Welcome to Peasmarsh Flying Start Pre-School

A warm welcome to Peasmarsh Flying Start; we are delighted that you are considering
choosing our Pre-School for your child. Part One of this Welcome Pack provides some key
information about our Pre-School and gives an overview of what your child might
experience. If you decide that you would like to register your child to start at the Pre-School,
Part Two includes registration forms, more detailed information on policies and procedures
and communications from the Local Education Authority that we must provide for all
children who are joining us.
Peasmarsh Flying Start Pre-School provides a safe and fun environment where children
socialise, form great friendships and learn through a range of exciting and imaginative
activities. Our friendly and approachable team strive to provide the best possible care and
education for each child, and we are committed to making sure that those with particular
needs are catered for. As well as having a wealth of experience in childcare, all our key
persons are qualified to NVQ Level 3 in childcare, are Makaton trained and hold up-to-date
paediatric first aid certificates and child protection certificates. The Pre-School is set in
idyllic countryside in the grounds of Peasmarsh Primary School, School Lane, Peasmarsh.
Our Pre-School benefits from dedicated, purpose-built facilities including a well-equipped,
light and airy classroom, beautiful, outdoor all-weather play area, our own vegetable patch
and access to wider school facilities including the hall, playing fields, adventure
playground and Forest School area.
We understand that choosing the right pre-school or nursery for your child is a major
decision, so please do get in touch if you have any further questions. You can call us on
01797 230325 (then choose Option 3 for the Pre-School) or email us at
Flying.Start@Peasmarsh.e-sussex.sch.uk. You can also find further information about the
Pre-School by visiting our website at www.flying-start.org.uk.
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Welcome Pack Part 1: An Overview of our PreSchool
Opening Times
We are open for the following sessions, Monday to Friday during East Sussex Local
Education Authority term time. You can find details of terms dates on our website at
www.flying-start.org.uk/parents-zone/term-dates/).
Morning session:
Lunch:
Afternoon session:

8:30am to 12:00 noon
12:00 noon to 1.00pm
1:00pm to 3:30pm

We offer a variety of start and finish times because we know that the needs of children and
parents vary. You can choose either an 8.30am or a 9am drop off time for morning sessions,
or drop off at 1pm for an afternoon session. Children can be collected at noon, 1pm, 3pm or
3.30pm.
We run a lunch club session every day between 12 noon and 1pm. We offer a hot, healthy
cooked meal every day, cooked on site in the Primary School’s kitchen. In addition to these
choices, a sandwich ‘picnic menu’ and baked potato are also available each day. The cost is
£2.05. Children can also bring a healthy packed lunch (no chocolate bars, sweets or fizzy
drinks), or choose a packed lunch some days and cooked meal on others. Please see our
website for the current hot meal menu and for some ideas for healthy packed lunches.

Tailoring the Pre-School Experience for Your Child
Key Person and Co-Key Person System
Our key person system gives members of staff particular responsibilities for a group of
children. Whilst the whole team are dedicated to helping children get the most from PreSchool, their key person takes special responsibility for the development of that child.
Having one special adult to relate to can make settling into Pre-School much easier. The key
person will help ensure that every child’s learning and care is tailored to meet their
individual needs. They will observe and plan for each individual child knowing what their
interests are, enabling them to progress throughout the Early Years Foundation Stage
(EYFS).
As not all staff work during all pre-school sessions, we also assign a co-key person to each
child. In sessions where the child’s key person is not working, the co-key person will take on
the responsibilities of the key person for that child. When a child starts at Pre-School, they
and their parents /carers are introduced to their key person and the key person’s role is
explained to them.
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Early Years Foundation Stage (EYFS)
The EYFS is a framework set out by the Government which sets standards for the learning,
development and care of children up to the age of five. Children are born ready and eager
to learn. They actively reach out to interact with other people, and the world around them.
Development depends on each unique child having opportunities to interact in positive
relationships and enabling environments. The four themes and the principles that inform
them, work together for children in the EYFS. You can find out more about the EYFS and
how we support learning on our website.
There are three components to successful learning which underpin the Early Years
Foundation Stage. The Government has identified what early year’s providers should do to
best support learning within each component. At Peasmarsh Flying Start Pre-School, we
structure everything we do around them. They are: positive relationships; enabling
environments; and learning and development. You can learn more each below.
Positive Relationships
Children learn to be strong and independent through positive relationships. Practitioners
should provide positive relationships that are:


Warm and loving, and foster a sense of belonging.



Sensitive and responsive to the child’s needs, feelings and interests.



Supportive of the child’s own efforts and independence.



Consistent in setting clear boundaries.



Stimulating.



Built on key person relationships in early year’s settings.

Enabling Environments
Children learn and develop well in enabling environments, in which their experiences
respond to their individual needs and there is a strong partnership between practitioners
and parents/carers. Practitioners should offer environments that:


Value all people.



Value all learning.



Include stimulating resources, relevant to all the children’s cultures and communities.



Involve rich learning opportunities through play and playful teaching.



Support children in taking risks.



