through our online learning 

journal system iconnect and can be accessed, and contributed to, by staff and the child’s parents 

who can access their child’s online developmental file through Parentzone. The child (only in the 

pre-school room) can contribute to their developmental file. 

 

Personal records 

▪ These include registration and admission forms, signed consent forms, correspondence concerning 

the child or family, reports or minutes from meetings concerning the child from other agencies, an 

on-going record of relevant contact with parents, and observations by staff on any confidential 

matter involving the child, such as developmental concerns or child protection matters. 

▪ These confidential records are stored in a lockable cabinet and are kept secure by the manager on 

duty. 

▪ Parents have access, in accordance with our Client Access to Records Policy, to the files and 

records of their own children, but do not have access to information about any other child. 

EYFS: 3.69, 3.70, 
3.71, 3.72 
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▪ Staff will only discuss personal information given by parents with the manager and director, except 

where it affects planning for the child's needs. Staff induction includes an awareness of the 

importance of confidentiality in the role of the key person. 

▪ We retain children’s records for three years after they have left the setting, except records that 

relate to an accident or child protection matter, which are kept until a child reaches the age of 25 

years. These are kept in a secure place. 

 

Other records 

▪ We keep a daily record of the names of the children we are caring for, their hours of attendance and 

the names of their key person. 

▪ Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people 

directly involved with making personnel decisions. 

▪ Students on recognised qualifications and training, when they are observing in the setting, are 

advised of our Confidentiality and Client Access to Records Policy and are required to respect it. 

 

All electronic records stored on the nursery computer are password protected and secured against 

viruses and unauthorised remote access. Software programmes used to support the management of 

information are accessed via a secure log in. Access is restricted across the nursery and limited to 

management staff only. 
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Provider records 

 

 

 

Policy statement 

Littleworld Day Nurseries keep records and documentation for the purpose of maintaining our business. 

These include: 

 

▪ Records pertaining to our registration. 

▪ Contractual documentation pertaining to amenities, services and goods. 

▪ Financial records pertaining to income and expenditure. 

▪ Risk assessments. 

▪ Employment records of staff including their name, bank details, home address and telephone 

number. 

 

We consider our records as confidential based on the sensitivity of information, such as with 

employment records. These confidential records are maintained regarding the framework of the Data 

Protection Act (2018) and the Human Rights Act (1998). 

 

This policy and procedure is taken in conjunction with the Confidentiality and Client Access to Records 

Policy and Information Sharing Policy. 

 

Procedures 

▪ All records are the responsibility of the management team who ensure they are kept securely. 

▪ All records are kept in an orderly way in files and is kept up to date. 

▪ Financial records are kept up to date for audit purposes. 

▪ Health and safety records are maintained; these include risk assessments, details of checks or 

inspections and guidance etc. 

▪ Our Ofsted registration certificate is displayed. 

▪ Our Public Liability insurance certificate is displayed. 

▪ All our employment and staff records are kept securely and confidentially. 

 

We notify Ofsted of any change: 

EYFS: 3.2, 3.78 
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▪ in the address of the premises. 

▪ to the premises which may affect the space available to us or the quality of childcare we provide. 

▪ to the name and address of the provider, or the provider’s contact information. 

▪ to the person managing the provision. 

▪ any significant event which is likely to affect our suitability to look after children; or 

▪ any other event as detailed in the Statutory Framework for the Early Years Foundation Stage (DfE 

2021). 
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Safe handling, storage and secure disposal of DBS disclosure information 

 

  

 

Policy statement 

The code of practice requires that all registered bodies have a procedure on the correct handing and 

safekeeping of Online Disclosure certificate information. 

 

As an organisation using an Online Disclosure checking service to help assess the suitability of 

applicants for positions of trust, Littleworld Day Nurseries complies fully with the code of practice 

regarding the correct handling, use, storage, retention and disposal of certificate information.  

Littleworld Day Nurseries also complies fully with its obligations under the Data Protection Act 2018 and 

other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of 

certificate information. 

 

Storage 

DBS certificate information is kept in a secure, lockable cupboard in the office, with access limited to 

those who are entitled to see it as part of their duties. All electronic records stored on the nursery 

computer are password protected and secured against viruses and unauthorised remote access 

 

Handling 

In accordance with section 124 of the Police Act 1997, certificate information must only be passed to 

those who are authorised to receive it in the course of their duties. At Littleworld Day Nurseries this will 

be the Manager / company director.  We maintain a single central record of all those to whom 

certificates information have been revealed, as it is a criminal offence to pass this information to anyone 

who is not entitled to receive it. 

 

Usage 

Certificate information is only used for the specific purpose for which it was requested, and for which 

the applicant’s full consent has been given. 

