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Dear Parent/Carer
We are very pleased to welcome you ahd your Child to Clever Clogs.

We aim to provide a warm, friendly and excCiting environment in which your
Child will enjoy learhing through play.

We believe strongly that Children develop best when Staff and Parent/Carers
work together.

You know your Child better thah ahyone else ahd you haVve already helped
hit Or her to get Off t0 a great Start. We want to continue this work and
invite you to talk to us about the needs of your Child.

This prospectus explains how our organisation operates. We hope you enjoy
reading through it and if You have any questions please feel free to phone us.

We hope you and your Child enjoy your time here at Clever Clogs and we |00k
fForward to working together.

Debbie Tasker Lisa Webb
Manager Manager



Ihformation about Clever Clogs
Nursery, Breakfast ¢ After-School Clubs:

Background/History:

The Nursery has been part Of the community for the past 30 Years Or SO.
During this time it has provided hundreds of Children with an early
education and prepared them for entry into primary SChool. Qver the years
the Nursery has also provided opportuhities for [0Cal employment and the
ChancCe to gain experience ahd qualifications in ChildCare. Students have
gained high quality work experience and gone on to further their Careers in
the profession. The ChildCare offered by the Clever Clogs enables parents
the flexibility Of ChoiCe t0 be able to pursue their owh Careers anhd interests
in the knowledge that their Children are in safe hands during the day.

Manhagement and Staff:

Clever Clogs is ruh under joint mahagement with a qualified staff structure
appropriate to the staff/Child ratio. We work very closely with the Parents,
the |oCal community, Hillcrest Primary SChool and the [oCal High Schools and
colleges. Qur standards are maintained by working in assoCiation with
Ofsted. We encourage all Staff to attend training courses to keep up to date
with the legislation, standards and to continually develop their sKills.

Debbie Tasker has been involved with the Nursery for the last 20 Years, first
as a Parent helper and later gained her qualifications in Childcare and
Education NVQ Level 3. Debbie previously worked as a Childminder and also
worked for the Parents Resource Centre. She has two, grown-up Children of
her own.

Lisa Webb has been with the Nursery for the past 11 Years in this time she has
gained her NVQ Level 3 in Early Years Childhood anhd Education Studies. She
has two Children of her own and several Years experience working as a
Childminder. She is also experienced in working with Children and adults
with learning difficulties.

Aims:
e TO work closely with Parents/Carers and provide a safe, stimulating,
Friendly and fuh environment for Children aged between 2-11 years.
e TO work together at easing the transition between being at home with
Mum, Dad or Carer to starting Nursery (For both the Carer and Child).
e TO Offer flexibility for Parents by providing extended support at the
beginning and end of the working day.

If you would like to discuss your Child’s Care and your query is fairly
brief, please come into Nursery at the beginning or end of the session
t0 have a Chat.

However, if you would like [onger discussion please make ah
appointment with the appropriate person at g time suitable for you
both.



Clever Clogs:

Our staff are here to listen to the Children, tO provide a wide rahge of
Crafts, activities, games ahd equipment to suit all ages and stages of
development from 2 Years —11 Years. e also have ah outdoor area for the
Children to use. Clever Clogs will inClude the Children in the weekKly planhing;
this Will help ensure that your Childs interests are Catered for. Clever Clogs
will ensure that the your Children are able to enjoy themselves in a safe and
stimulating environment.

Breakfast and After-School Club:

The aim of the Breakfast/After-School Club is to offer a plaCe where the
Children can come and relax, have fun with friends before and after sChool.
This service provides ah opportunity to extend the sChool day to ehable
Parents and Carers the freedom to wWork or study Safe in the knowledge that
their Children are being well [ooked after. Clever Clogs are registered with
Ofsted.

The Children are escorted to and from HillCrest SChool with the TAalking
Bus’. We provide the Children with bright orange reflective jackets to
maximize safety. Please send your Child with appropriate clothing and
footwear as we walk in all weather conditions.

Nursery:

Staff provide activities which help develop lahguage, Co-ordination and
mahipulative sKills, sSuch as sorting, colour, shape, humber, letter recognition
and imaginative play etC. These are all basicC sKills required to entering SChool.
A\ list Of week|y activities Will be on the Parents Notice Board. We currently
work with the Early Years Foundation Stage (EYFS) Framework. During the
titme your Child is with us we will observe and record their development.
When your Child moves on, a “Transition Sheet’ detailing his/her development
will be forwarded to their hew setting. This will also inClude a Tearnhing
Journhey’ SCrap book Containing photos, pictures and a record of special
OCCasions Or events.

The EYFS is based onh four prinCiples of planning for your Child’s
development:

A unhique Child

Positive Relationships
Enhabling Environments
Learning & Development

This is explained in more detail later in the prospectus.