Allow children to explore.
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Learning and Development
Children develop and learn in different ways. The framework covers the education and care
of all children in early year’s provision, including with special educational needs and
disabilities. Practitioners teach children by ensuring challenging, playful opportunities across
the prime and specific areas of learning and development. They foster the characteristics of
effective learning:


Playing and exploring.



Active learning.



Creating and thinking critically.

Learning Journeys
The children’s interests are observed by their individual key person and a continuous daily
plan to enhance those interests is discussed by all staff. Every child has a Learning Journey; a
folder where their progress and next steps are recorded. Staff and parents working together
on their child’s Learning Journey is one way in which the Pre-School and parents can work in
partnership.
We value parent’s contributions to assessments by sharing information about what their
children enjoy doing at home. All children are given a contact book where you can write any
news you may have to share with us. We also provide ‘Wow slips’ so that you can inform us
of exciting events or new achievements made outside Pre-school. We welcome photos of
what you have been doing. These books can be left in a basket in reception for their key
person to read. Your child’s Learning Journey will help us to celebrate their achievements.
When working together we can provide for your child’s needs and interests ensuring good
progress. Your child’s Learning Journey is always available for you to review or discuss with
their key person.

A Typical Session
When your child arrives in the morning, they are welcomed by one of our team and are able
to choose from a number of activities. Children have many opportunities to play, indoors
and outdoors. These would typically include:


role play in our playloft. Our playloft is a two-storey model house complete with kitchen,
washing machine, cooker and upstairs a large play area. We adapt it to fit current
learning themes (e.g. turning it into a shop or a castle);



building with construction toys such as Duplo and Lego;
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using modelling clay, dough, crayons or paints;



doing jigsaw puzzles;



playing musical instruments;



looking at stories in our cosy ‘book corner’;



playing with water, sand, pasta or rice;



using technology, including our interactive white board, computers, camera and
microscope or the latest addition to our exploration bench;
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using the ride-on toys;



playing with floor toys, for example, trains, cars, farm animals or the dolls’ house; and



cooking.

Play is free flow during this time; the children choose whether to play indoors or outdoors
and are able to move between the two whenever they wish.

During the free play, we have a rolling snack time where the children can come and help
themselves to a healthy snack and a drink of milk or water. They are encouraged to find
their own name card and match it to their plate and cup before preparing their own food.
After this, we encourage the children to help us during ‘tidy up time’ before sitting down
together with our team for the register, songs, rhymes, letters and sounds. We set aside
time for the children to share their news with the group and we love it when they bring in
photos and objects from home to highlight what they have been up to.
This is usually followed by some physical activity aimed at developing children’s coordination and gross motor skills. This could be music and movement, throwing and
catching, playing on ride-on toys or with the parachute, practising getting changed for P.E. in
the school hall, playing on the School playing fields or exploring the Forest School.
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Children are also able to experience gardening. We grow our own vegetables in our
dedicated vegetable patch which, once harvested, the children either cook at Pre-School or
take home to share with parents.
At lunch time, the children help to set the table and then sit down with our team to enjoy
their meal together. We think this encourages both their social skills and their table
manners!
During the sessions, each child’s interests are observed by their dedicated key person and
all staff get together to create a continuous daily plan for each child to enhance those
interests. Every child has a Learning Journey, a folder where their progress and next steps
are recorded. This is always available for parents to view and discuss with their child’s key
person.
At Flying Start we actively promote healthy eating and physical activity (HEPA). We have a
focus on tackling childhood obesity and promoting good oral hygiene. This is reflected in the
equipment we have available to encourage activity, the way in which we encourage
structured and unstructured physical activity during pre-school sessions, the training of our
staff and our approach to food and oral hygiene. Julie Stevens is the designated member of
staff who is responsible for ensuring the health and well-being of all young children and
their families.

Our Staff
Our friendly and approachable team strive to provide the best possible standard of care and
education for each child and we are committed to making sure that those with particular
needs are catered for. All our key persons are qualified to at least NVQ Level 3 in Childcare,
are Makaton Level 2 trained and hold up-to-date paediatric first aid certificates and child
protection certificates. Equally importantly, we are passionate about creating a safe, fun and
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caring environment for pre-school children to learn and develop. With many years working
in childcare and 17 of their own children between them, our staff are very experienced in
looking after little ones. We never forget the scale of our responsibility to children, parents
and carers.
We are proud that Ofsted highlighted our staff in its 2015 inspection report saying “Staff
work well together as a close team and communicate effectively to review and evaluate
activities and the learning environments. This helps them meet the needs of all children. Staff
are qualified, knowledgeable and experienced. They promote all areas of learning effectively
indoors and outside.” Our Ofsted report is available for you to read on their website, and
you can find a link on the Pre-School website.
Our Supervisor, Dawn Bull has many years’ experience in childcare and has achieved the
Diploma in Pre-School Practice. Julie Stevens has the role of Deputy Supervisor. Dawn and
Julie are responsible for Safeguarding children. Vonni Haydon has responsibility for Special
Educational Needs (SENCO). Sarah Sturmer is responsible for Health and Safety matters.
Rowena Tucker has worked at the Pre-School for five years having volunteered here for 12
years prior to that.
You can read a detailed biography of each member of the team on the ‘Our Staff’ page of
our website.