 

 

EYFS: 3.9, 3.10 
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Retention 

Once a recruitment decision has been made, Littleworld Day Nurseries complete the online application 

for an Online Disclosure check to be carried out.  We do not keep certificate information for any longer 

than is necessary, which is generally for a period of up to six months after the staff member has left.  

This is to allow for the consideration and resolution of any disputes or complaints.  If in very exceptional 

circumstances, it is considered necessary to keep certificate information for longer than six months, 

Littleworld Day Nurseries will consult the Online Disclosure about this and will consider the Data 

Protection and Human Rights of the individual before doing so.  Throughout this time, the usual 

conditions regarding the safe storage and access will prevail. 

 

 

Disposal 

Once the retention period has elapsed, we will ensure that any Online Disclosure certificate information 

is immediately destroyed by secure measures such as shredding.  While awaiting destruction, the 

certificate information will not be kept in any insecure receptacle such as a bin.  We will not keep any 

photocopy or any other image of the certificate or any representation of the contents of a certificate. 

 

However, notwithstanding the above, we do keep a record of the date of issue of a certificate, the name 

of the subject, the unique reference number of the certificate and the name of the counter signatory.   
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Working in partnership with other agencies 

 

 

 

 

Policy statement 

Littleworld Day Nurseries work in partnership with local and national agencies to promote the safety 

and well-being of all children. 

 

Procedures 

▪ We work in partnership, or in tandem with, local and national agencies to promote the well-being of 

children. 

▪ Procedures are in place for the sharing of information about children and families with other 

agencies. These are set out in the Information Sharing Policy, Safeguarding Children and Child 

Protection Policy and the Supporting Children with Special Educational Needs Policy. 

▪ Information shared by other agencies with us is regarded as third-party information. This is also 

kept in confidence and not shared without consent from that agency. 

▪ When working in partnership with staff from other agencies, we make those individuals welcome in 

the nursery and their professional roles are respected. 

▪ We follow the protocols for working with agencies, for example on child protection. 

▪ Staff from other agencies do not have unsupervised access to the child they are visiting in the 

nursery and do not have access to any other child (ren) during their visit. 

▪ Our staff do not casually share information or seek informal advice about any named child/family. 

▪ When necessary, we consult with local and national agencies who offer a wealth of advice and 

information that help us to develop our understanding of the issues facing us and who can provide 

support and information for parents. For example, ethnic/cultural organisations, drug/alcohol 

agencies, welfare rights advisors or organisations promoting childcare and education, or adult 

education. 

 

 

 

 

 

 

EYFS: 3.69, 3.71 
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Information sharing  

 

 

 

‘Practitioners need to understand their organisation’s position and commitment to information sharing. 

They need to have confidence in the continued support of their organisation where they have used their 

professional judgement and shared information professionally.’ 

 

Information Sharing: Guidance for Practitioners and Managers (DCSF 2008). 

 

Policy statement 

We recognise that parents have a right to know that the information they share with us will be regarded 

as confidential, as well as to be informed about the circumstances when, and the reasons why, we are 

obliged to share information. 

 

We are obliged to share confidential information without authorisation from the person who provided it, 

or to whom it relates, if it is in the public interest. That is when: 

▪ it is to prevent a crime from being committed or to intervene where one may have been, or to 

prevent harm to a child or adult; or 

▪ not sharing it could be worse than the outcome of having shared it. 

 

The decision should never be made as an individual, but with the back-up of the management team. 

The three critical criteria are: 

▪ Where there is evidence that the child is suffering, or is at risk of suffering, significant harm. 

▪ Where there is reasonable cause to believe that a child may be suffering, or is at risk of suffering, 

significant harm. 

▪ To prevent significant harm arising to children and young people or adults, including the prevention, 

detection and prosecution of serious crime. 

 

Procedures 

Our procedure is based on the seven golden rules for information sharing as set out in  

Information Sharing: Advice for practitioners providing safeguarding services to children, young people, 

parents and carers. (DCSF 2018) 

1. Remember that the Data Protection Act is not a barrier to sharing information but provides a 

framework to ensure that personal information about living persons is shared appropriately. 

EYFS: 3.69, 3.70, 
3.71, 3.5 
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▪ Our policy and procedures on Information Sharing provide guidance to appropriate sharing of 

information with external agencies. 

 

2. Be open and honest with the person (and/or their family where appropriate) from the outset 

about why, what, how and with whom information will, or could, be shared, and seek their 

agreement, unless it is unsafe or inappropriate to do so. 