Ctarting at Clever Clogs:

e The stage your Child is at when toilet training isn’t an issue at Clever
Clogs, as we will contihue to do what You are doing at home (Nappy,
Potty, Toilet). Please provide nappies, wipes and a spare Change of
Clothes in @ hamed bag.

e YOu are more thah welcome to stay with Yyour Child for the first couple
Of sessions to help you both adjust if You wish. AS You are probably
aware each Child is different, so if your Child is likely to get upset
then please bring along any comforters they may have e.g. Dummies,
Blankets, Teddy’s etc.

e Children Will require appropriate footwear fOor indoor ¢ outdoor play.

e In hot weather all Children are to have sun Cream applied prior to
attending Nursery. Children attending the After-School Club should
bring sun Cream with them. Please provide your Children with sun hats.

o We have a wide variety of messy activities and although we provide
aprons, sometimes accidents do happen. Please make sure your Child is
dressed appropriately.

o TAe have Nursery t-shirts, sweatshirts, fleeces anhd bags on sale at a
reasonable price, even though these are not compulsory, they are
recommended.

e TFor Nursery, each Child has their own Coat peg with their hame on it.
This helps them to recoghise their own hame. They also have their own
box where they keep anything they have made throughout the session
for you to take home when you collect your Child.

e Tf you would like to arrahge a home Visit, please contact a member of
Staff to disCuss your heeds.

Activities:

We plan activities around your Child’s heeds to support their development.
We encourage the Children to take part in activities but they are hot forced
€0 dO SO as we also encourage them to make their own decisions and choices.
We also encourage the use of socCial sKills, interaction (with other Children
anhd adults) anhd basic good manners. Qur poliCy is tO encourage positive
behaviour, sharing and hegotiation. Staff set good examples by setting the
rules ih consultation with the Children and by encouraging responsibility e.g.
tidy up time. AcCtivities are varied, these inClude; Cooking, sand and water
play, juhk modelling, musiCal instruments, tents and tunnels, themed home
corners, play dough, paints ahd outdoor acCtivities such as nature walks and
treasure hunts.

Special Educational Needs (SEN):

A small humber of Children may have specCial heeds; these may be learning,
physiCal Or emotional heeds. If You have anhy concerns please let a member of
Staff Khow. Qur Staff are trained to recoghise Signs that may be related with
specCial needs, if this is the Case the managers will liaise with you throughout
their time with us to enhance your Child’s abilities.



Cafety:

Please inform Clever Clogs in writing of anyone permitted or NOT
PERMITTED to collect your Child.

If FOr any reason you cannot pick your Child up from Clever Clogs we
would ask you to fill ih @ seCurity sheet before hand with details of the
person who will collect them. In the Case Of ah emergency the
Parent/Guardian is Still to ring with these details. Please send the
hamed person with either ID Or a mutual password.

Please inform Staff Of any Known allergies or mediCal conditions your
Child may have.

If your Child wears earrings could you please ensure they wear studs
for safety reasons. Rjngs and necCklaces are hot permitted.

Please try to make sure your Child doesn’t bring any Valuables or toys
t0o Clever Clogs as we Cannot be held responsible for ahy |0SS or
damage ahd we don’t want to Cause unnecessary distress to the
Children.

If you hear the fire alarm whilst at Clever Clogs, please follow a
member Of Staff out Of the building to the nearest fire exit ahd walk
t0 the far side of the Car park. There is a detailed fire exit route on
the Office door.

Safeguarding Children:

The welfare, safety and protection of Children whilst in our Care is
paramount. The managers are responsible for this and all Staff recoghise
their responsibilities to the Children in their Care. Members Of Staff
uhderstand the procedures they have to follow if they suspeCt abuse. All
Parents/Guardians are welcome to [00K at our Child protection policies
whenever they wish.

Medication:

If Your Child is well enough to come back to Clever Clogs ahd heeds to
Finish his/her medication then please ask for a medication form. A Copy
Of the medicCation form will be shown to You when you piCKk up your
Child and you will be required to sigh this.

Only qualified staff are permitted to administer medication.

Ctaff are fully trained in First Aid.

Government guidance recommends that Children under the age of 5
should be absent for 72 hours before returning to Nursery after
gickness and Diarrhoea.



Packed Lunch/ Shacks:

o Jfyour Child is staYing for packed |unCch/tea then this is to be provided
by the parent/guardian. We are able to heat food using the miCrowave
oven. We promote healthy eating anhd would appreciate it if You sent a
healthy lunch/tea. Please do not send any sweets or fizzy drinks etcC.

e TPlease can you Clearly hame your Child’s lunch box and anything that
may heed to g0 in the fridge.

e Please do hot send any cutlery with your Child as we provide these.

o TAe provide all the Children’s snacks daily except on a IWednesday as we
don’t have access to the KitChen and require you to bring your own.