Funding
We are registered to accept East Sussex Early Years Development and Childcare funding. At
present, all three year olds and four year olds in England are entitled to 15 hours of free
early education or childcare each week for 38 weeks of the year. This can be claimed from
the term after their third birthday. Some 2-year-olds are also eligible. Eligible children are
able to attend Pre-School up to 15 hours per week free of charge (subject to availability).
Please note that if your child receives funding at any other pre-school or nursery, you will
only be able to claim up to 15 hours in total across all eligible pre-schools/nurseries. Some
parents are also eligible to receive 30 hours of free childcare each week and Peasmarsh
Flying Start Pre-School is also registered under this scheme and currently has 30 hour places
available. Please visit the ‘Fees and Funding’ page of our website for a link to further
information about funding and eligibility from Gov.UK.

Registration and Fees
You can register your child for any number of sessions per week, subject to eligibility and
availability. Once your child is registered for a session, you must pay for that session every
week even if your child is absent through sickness or holiday. We would ask you please to
inform the Pre-School when your child is going to be absent by telephoning by 8.30 a.m.
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Our fees are £5.50 per hour per child. The Pre-School is a registered charity and all money
collected in fees is spent on day-to-day running of the nursery or invested in new play
equipment and staff training.
Invoices are issued for each half term. We regret that for security reasons, we are not able
to accept cash payments. Fees can be paid by online bank transfer. Our Payment of Fees
Policy is included in Part Two of this Welcome pack and is signed by parents as part of the
Registration process.

The Management Committee and Fundraising
Peasmarsh Flying Start Pre-School is a registered charity, number 1124108. The objectives of
our charity are to advance the pre-school education of children in Peasmarsh and the
surrounding area by providing a safe, stimulating and appropriate environment for learning
and to encourage parents and carers to become involved.
The Pre-School previously operated in Peasmarsh Memorial Hall but we opened in our
present format in September 2006 when we moved to our current site. Our facilities were
purpose built with Sure Start funding. We do not have to pay rent for the building, but all
other overheads plus investment must be paid for by Pre-School fees and fundraising
activities.
Operation of the Pre-School is governed by a Constitution (current version adopted in April
2017). In summary, all key decisions are made by a Management Committee which
comprises parents. The Committee meets every six to eight weeks and holds an Annual
General Meeting.
Any parents or carers are very welcome to nominate themselves for the Committee. All you
need to do is attend a Committee meeting, volunteer your services and complete a
Disclosure and Barring Service (formerly CRB) check (we will tell you how to apply). Any
member of staff can give you further details, upcoming meeting dates are given on the
‘Management Committee’ page of our website, and we also try to provide updates and
meeting dates in the letters we send home.
We are very keen to involve as many parents as possible in the running of the Pre-School. If
your child is joining the Pre-School why not come along and join us for a meeting, to learn
more about the workings of the Committee and to help make important decisions about
how the Pre-School is run. It provides a great opportunity to get to know other parents.
Joining the Committee does not have to mean a hefty time commitment; any contributions
you can make are very welcome. The Pre-School can only operate if there are enough
parents willing to join the Committee.
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Welcome Pack Part 2: Forms and Information for
Children Registering at the Pre-School
This part of the pack is for parents who have decided that they would like to register their
child to start at Peasmarsh Flying Start Pre-School.
It includes several forms which allow parents to provide us with their child’s details and help
us understand the child’s needs and preferences. The pack also contains information about
the Pre-School Policies and Procedures which we want to draw to new parents’ attention.
You can find all of our policies on the Pre-School website at www.flyingstart.org.uk/parents-zone/policies-and-procedures/ or see hard copies in the folder at PreSchool. Please do ask a member of staff if you would like to see these or if you have any
questions about them.
Please compete all of the attached forms and parental consents, including the one below,
and return them to the Pre-School. Please can you also supply a copy of your child’s birth
certificate or passport as it is a requirement of East Sussex County Council that we hold a
copy in order for your child to receive government funding once they are eligible.

Parent/Guardian Agreement
I wish to register my child to attend Peasmarsh Flying Start Pre-School. I have read the
Peasmarsh Flying Start Pre-School Welcome Pack and agree to the terms and conditions
stated within it. I understand that I can view the policies and procedures of the pre-school at
any time in hard copy at the pre-school or by at www.flying-start.org.uk/parentszone/policies-and-procedures/. By registering my child at the Pre-School, I agree to adhere
to the Pre-School’s Policies and Procedures:
Parent/ Guardian signature: ….…………………………………………………………………………………………….
Print name/ relationship to child: …………………………………………………………………………………………
Date: ……………………………………………………………………………………………………………………………………..
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Peasmarsh Flying Start Pre-School
Registration Form
Please fill out the form in BLOCK CAPITALS.
Child’s full name:
Child’s preferred name:
Date of birth:

Age of child:

Gender:

Boy

Girl

Religion/ faith of child:
Home address:

Post code:

Details of parents/ carers with whom child lives
Mrs / Mr / Miss / Ms:
Relationship to child:
Home telephone:

Mobile telephone:

Work telephone:

Email address:

Place of work:
Does this parent have parental responsibility? Yes
See definition below. Please tick

No

Mrs / Mr / Miss / Ms:
Relationship to child:
Home telephone:

Mobile telephone:

Work telephone:

Email address:

Place of work:
Does this parent have parental responsibility? Yes
See definition below. Please tick

No
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Details of parent with whom child does not live
Mrs / Mr / Miss / Ms:
Relationship to child:
Home telephone:

Mobile telephone:

Work telephone:

Email address:

Home address:
Post code:
Does this parent have parental responsibility? Yes
See definition below. Please tick

No

Does this parent have legal access to the child? Yes
Please tick

No

Does your child attend? If so, please give Another
setting
details below:

Grandparents

Childminder

Mrs / Mr / Miss / Ms:
Home telephone:
Work telephone:

Mobile telephone:
Email address:

Home address:
Post code:

Health Visitor name:
Based at:

Work telephone:

Address:
Post code:
Mobile telephone:

Email address:
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G.P. name:
Based at:

Work telephone:

Address:
Post code:
Mobile telephone:

Email address:

Dentist name:
Based at:

Work telephone:

Address:
Post code:
Date of child’s last appointment

Immunisation history:
Please indicate which of the following routine vaccinations your child has received by circling the
correct answer:
Vaccination due date
Eight weeks old

Received / Not received

Twelve weeks old

Received / not received

Sixteen weeks old

Received / not received

One Year old (or soon after)

Received / not received

Three Years Four Months old (or soon after)

Received / not received

Influenza nasal spray (each year from September)

Received for year YYYY/ not received
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Parental responsibility:
A mother automatically has parental responsibility for her child from birth. However, the conditions for fathers gaining
parental responsibility vary through the UK. In England and Wales, if the parents of a child are married to each other at the
time of the birth, or if they have jointly adopted a child, then they both have parental responsibility. This is not
automatically the case for unmarried parents. According to current law, a mother always has parental responsibility for her
child. A father, however, has this responsibility only if he is married to the mother when the child is born, or has acquired
legal responsibility for his child through one of three routes:


(from 1 December 2003) by jointly registering the birth of the child with the mother;



By a parental responsibility agreement with the mother;



By a parental responsibility order, made by a court.

A local authority may gain parental responsibility for a child if he/ she is placed in their care.
Please read the list below carefully and tick the box for all that apply.

What
The
is following
your preferred
has legal,
start date:
parental responsibility for my child:

Please tick here:



Is the child’s biological mother (automatic)
(Print name)
Is married to the child’s mother AND is the biological father
(Print name)
Is the child’s father but is not married to the mother, but jointly registered the birth of their
child; which means that he automatically has parental responsibility
(Print name)
Has a Residence Order made in their favour by the Court (for Shared or Sole Residence)
(Print name)
Has a Parental Responsibility Order granted by the Court*
(Print name)

*Note
Biological fathers can get parental responsibility by signing a Parental Responsibility Agreement with the child’s mother if
she will agree to this. A separate agreement is needed for each child.
Step-parents can acquire parental responsibility by entering into a formal Parental Responsibility Agreement with the
mother and all other parties who have parental responsibility for the children.
People other than parents can acquire parental responsibility if they are appointed a guardian in a parent’s will and if those
with parental responsibility for the child have died.
You will be granted parental responsibility if a Special Guardianship Order is made in your favour.
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Personal details of child:
Does your child have any special dietary needs or requirements? Please tick

Yes

No

Yes

No

Yes

No

Mobile
telephone:
Does your
child have any allergies, including animal allergies?Email
Please tick
addre
ss:
If yes, please give details:

Yes

No

Does your child have any special needs or disabilities? Please tick

Yes

No

Yes

No

If yes, please give details:
How would you describe your child’s ethnicity or cultural
background:
What is the main religion in your family?
Are there any festivals/special occasions celebrated in your culture
that your child will be taking part in or that you would like to see
acknowledged and celebrated whilst he/ she is in our setting?
What language(s) are spoken at home:
If English is not the main language spoken at home, will this be your child’s
first experience of being in an English-speaking environment? Please tick
If yes, please give details:

Does your child have any known medical conditions? Please tick
If yes, please give details:

If yes, please give details:

Does your child have a healthcare plan? Please tick
What special support will he/ she require in our
setting?
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Names of other professionals involved with your child
Name 1:

Role:

Agency:

Telephone:

Name 2:

Role:

Agency:

Telephone:

Name 3:

Role:

Agency:

Telephone:

Does your family have a social care worker for any reason? Please tick

Yes

No

Do you grant permission for emergency medical assistance to be given to your
child? Please tick

Yes

No

Do you grant permission for a member of staff to accompany your child to
hospital on an emergency visit? Please tick

Yes

No

Do you grant permission for the Pre-School to take your child on supervised
outings? Please tick

Yes

No

For observation purposes or publicity, we may take photographs. Please
indicate whether you agree to us doing so? Please tick

Yes

No

Name:

Based at:

Telephone:
What is the reason for the
involvement of the social care
department with your family?