 

In our nursery we ensure parents: 

▪ Receive information about our Information Sharing Policy when starting their child in the setting 

and that they sign our Registration Form to say that they understand the circumstances in which 

information may be shared without their consent. This will only be when it is a matter of 

safeguarding a child or vulnerable adult. 

▪ Have information about our Safeguarding Children and Child Protection Policy; and 

▪ Have information about the other circumstances when information will be shared with external 

agencies, for example, regarding any special needs the child may have or transition to school. 

 

3. Seek advice if you are in any doubt, without disclosing the identity of the person where possible. 

 

▪ Managers contact Hampshire County Council’s Children’s social care team for advice where 

they have doubts or are unsure. 

 

4. Share with consent where appropriate and, where possible, respect the wishes of those who do 

not consent to share confidential information. You may still share information without consent if, 

in your judgement, that lack of consent can be overridden in the public interest. You will need to 

base your judgement on the facts of the case. 

 

▪ Guidelines for consent are part of this procedure. 

 

5. Consider safety and well-being: Base your information sharing decisions on considerations of 

the safety and well-being of the person and others who may be affected by their actions. 

 

In our nursery we: 

▪ record concerns and discuss these with the Nursery’s Designated Lead Practitioner for 

Safeguarding or the Deputy Lead Practitioner for safeguarding. 

▪ record decisions made and the reasons why information will be shared and to whom; and 

▪ follow the procedures for reporting concerns and record keeping. 
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6. Necessary, proportionate, relevant, accurate, timely and secure: Ensure that the information you 

share is necessary for the purpose for which you are sharing it, is shared only with those people 

who need to have it, is accurate and up to date, is shared in a timely fashion, and is shared 

securely. 

 

▪ Our Safeguarding Children and Child Protection Policy and Children's Records Policy set out 

how and where information should be recorded and what information should be shared with 

another agency when making a referral. 

 

7. Keep a record of your decision and the reasons for it – whether it is to share information or not. 

If you decide to share, then record what you have shared, with whom and for what purpose. 

▪ Where information is shared, the reasons for doing so are recorded in the child's file; where it is 

decided that information is not to be shared that is recorded too. 

 

 

Consent 

Parents have a right to be informed that their consent to share information will be sought in most cases, 

as well as the kinds of circumstances when their consent may not be sought, or their refusal to give 

consent may be overridden. We do this as follows: 

▪ Our policies and procedures set out our responsibility regarding gaining consent to share 

information and when it may not be sought or overridden. 

▪ We may cover this verbally when the child starts or include this in our prospectus. 

▪ Parents sign our Registration Form to say they understand this. 

▪ Parents are asked to give written consent to share information about any additional needs their 

child may have, or to pass on child development summaries to the next provider/school. 

▪ Copies are given to parents of the forms they sign. 

▪ We consider the following questions when we need to share: 

– Is there legitimate purpose to sharing the information? 

– Does the information enable the person to be identified? 

– Is the information confidential? 

– If the information is confidential, do we have consent to share? 

– Is there a statutory duty or court order requiring us to share the information? 

– If consent is refused, or there are good reasons not to seek consent, is there sufficient public 

interest for us to share information? 
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– If the decision is to share, are we sharing the right information in the right way? 

– Have we properly recorded our decision? 

 

All the undertakings above are subject to the paramount commitment of the Nursery, which is to the 

safety and well-being of the child. Please also see our Safeguarding Children and Child Protection 

Policy. 
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Transfer of records to school or other setting 

 

 

 

Policy statement 

Littleworld Day Nurseries recognise that children sometimes move to another early years setting before 

they go on to school, although many will leave our nursery to enter reception class. 

 

We prepare children for these transitions and involve parents and the receiving setting or school in this 

process. We collate records about a child’s development and learning in our nursery, and we prepare 

for a smooth transition by ensuring parents have a full record of their child’s learning and development 

prior to their last day. 

 

All paper registration documents are given to the parents on their last day in nursey. Electronic records 

are archived through our management software provider Connect. 

 

Confidential records are shared where there have been child protection concerns according to the 

process required by our Local Safeguarding Children Board.  The procedure guides this process and 

determines what information we can and cannot share with a receiving school or setting. 

 

Procedures 

Transfer of development records for a child moving to another early years setting or school 

▪ Using the Birth to 5 Matters and the Early Years Foundation Stage guidance and our assessment of 

children's development and learning, the key person will prepare a summary of development across 

the seven areas of learning and development. 

▪ The record refers to: 

– any additional language spoken by the child and his or her progress in both languages. 

– any additional needs that have been identified or addressed by the Nursery. 

– any special needs or disability, whether an IEP was raised in respect of special needs or 

disability, whether there is an Educational Health Care plan, and the name of the lead 

professional. 

▪ This will accompany the completed Learning Journal from iconnect-a record of all the observations, 

assessments, snapshots and photographs taken during the child’s time at Littleworld. This is 

EYFS: 3.69,    
3.71, 3.72, 2.3, 2.6 
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emailed to the parents as a PDF document. Clear guidance is given that the parents should share 

this with the receiving school or nursery, to support continuity of care and education. 

▪ If contacted directly by the receiving school or setting, we may, with parental consent, share these 

records directly. 

Transfer of confidential information 

▪ The receiving school or setting will need to have a record of any safeguarding or child protection 

concerns that were raised in the Nursery and what actions were taken. 

▪ A summary of the concerns will be made to send to the receiving setting or school, along with the 

date of the last professional meeting or case conference. Some Local Safeguarding Children 

Boards will stipulate the forms to be used and provide these. 

▪ Where an EHCP has been raised in respect of any welfare concerns, the name and contact details 

of the lead professional will be passed on to the receiving setting or school. 

▪ Where there has been a Section 47 investigation regarding a child protection concern, the name 

and contact details of the child’s social worker will be passed on to the receiving setting or school – 

regardless of the outcome of the investigation. 

▪ This information is posted by recorded delivery where it is signed for or taken to the school or 

setting, addressed to the setting or school’s designated person for child protection and marked as 

'confidential’ and it is signed for.  

▪ A record of all documents transferred is kept by the nursery. 
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E- Learning Journal 

Policy statement 

Littleworld Day Nursery ensures that all children attending the setting have a personal online learning 

record called an E-learning journal which records photos, observations and comments in line with the 

Early Years Foundation Stage (EYFS) to build a record of each child’s achievements during their time 

with us.  It will show the children’s development progress through the 7 areas of learning set within the 

Early Years Foundation Stage (EYFS).  

 

Procedures 

▪ Each child will have a key person allocated to them who will be responsible for the compilation of 

that child’s learning journal.   

▪ Each room will be allocated a tablet and the tablet number will be recorded as to monitor damage to 

the tablets.   

▪ Tablets are signed out by the room staff and signed back into the office at the end of the day. 

▪ The tablets will be locked away in a locked cupboard in the Office. 

▪ Posts on iconnect that the key person has completed will only be published to parents by a member 

of the Management team. 

▪ Staff members will only be able to use the internet on the tablets to access iconnect and to access 

their work emails in addition to occasionally carrying out research to support topics and themes in 

the room. Safe online practices will be followed to avoid access to inappropriate content. 

▪ iconnect e-learning journal system is hosted on secure dedicated servers based in the UK. 

▪ Access to information stored on iconnect can only be gained by a unique user ID and password 

which is only shared with nursery staff and the child’s parents or carers. 

▪ Parents can only see their own child’s information via the Parentzone App or website and are 

unable to login to view other children’s information.  

▪ Staff members will NOT have access to iconnect outside of the setting.  
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Confidentiality and client access to records 

 

 

 

Policy statement 

‘Confidential information is information that is not normally in the public domain or readily available from 

another source, it should have a degree of sensitivity and value and be subject to a duty of confidence. 

A duty of confidence arises when one person provides information to another in circumstances where it 

is reasonable to expect that the information will be held in confidence.' 

 

Information Sharing: Guidance for Practitioners and Managers (DCSF 2008) 

 

At Littleworld Day Nurseries we recognise that we hold sensitive/confidential information about children 

and their families and the staff we employ. This information is used to meet children’s needs, for 

registers, invoices and emergency contacts. We store all records in a locked cabinet or on the office 

computer with files that are password protected in line with data protection principles. Any information 

shared with the staff team is done on a ‘need to know’ basis and treated in confidence. This policy will 

work alongside the Privacy Notice to ensure compliance under General Data Protection Regulation and 

Data Protection Act (2018). 

 

Legal requirements 

▪ We follow the legal requirements set out in the Statutory Framework for the Early Years Foundation 

Stage (EYFS) 2021 and accompanying regulations about the information we must hold about 

registered children and their families and the staff working at the nursery  

▪ We follow the requirements of the General Data Protection Regulation and Data Protection Act 

(2018) regarding the storage of data and access to it.  