Permissions
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Preferred start date and Pre-School sessions:
What is your preferred start date:
I would prefer my child to attend the following sessions. Please tick all that apply
08.30 – 09.00

09.00 – 12.00

12.00 – 13.00

13.00 – 15.00

15.00 – 15.30

Thursday

Friday

Monday
Tuesday
Wednesday
Thursday
Friday

Collection arrangements
Name of the person who will collect on:
Monday

Tuesday

Wednesday

Name of person who
will collect your child
on this day

Emergency contact
Emergency contact name:

Relationship to child:

Emergency contact telephone:

Signature
I confirm that all of the information I have provided is correct. I understand that by registering my child at the PreSchool I am agreeing to abide by the Pre-School’s policies and procedures. The policies are listed in our Policy
Statement and can be viewed in the Policies folder in the Pre-School or online at any time at http://www.flyingstart.org.uk/parents-zone/policies-and-procedures/

Parent/ carer 1 Signature

Date

Parent/ carer 2 Signature

Date

This application is provisional and not guaranteed until confirmed by the Pre-School.
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Early Year Pupil Premium Voluntary Registration
About this form
From April 2015 all early years providers who deliver Government funded early education have been
able to claim the early years pupil premium for three and four year old children if their parents are in
receipt of one or more of the following benefits:
 Income Support
 Income-based Jobseekers Allowance
 Universal Credit
 Income-related Employment and Support Allowance
 Support under Part VI of the Immigration and Asylum Act 1999
 the guaranteed element of State Pension Credit
 Child Tax Credit (provided you’re not also entitled to Working Tax Credit and have an annual
gross income of no more than £16,190)
Or for a child:
 Who is looked after by the local authority
 who has left care through adoption, residence order or special guardianship
Registering could provide up to an extra £300 for your child’s nursery, pre-school or child minder to
fund valuable support like extra training or, resources to help raise the quality of your child’s early
education.

How the information in this form will be used
The information you provide in this form will be passed to East Sussex County Council and used by
the council to confirm receipt of one of the listed welfare benefits. They will do this by checking out
of work benefit data provided by HMRC and DWP. We would like your consent to make this check.
Once this is confirmed, the council can decide how much money your child’s nursery, childminder or
Pre-School will receive. You are free to withdraw your consent so that your details are not used in
future. Whether you use this scheme or not will not affect any of the benefits you may be entitled
to.
We are committed to ensuring that the personal and sensitive information that we hold about you is
protected and kept safe and secure, and we have measures in place to prevent the loss, misuse or
alteration of your personal information.
We will use the information you provide to assess entitlement to the early years pupil premium.

Thank you for completing this form and helping to make sure your child’s
early years provider is as well funded as possible.
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About your child/ children
Child’s Last Name

Child’s First Name

Child’s Date of Birth

Name of preschool, nursery,
childminder
Peasmarsh Flying Start Pre-School
Peasmarsh Flying Start Pre-School

Parent/ Guardian details
Parent/Guardian 1

Parent/Guardian 2

Last name
First Name

D

Date of Birth
National Insurance Number*
National Asylum Support Service
(NASS) Number*

M
/

Y
/

D

M
/

Y
/

Daytime Telephone Number
Mobile Number
Address

Postcode:

Postcode:

* Complete as appropriate

Family Income and Benefit details
Is your joint family income over £16,190 per year? (Please place an X in the appropriate
box).
Yes

No

If you have ticked yes, you do not need to complete the next section and can go straight to
the declaration at the end of the form.
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If you ticked no, please place an X in this box if you1 are in receipt of any of the benefits
listed below:









Income Support
Income-based Jobseekers Allowance
Income-related Employment and Support Allowance
Universal Credit.
Support from NASS (National Asylum Support Service) under part 6 of the
Immigration and Asylum Act 1999
the guarantee element of State Pension Credit
Child Tax Credit (with no Working Tax Credit) with an annual income of no more than
£16,190
Working Tax Credit run-on

If you do not meet the above criteria, please indicate if your child is:
Looked after by the local authority
A child who has left care through adoption, residence order or special guardianship
Please place an X in this box if you are not sure whether your joint family income is over
£16,190, or whether you are in receipt of one of the benefits listed above, but you would
still like us to check whether your child is eligible for the early years pupil premium.

Declaration
The information I have given on this form is complete and accurate. I understand that my
personal information is held securely and will be used only for local authority purposes.
I agree to the local authority using this information to enable my child’s Pre-School to claim
the early years pupil premium for my child.
Signature of parent/guardian: …………………
Date:……………………….

1

This includes those who have parental rights for the child/children named on this form.
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Change of Hours Application Form
We recognise that over time you and your child’s needs change and you therefore may wish
to change the hours that they attend the Pre-School. Should you wish to change your hours,
please fill in this application form and hand it to your child’s key worker. They will then let
you know if we are able to accommodate your requested new days and/or times. We
require two weeks’ notice of any changes.
Parent’s name
Child’s name

Current hours (please tick all that apply)
08.30 – 09.00 09.00 – 12.00

12.00 – 13.00 13.00 – 15.00 15.00 – 15.30

Monday
Tuesday
Wednesday
Thursday
Friday

I request the following hours (please tick all that apply)
08.30 – 09.00 09.00 – 12.00

12.00 – 13.00 13.00 – 15.00 15.00 – 15.30

Monday
Tuesday
Wednesday
Thursday
Friday

Permanent change?

Y/N

Date from:

Temporary change?

Y/N

Date from:

Sign (parent):

Date to:

Date:

For Supervisor approval (sign):
Finance entered on Connect (sign):

Date:

To be retained in child’s file
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Collecting Children
In the event of you wishing another person to collect your child, the Pre-School Supervisor
MUST be given the person’s name in advance. For details of this and our full procedures
please see our ‘Arrival, Departures and Lost Child Procedures’ on our website at www.flyingstart.org.uk/parents-zone/policies-and-procedures/ or in paper copy at the Pre-School.
We do not wish to cause any upset by not allowing your child to leave with another person,
but we must prioritise the protection of children.
PLEASE NOTE THAT IT IS YOUR RESPONSIBILITY TO INFORM THE PRE-SCHOOL SUPERVISOR.
Thank you for your co-operation.
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What you need to know about my child
Child’s name:
Likes to be known as:
Date of birth:
Who are the significant people who are important to the child and what does the child call
them?
Do you have any family pet(s) and what are their name(s)?
What language(s) do you speak at home?
Does your child have any particular play interests or favourite toys at the moment?
Does your child like any characters from a DVD or TV programme?
Does your child enjoy books and listening to stories?
Does your child have favourite songs and rhymes?
What other things is your child interested in doing?
Does your child play with other children and does he/ she enjoy this?
How does he/ she respond to new situations and new people?
When you are out in the garden or park what does your child like to do?
Does your child point, sign or verbally communicate his/ her wants and needs?
Do you feel that his/ her physical development is what you would expect for his/ her age?
What do you feel he/ she will like here?
Does your child have any fears, worries or dislikes that we should know about?
How does your child like to be comforted? Does he/ she have a ‘comforter’ and what is it
called?
Do you have any worries or concerns about your child’s development?
Is there anything else you want us to know so that your child settles in well and is happy
with us?
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Payment of Fees Policy
Fees are due in advance and payment should be made within two weeks of your invoice
being issued. Parents are responsible for all childcare fees and, if eligible for government
funding, it is the responsibility of parents to secure this. Should expected funding not be
paid, the Pre-School will invoice parents for the full amount. For more information on
funding please see https://www.gov.uk/help-with-childcare-costs/free-childcare-andeducation-for-2-to-4-year-olds
Fees are paid by online bank transfer (account details are provided on the invoice). We
regret that we are unable to accept cash payments for fees. If fees remain unpaid for two
weeks, then your child will not be able to attend Pre-School until the outstanding amount
has been paid. If fees are unpaid for four weeks this may result in your child losing their
place at Pre-School. The Management Committee reserves the right to suspend or withdraw
a child’s place over non-payment of fees. If there are any difficulties in paying fees you may
speak with staff, the Committee Chair or the Treasurer in confidence. Fees continue to be
payable if a child is absent for any reason, including illness or holidays taken in term time.
Please note, that if your child is not collected within 15 minutes of the end of their agreed
Pre-School session and there has been no contact regarding this, you will be charged for an
additional hour of Pre-School childcare.
If you wish to withdraw your child from the Pre-School, you must give the Management
Committee four weeks’ written notice. If you wish to reduce the number of hours/ sessions
for which your child attends the Pre-School, you must give two weeks’ written notice.

Parent/ Carer Agreement
I agree to the terms of the above Payment of Fees policy (signed) …………………………………….…
Name of signatory …………………………………………...……………………………………………………………………
Name of child ……………………………………………...………………………………………………………………………..
Date ………………….....……………………………………………..………………………………………………………………..
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Acceptable Use Agreement for Parents / Carers
Introduction and Letter
Dear Parent / Carer,
As part of their learning and development, your child will have the opportunity to access a
wide range of digital technologies, including computers, games, consoles and cameras. We
recognise the value of using these digital technologies and the potential risks involved. We
therefore have rigorous online safety policies and procedures in place. Copies of our Online
Safety Policies & Procedures are available in our Policies & Procedures Folder in the PreSchool and on our website.
In order to support us further in developing your child’s knowledge and understanding
about online safety, please read the “Acceptable Use Rules for Children” below and discuss
these with your child. We then ask that you ‘sign’ and return the attached slip. We
understand that your child is too young to give informed consent on his / her own; however,
we feel it is good practice to involve them as much as possible in the decision making
process, and believe a shared commitment is the most successful partnership.
Hopefully, you will also find these rules provide an opportunity for further conversations
between you and your child about safe and appropriate use of the online and digital
technologies, both within and beyond the early years setting environment, such as at home
or at a friend’s home.
Should you wish to discuss the matter further, please do not hesitate to contact me.
Yours sincerely,

Management Committee Chair
Acceptable use rules for children:
This is how we stay safe when we use computers:
 I will ask an adult if I want to use a computer.