 

Confidentiality procedures 

It is our intention to respect the privacy of staff, children and their families and we do so by: 

▪ Storing confidential records in a locked filing cabinet or on the office computer with files that are 

password protected 

EYFS: 3.69, 3.70, 
3.74 
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▪ Ensuring staff, student and volunteer inductions include an awareness of the importance of 

confidentiality and that information about the child and family is not shared outside of the nursery 

other than with relevant professionals who need to know that information. It is not shared with 

friends and family, discussions on the bus or at the local bar. If staff breach any confidentiality 

provisions, this may result in disciplinary action and, in serious cases, dismissal. Students on 

placement in the nursery are advised of our confidentiality policy and required to respect it 

▪ Ensuring that all staff, volunteers and students are aware that this information is confidential and 

only for use within the nursery and to support the child’s best interests with parental permission 

▪ Ensuring that parents have access to files and records of their own children but not to those of any 

other child, other than where relevant professionals such as the police or local authority children’s 

social care team decide this is not in the child’s best interest 

▪ Ensuring all staff are aware that this information is confidential and only for use within the nursery 

setting. If any of this information is requested for whatever reason, the parent’s permission will 

always be sought other than in the circumstances above 

▪ Ensuring staff do not discuss personal information given by parents with other members of staff, 

except where it affects planning for the child's needs 

▪ Ensuring staff, students and volunteers are aware of and follow our social networking policy in 

relation to confidentiality  

▪ Ensuring issues concerning the employment of staff remain confidential to the people directly 

involved with making personnel decisions. 

▪ Ensuring any concerns/evidence relating to a child's personal safety are kept in a secure, 

confidential file and are shared with as few people as possible on a ‘need-to-know’ basis. If, 

however, a child is considered at risk, our safeguarding/child protection policy will override 

confidentiality 

 

Client access to records procedures 

Parents may request access to any confidential records held on their child and family following the 

procedure below: 

▪ Any request to see the child’s personal file by a parent or person with parental responsibility must 

be made in writing to the nursery manager. 

▪ The nursery manager informs the Board of Directors and sends a written acknowledgement. 

▪ The nursery commits to providing access within 14 days, although this may be extended. 

▪ The nursery manager prepares the file for viewing. 
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▪ All third parties are written to, stating that a request for disclosure has been received and asking for 

their permission to disclose to the person requesting it. Copies of these letters are retained on file. 

▪ ‘Third parties’ include all family members who may be referred to in the records. 

▪ It also includes workers from any other agency, including children's social care, the health authority, 

etc. It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to 

them. 

▪ When all the consents/refusals to disclose have been received, these are attached to the copy of 

the request letter. 

▪ A photocopy of the complete file is taken. 

▪ The nursery manager goes through the file and removes any information which a third party has 

refused consent to disclose. A thick black marker is used, to score through every reference to the 

third party and information they have added to the file. 

▪ What remains is the information recorded by the setting, detailing the work initiated and followed by 

them in relation to confidential matters. This is called the ‘clean copy’. 

▪ The ‘clean copy’ is photocopied for the parents, who are then invited in to discuss the contents. The 

file should never be given straight over, but should be gone through by the nursery manager, so 

that it can be explained. 

▪ Legal advice may be sought before sharing a file, especially where the parent has possible grounds 

for litigation against the nursery or another (third party) agency. 

 

All the undertakings above are subject to the paramount commitment of the Nursery, which is to the 

safety and well-being of the child. Please see also our policy on Safeguarding Children and Child 

Protection. 

General Data Protection Regulation and Data Protection Act (2018) compliance  

In order to meet our requirements under GDPR we will also undertake the following: 

▪ We will ensure our terms & conditions, privacy and consent notices are easily accessed/made 

available in accurate and easy to understand language  

▪ Everyone in our nursery understands that people have the right to access their records or have their 

records amended or deleted (subject to other laws and regulations). 

Staff and volunteer information 

• All information and records relating to staff will be kept confidentially in a locked cabinet 

• Individual staff may request to see their own personal file at any time. 
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Attendance, late payment and non-payment of fees 

 

 

 

Policy statement 

Littleworld Day Nurseries aims to set our fees at an affordable and competitive rate, while providing 

childcare to the highest quality.  We monitor attendance as part of our safeguarding procedures. 

 

Attendance 

▪ If a child is unable to attend, parents/carers must inform the nursery as soon as possible on the first 

day of absence. 

▪ If a child has not arrived at nursery within 1 hour of their normal start time, the parents will be called 

to ensure the child is safe and healthy. If parents are not contactable, then the further emergency 

contacts will be used to ensure all parties are safe.  

▪ Although early year’s education is not compulsory, we would anticipate that any child will attend, 

unless the nursery manager has already been informed of any absences such as holidays. 

▪ We endeavour to be as flexible as possible should parents/carers wish to change hours, but when 

demand is high, we may not be able to do this immediately. 

▪ We require 1 month written notice if a parent/carer wishes to cancel their child’s place or 1 month’s 

payment in lieu. 

 

Payment of fees 

▪ Fees are payable monthly in advance and must be paid on or before the 5th of the month.  Invoices 

are drawn up on or around the 25th of the month. 

▪ Fees are payable for all sessions booked, including all bank holidays which also include Christmas 

day, boxing day and New Year’s Day. Payment is also due if sessions are missed due to illness or 

for other reasons. 

▪ In cases of long-term absence due to sickness and/or hospitalisation, fees may be waived at the 

manager’s discretion. 

▪ Failure to pay fees on time will result in 12.5% of the balance being added onto the next invoice and 

may result in the withdrawal of a place. 

EYFS: 3.74 
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▪ Fees can be paid by BACS transfer.  Cheques or cash will be accepted. Cheques must be made 

payable to Littleworld Day Nurseries Ltd and must be handed to the office directly where a receipt 

will be issued. 

▪ We accept childcare vouchers from all companies and the tax- free childcare scheme. 

 

Late payment and non-payment of fees 

▪ All parents/carers are expected to assist in the smooth running of the nursery by paying 

promptly in accordance with the terms and conditions. 

▪ Fees must be paid by the 5th of the month.  If payment is not made within this timescale, a 

reminder will be sent.  If fees remain outstanding, a second reminder is sent and failure to 

comply with this reminder to settle the outstanding balance or to agree a payment plan, then 

12.5% of the outstanding balance will be added to the next invoice.  If payment is still not 

received, then we give a third and final warning with the option to withdraw the place and 

instigate legal proceedings to recover the unpaid fees. 

▪ As a considerate organisation, we appreciate that occasionally unforeseen circumstances may 

occur that result in late payment of fees.  We are committed to resolving payment issues 

promptly with parents/carers as openly and as fairly as possible and will agree an appropriate 

payment plan.  Confidentiality will be assured. 

▪ Overdue accounts may be passed on to a debt collection agency if appropriate.  

 

Funded children 

▪ Children in receipt of Early Years Education (EYE) funding will remain eligible to attend for up to 

11 hours per week for 51 weeks of the year without any further charge, as all fees charged 

relate to the hours not covered by the funding and a charge for meals. Children who are eligible 

for the extended funding can attend for up to 11 additional hours for 51 weeks. A consumable 

fee is charged per additional hour of funding that is claimed.  

▪ It is the parents’ responsibility to ensure that all funding claims are applied for and reviewed by 

the deadlines set by Hampshire County Council. Littleworld Day Nurseries Ltd. are not 

responsible for ensuring parents update their funding claims. 

 

Further guidance 

▪ If you receive Working tax credit, you may be able to get help towards the cost of childcare.  For 

further information, call the tax credit helpline on 0845 300 3900 or visit: 

www.hmrc.gov.uk/taxcredits. 

http://www.hmrc.gov.uk/taxcredits
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Admissions 

 

 

 

Policy statement 

It is our intention to make our nursery accessible to all children and families from the local community. 

We aim to ensure that all sections of our community have access to the nursery through open, fair and 

clearly communicated procedures. 

 

The numbers and ages of children admitted to the nursery comply with the legal space requirements 

set out in the Early Years Foundation Stage (EYFS). When considering admissions, we are mindful of 

staff: child ratios and the facilities available at the nursery.  

 

Procedures 

Prior to a child attending nursery, parents must complete and sign a contract and registration form. 

These forms provide the nursery with personal details relating to the child, for example, name, date of 

birth, address, emergency contact details, parental responsibilities, dietary requirements, collection 

arrangements, fees and sessions, allergies, parental consent and vaccinations.  

 

▪ We ensure that the existence of our nursery is widely advertised in places accessible to all sections 

of the community. 

▪ We ensure that information about our Nursery is accessible and provided in written and spoken 

form. 

▪ We arrange our waiting list in accordance with the date entered. 

▪ We describe our nursery and its practices in terms that make it clear that it welcomes both fathers 

and mothers, other relations and other carers, including childminders. 

▪ We describe how our practices treat each child and their family, having regard to their needs arising 

from their gender, special educational needs, disabilities, social background, religion and ethnicity 

or from English being a newly acquired additional language. 

▪ We describe how our practices enable children and/or parents with disabilities to take part in the life 

of the nursery. 

▪ We monitor the gender and ethnic background of children joining the group to ensure that our 

intake is representative of social diversity. 

EYFS: 3.28, 3.58, 
3.73, 3.69 
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▪ We make our Valuing Diversity and Promoting Equality Policy widely known. 

▪ We are flexible about attendance patterns to accommodate the needs of individual children and 

families, providing these do not disrupt the pattern of continuity in the Nursery that provides stability 

for all the children. 