I will only use activities that an adult has told me or allowed me to use.



I will take care of the computer and other equipment.



I will ask for help from an adult if I am not sure what to do or if I think I have done
something wrong.



I will tell an adult / a leader if I see something that upsets me on the screen.



I know that if I break the rules I might not be allowed to use a computer.
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As the parent / carer I have read and discussed the acceptable use rules above with my child
and confirm that he / she has understood what the rules mean.
 I give permission for my child to use the online and digital technologies.


I understand that the setting will take all reasonable precautions to ensure that my child
will be safe when online, however, I understand that this manages risk but cannot
eliminate it.



I understand that the setting will take appropriate action in the event of any incidents.



I will encourage my child to adopt safe use of online and digital technologies, both
within and outside the setting.

Name of child:

Name of parent / carer:

Signature:

Date:
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Learning Journey Trust Statement
Dear Parent or Carer,
Your child’s learning journey is used to reflect your child’s time at our early years setting. It
includes observations of your child at play, photographs and other information. The aim is
to provide you with a continuous picture of your child’s time at our setting. The learning
journey, therefore, captures your child’s own personal journey, based on their own
individual starting point, interests and experiences.
We hope that you will be able to contribute information to this learning journey, perhaps by
including some information and photographs which show what your child enjoys doing at
home. This information will help us to ensure that the care, learning and development
opportunities we offer your child compliment those you already offer.
Please remember however, that this learning journey contains personal data that relates
not only to your child, but to other children who attend our early years setting. It is likely,
for example, that some of the photographs enclosed will capture other children at play.
Permission has therefore been obtained to include such information in your child’s learning
journey, however it must be remembered that such data is shared for your own personal
use only. This means that information cannot be shared with others, or ‘publicised’ in any
way, without the explicit consent of the parents or carers of those children who may be
included. For example, such photographs cannot be displayed on a social networking site or
displayed in a public place.
Child’s name:

☐
☐
☐
☐

I understand and agree with the Learning Journey Trust Statement.
I understand that any data included within my child’s learning journey which relates
to another child, is for my information and personal use only.
I will not seek to publicise, display or share such data with others, and will ensure the
privacy of other families in doing so.
I understand that my child’s image may be used in group photographs which are
included in other children’s’ learning journeys.

Parent/carer’s name:

Signature
(parent/carer):
Date:
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Image Consent Letter and Form
Dear Parent/ Carer,
This letter explains why we will need to ask for consent before we are able to take
photographs of your child during their time at Peasmarsh Flying Start Pre-School.
Generally, photographs are a source of pleasure and pride. We believe that the taking and
use of photographs can enhance the self-esteem of children and their families and therefore
is something to be welcomed and appreciated.
We may take photographs for a number of reasons whilst your child is with us, including to:
 document what they enjoy doing


record their learning and development progress



display in learning journeys and / or document panels



record special events and achievements

We will also encourage children to be active learners, and to become involved in using
cameras themselves by taking photos of their surroundings, activities and of each other.
We do however recognise that with the increased use of technologies, particularly digitally
and online, the potential for misuse has become greater and we understand that this can
give rise to concern. We will therefore endeavour to put effective safeguards in place to
protect children by minimising risk. We will seek to protect children’s identity and to limit
opportunities for the taking, making and distribution of inappropriate images.
We often stage events for children to which parents are invited. Photographs of setting
productions are ones which parents / carers tend to treasure. We will always try our best to
allow parents / carers to use cameras at such events (on condition that they have signed the
Acceptable Use Agreement).
Occasionally, we may invite the media into our early years setting to take photographs or
film footage for publicity purposes and to record any special events. We will notify you of
such occasions, and will seek specific permission for photographs to be taken, and
potentially published at such times.
We are mindful of the fact that for some families, there may be reasons why protecting a
child’s identity is a matter of particular anxiety, and if you have special circumstances either
now, or at any time in the future which would affect or change your position regarding
consent, please let us know immediately in writing.
To comply with the Data Protection Act 1998, need your permission before photographs
and recording of your child are made.
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Please complete as appropriate.
Child’s name:

☐

I consent to photographs of my child being taken by authorised personnel
representing Peasmarsh Flying Start Pre-School.

☐

I consent to any resulting images being displayed on walls or in digital photo frames
within the Pre-School building where they may be visible at times to the general
public or anywhere which could be defined as a ‘public place’.

☐

I consent to any resulting images being used within the Individual Learning Journey
of my child.

☐

I also consent to images of my child being used within the Individual Learning
Journey of other children within the setting.

☐

I consent to my child’s image being used on the Pre-School website, in publicity
materials or in the media.

☐

I understand that I can withdraw my consent, or can request to see images taken at
any time.

☐

I have discussed the policy with my child, and she / he is happy to be photographed,
although I understand that at any time should she / he refuse or become upset, no
photographs will be taken.

Parent/carer’s name:

Signature
(parent/carer):
Date:

This form is valid for the duration of your child’s time at our early years setting and for five
years afterward. The consent will automatically expire after this time. It is your
responsibility to let us know in writing, if you want to withdraw or change your consent at
any time.
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Photography Acceptable Use Agreement
We recognise that parents and carers are likely to want to record early years setting
productions or special events, and families will value the memories evoked from such mages
for years to come.
We request that parents and carers sign an Acceptable Use Agreement to cover the taking
and use of such images, to ensure that the requirements of the Data Protection Act 1998
are adhered to and the wishes of other parents / carers are respected.
I agree to:
☐
☐
☐
☐
☐
☐
☐
☐

Use recording / photography only in the designated areas agreed
Use recording / photography equipment on the agreed date and time only
Respect the rights of other parents, and will not attempt to make any recordings if
full parental consent cannot be obtained
Stand to the rear of the designated area to avoid obstructing the view of others
Avoid taking unnecessary close-ups of individual children (other than my own child)
Stop recording / taking photos on the request of any staff member
Ensure any photographs or videos taken are for my personal use only
Not sell, publish or display such images in any form, including uploading of photos
on to the internet, in line with Data Protection guidelines

Name of child:

Parent/carer’s name:

Signature
(parent/carer):
Date:
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Sun Safety Policy
Peasmarsh Flying Start Pre-School encourages all children to be aware of the risks when out
in the sun and how to protect themselves.







Children will not be allowed to play outside in the sun unless they are fully
protected.
The Pre-School supplies sunscreen for all children to use and asks for a £1
contribution per child towards this each year.
If you prefer to supply your own sunscreen you are welcome to do so. In this case,
the child should bring it with them to each session and it should be clearly labelled
with their name.
Please sign below to say that you are happy for a member of staff to supervise
children to apply sunscreen at regular intervals, or for staff members to apply
sunscreen when children are not able to do their own.
All children will need to bring a hat to protect them from the sun.

Parent/ Carer Agreement
I enclose a contribution of £1 towards the cost of Pre-School sunscreen / I would prefer to
supply my own sunscreen
I give/ do not give my permission for members of staff to apply sunscreen to my child
Name of child …………………………………………………………………………………..………….……………………..

Signed ……………………………………………….……………………………………………………………………

Name of signatory ..……………………………………………..………………………………………………………………..

Date ………………….....……………………………………………..………………………………………………………………..
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Clothing
The Pre-School provides aprons for particularly messy activities but we recommend that
your child is dressed practically as they may get dirty. If your child wears nappies or trainer
pants, we ask that you send them with spares, wipes and nappy sacks. Unfortunately, we
are required to give you the dirty nappies to dispose of, as we have no facility to do so at the
setting. We do keep clothes in case of accidents, (spillages of drinks, washing hands etc.,
playing in water and messy play), but we would recommend that you provide a change of
clothes in their bag. The Pre-School encourages children to wear a red polo shirt/sweatshirt
with our logo. These are practical clothes and give the children a sense of identity with the
group. Please speak to Julie Stevens about obtaining these.
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East Sussex Children’s Centres Registration Form
East Sussex County Council Letter on Child
Protection Regulations
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Children’s Services
Stuart Gallimore
Director of Children’s Services

Planning and Performance Management
St Mark’s House
14 Upperton Road
Eastbourne
East Sussex
BN21 1EP
www.eastsussex.gov.uk

Date as Postmark
Dear Parent/Guardian
Child Protection Regulations
This letter is distributed to all parents using registered childcare in East Sussex, and
has been given to you for information only.
As you may know, the valuable services offered by childcare providers for children under 8
years are subject to regulation by Ofsted. The purposes of regulation are to protect children,
to provide reassurance to people who wish their children to be looked after, and to ensure
that the services meet specified standards. It is only after these standards are met that a
provider of childcare services is registered. Ofsted inspectors continue to carry out
inspections following registration.
Your provider of childcare has given a commitment for the safety and protection of children
and they are expected to make their individual policies and procedures clear to you. This
includes their policies and procedures for Child Protection and for dealing with concerns and
complaints from parents.
A registered childcare provider has a legal duty to follow the Child Protection Procedures
which have been drawn up by the Local Safeguarding Children Board. A copy of these
procedures can be found in the local library. Under these procedures, childcare providers
have to report any suspicions they have that a child may have suffered, is suffering, or is at
risk of suffering significant harm to the County Council’s Children’s Social Care department.
It is then the responsibility of Children’s Social Care staff to decide what action, if any, needs
to be taken.
Such situations are always distressing but nevertheless the law is clear that the welfare of
children is the paramount concern. The Sussex Procedures state that in the event of an
inquiry, parents will be afforded the right to honesty, full information as appropriate and the
opportunity to express their views and challenge actions.
If you require further guidance about any aspect of the responsibilities of registered
providers, please contact the Standards and Learning Effectiveness Service on 01323
463026 and ask for the Early Years Support and Intervention Officer for your area.
Yours sincerely,

Amanda Glover, LADO Safeguarding Unit
Reviewed September 2019

The East Sussex Children’s Services Department has a policy of open access to records subject to safeguards to
protect confidentiality. If you do not wish your reply to be seen outside the Department please mark it
“confidential” and indicate briefly your reasons for doing so.