 

All settings registered to accept government funding must offer free places for 2-, 3- and 4-year-olds for 

early learning sessions specified by the local authority. All funded sessions are now in line with the 

flexible arrangement as specified by the government.  
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Parental involvement 

 

 

 

 

Policy statement 

At Littleworld Day Nurseries we believe that parents and staff need to work together in partnership in 

order for children to receive the quality of care and early learning to meet their individual needs. We 

welcome parents as partners and support a two-way sharing of information that helps establish trust 

and understanding. We are committed to supporting parents in an open and sensitive manner to 

include them as an integral part of the care and early learning team within the nursery. 

 

The key person system supports engagement with all parents and will use strategies to ensure that all 

parents can contribute to their child’s learning and development. Parents contribute to initial 

assessments of children’s starting points on entry and they are kept well informed about their children’s 

progress. Parents are encouraged to support and share information about their children’s learning and 

development at home. The key person system ensures all practitioners use effective, targeted 

strategies and interventions to support learning that match most children’s individual needs. 

 

When we refer to ‘parents’ we mean both mothers and fathers; these include both natural or birth 

parents, as well as stepparents and parents who do not live with their children but have contact with 

them and play a part in their lives. ‘Parents’ also includes same sex parents, as well as foster and 

adopted parents. 

 

The Children Act (1989) defines parental responsibility as 'all the rights, duties, powers, responsibilities 

and authority which by law a parent of a child has in relation to the child and his property’. 

 

Procedures 

▪ Recognise and support parents as their child’s first and most important educators and to welcome 

them into the life of the nursery. We have a means to ensure all parents are included - that may 

mean we have different strategies for involving parents who work or live apart from their children. 

EYFS: 1.10, 3.27, 3.72, 3.73, 
3.74, 3.75, 3.76, 3.62 
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▪ We ensure on-going dialogue with parents to improve our knowledge of the needs of their children 

and to support their families. 

▪ Generate confidence and encourage parents to trust their own instincts and judgement regarding 

their own child. 

▪ Welcome all parents into the nursery at any time and provide an area where parents can speak 

confidentially with us as required. 

▪ Welcome nursing mothers. The nursery will make available a private area whenever needed to offer 

space and privacy to nursing mothers. 

▪ Ensure that all parents are aware of the nursery’s policies and procedures. A detailed parent 

prospectus will be provided, and our full policy documents will be always available to parents 

▪ We provide information about opportunities to be involved in the setting in ways that are accessible 

to parents with basic skills needs, or those for whom English is an additional language. 

▪ We welcome the contributions of parents in whatever form these may take. 

▪ Maintain regular contact with parents to help us to build a secure and beneficial working relationship 

for their children 

▪ Support parents in their own continuing education and personal development including helping 

them to develop their parenting skills and inform them of relevant conferences, workshops and 

training. 

▪ Create opportunities for parents to talk to other adults in a secure and supportive environment 

through such activities as open days, parents’ evenings and a parents’ forum 

▪ Inform parents about the range and type of activities and experiences provided for children, the 

daily routines of the setting, the types of food and drinks provided for children and events. 

▪ Operate a key person system to enable parents to establish a close working relationship with a 

named practitioner and to support two-way information sharing about each child’s individual needs 

both in nursery and at home. Parents are given the name of the key person of their child and their 

role when the child starts. 

▪ Inform parents on a regular basis about their child’s progress and involve them in shared record 

keeping. Parents’ evenings will be held at least twice a year. The nursery will consult with parents 

about the times of meetings to avoid excluding anyone. 

▪ Actively encourage parents to contribute to children’s learning through sharing observations, 

interests and experiences from home. This may be verbally, sharing photographs or in written form. 

▪ Consider and discuss all suggestions from parents concerning the care and early learning of their 

child and nursery operation. 
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▪ Provide opportunities and support for all parents to contribute their own skills, knowledge and 

interests to the activities of the nursery including signposting to relevant services, agencies and 

training opportunities. 

▪ Inform all parents of the systems for registering queries, compliments, complaints or suggestions, 

and to check that these systems are understood by parents. 

▪ Make sure all parents have access to our written complaint’s procedure. 

▪ Share information about the Early Years Foundation Stage, young children's learning in the nursery, 

how parents can further support learning at home and where they can access further information. 

▪ Provide a written contract between the parent(s) and the nursery regarding conditions of 

acceptance and arrangements for payment. 

▪ Respect the family’s religious and cultural backgrounds and beliefs and accommodate any special 

requirements wherever possible and practical to do so. 

▪ Inform parents how the nursery supports children with special educational needs and disabilities. 

 

In compliance with the Safeguarding and Welfare Requirements, the following documentation is in 

place: 

▪ Admissions Policy. 

▪ Complaints procedure. 

▪ Record of complaints. 

▪ Developmental records of children. 
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Making a complaint  

 

 

 

Policy statement 

At Littleworld Day Nurseries we believe that parents are entitled to expect courtesy and prompt, careful 

attention to their individual needs and wishes. We hope that at all times parents are happy with the 

service provided and we encourage parents to voice their appreciation to the staff concerned.  

 

We record all compliments and share these with staff.  

 

We welcome any suggestions from parents on how we can improve our services and will give prompt 

and serious attention to any concerns that parents may have. Any concerns will be dealt with 

professionally and promptly to ensure that any issues arising from them are handled effectively and to 

ensure the welfare of all children, enable ongoing cooperative partnership with parents and to 

continually improve the quality of the nursery.  

 

We have a formal procedure for dealing with complaints where we are not able to resolve a concern. 

Where any concern or complaint relates to child protection, we follow our Safeguarding Children and 

Child Protection Policy. 

 

Procedures 

We keep a written record of any complaints that reach stage two and above, and their outcomes. This 

is available to parents, as well as to Ofsted inspectors on request  

Making a complaint 

Stage 1 

▪ If any parent should have cause for concern or any queries regarding the care or early learning 

provided by the nursery, they should in the first instance take it up with the child's key person or a 

senior member of staff/room leader.   

▪ Most complaints should be resolved amicably and informally at this stage. 

 

EYFS: 3.74, 3.75 
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Stage 2 

▪ If the issue remains unresolved or parents feel they have received an unsatisfactory outcome, then 

they must present their concerns in writing as a formal complaint to the nursery manager. The 

manager will then investigate the complaint and report back to the parent within 28 working days.  

The manager will document the complaint fully and the actions taken in relation to it in the 

complaints file.   (Most complaints are usually resolved informally at stage 1 or 2.) 

▪ We keep written complaints from the parents/carers in the child's personal file. However, if the 

complaint involves a detailed investigation, the nursery manager may wish to store all information 

relating to the investigation in the separate file designated for complaints. 

Stage 3 

▪ If the matter is still not resolved, the nursery will hold a formal meeting between the manager, 

parent and a senior staff member to ensure that it is dealt with comprehensively.  

▪ The nursery will make a record of the meeting and document any actions.  

▪ All parties present at the meeting will review the accuracy of the record and be asked to sign to 

agree it and receive a copy. This will signify the conclusion of the procedure. 

▪ This signed record signifies that the procedure has concluded. When the complaint is resolved at 

this stage, the summative points are logged in the Complaint File. 

Stage 4 

▪ If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter 

with Ofsted. Parents are made aware that they can contact Ofsted at any time they have a concern, 

including at all stages of the complaint’s procedure, and are given information on how to contact 

Ofsted. Ofsted is the registering authority for nurseries in England and investigates all complaints 

that suggest a provider may not be meeting the requirements of the nursery’s registration. They risk 

assess all complaints made and may visit the nursery to carry out a full inspection where it believes 

requirements are not met.  

▪ A record of complaints will be kept in the nursery. The record will include the name of the 

complainant, the nature of the complaint, date and time complaint received, action(s) taken, result 

of any investigations and any information given to the complainant including a dated response.  

▪ Parents will be able to access this record if they wish; however, all personal details relating to any 

complaint will be stored confidentially and will be only accessible by the parties involved. Ofsted 

inspectors will have access to this record at any time during visits to ensure actions have been met 

appropriately.  
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Contact details for Ofsted:  

 Email: enquiries@ofsted.gov.uk 

Telephone: 0300 123 1231  

 

Parents will also be informed if the nursery becomes aware that they are going to be inspected and 

after inspection the nursery will provide a copy of the report to parents and/or carers of children 

attending on a regular basis.  

 

Legal framework 

▪ Data Protection Act (2018) 

▪ Human Rights Act (1998) 

▪ Police Act 1997 

▪ DBS code of practice 

▪ Freedom of Information Act (2000) 

▪ Children Act (1989) 

 

Further guidance 

▪ Information Sharing: Guidance for Practitioners and Managers (DCSF 2008) 

▪ Information Sharing: Advice for practitioners providing safeguarding services to children, young 

people, parents, and carers. (DCSF 2018) 

▪ What to do if You're Worried a Child is Being Abused (HMG 2018) 

 

 

This policy was adopted by Littleworld Day Nurseries Ltd. 

On 24th April 2022 

And will be reviewed no later than April 2023 

mailto:enquiries@ofsted.gov.uk