Complaints:

Anhy complaints should be addressed directly to the mahagers. If you feel the
heed to speak to Ofsted all of the humbers and guidelines you should need
are on the Parent’s Notice Board.

Insurance:

Clever Clogs have full Public Liability insurance, which is displayed on the
Parents Notice Board. Clever Clogs Canhnhot be held responsible for your
Child whilst in your Care, when arriving and collecting on the premises. Staff
Cars are covered by business use insuranhce in Case of emergencies.

Fees:

o You will be billed half-termly unless you are in receipt of benefits (proof
Of which will heed to be seen) to help assist financCial planhhing.

e Tees have to be paid in full within the first twWo weeks Of receiving the
bill or an additional £10 per week Will be added each week thereafter.

e Clever Clogs is registered with the Early Years Childcare and
Development Parthership so the term after your Child turns three
years Of age they are entitled to five free Nursery sessions a week.
Each session is worth two and a half hours. Parents are expected to
pay anhy excess weeks that are hot covered by the Childcare Education
Grant.

o Tees are still to be paid in full if the Child is absent due to siCkness,
holiday leave or if Clever Clogs has to be Closed due to bad weather.

e In bad weather conditions we advise Parents/Guardians to contacCt
Clever Clogs before bringing Children in. You Cah phone us on either
01366 383337 Or 07894237341. If Clever Clogs is Closed due to bad
weather we Will try and get this broadcast Via Radio Norfolk (10¢.4FM).

e [Late Collection — A Charge of £5 per 15 mins Will be added to your bill
for |ate collection. Please ring to inform if you are going to be late.



Application Forms:

Al application forms must be fully completed and returned before your
Child can start Clever Clogs. The appliCation forms must have the CorreCt
information to the best of your kKhowledge e.g. allergies, specCial diets etC.

Cancellation of Sessions:

If you wish to withdraw your Child from Clever Clogs you are required to do
SO in writing and give half a terms hotice. You are required tO pay up to the
end Of the half tertm even if you withdraw your Child beforehand.

Equal Opportunities:

At Clever Clogs we Celebrate a range of Festivals and Celebrations
throughout the year. These may include Chinese New Year, Mothers Day,
Easter, Halloween, Christmas etC. If You don’t want your Child to take part
in any of these becCause Of personal beliefs/ religions please let a member of
Staff Khow SO we are aware Of this. If you would like to |00OK at our full Equal
Opportunities Policy it is available for you to |00k at when ever you wish.

TRegistration Procedure:
When your Child starts at Clever Clogs you Will be required to complete some
forms. These will inClude:

e Child Details Form

e Times ¢ Gessions Form

e (Consent Form

e [Medication Form (if heeded)

e Claim Form (3-¢ Year old funded Children)
e Al About Me’ form (Child)

e All About My Child’ form

There is nO registration fee.

Emergency Contact Details:
AS a Parent/Carer it is Your responsibility to inform us of ahy Chanhges to your
address or contaCt humbers.

Key Person:

Each Child will be assighed a ’Key Person’ to work closely with the Child ahd
Parent/Carer during their time at Nursery. A Key Person has specCial
responsibilities for working with a small humber of Children, giving them the
reassurance to feel safe ahd Cared for and building relationships with their
Parents/Carers.



Early Years Foundation Stage Framework (EYFS):

From September 2008 the Early Years Foundation Stage (EYFS) became the
statuary framework for all those working with Children from birth to 5 years
Of age. The EYFS states that practitioners must support every Child to
develop and learn.

Children are competent learners from birth anhd develop and learh ih a Variety
Of Ways. As practitioners Clever Clogs staff will take into consideration your
Child’s needs, their interests and stages of development. e will use this
information to help plah a Challenging and enjoyable experience aCross all
areas of learning. Each Child will be assighed a ’Key Person’ to work closely
with the Child and Parent/Carer during their time at Nursery.

We recognise that your Child has other learhing experiences outside of the
Nursery setting. We encourage Children to share this with us. This shows the
importance that will be given to their home envirohment and helps the Child
tO feel specCial. This sets the foundation for the relationship between the
Parents/Carers and Childs ‘Key Person’.

Continuous Provision:

continuous Provision is the tertm used for the how the Nursery environment
iS plahhed and orgahised t0 meet the learhing ¢ development heeds Of the
Children. This broken down into four prinCiples:

A Unique Child’

e Key resources are aVailable for Children to choose independently.

e The Nursery provides opportunities for each Child to follow and
concentrate oh their interests.

e The Nursery Will be appropriate to the age and all-round development
Of the Children.

e The Nursery reflects anhd Values the cultures and lanhguages of all the
Children and their [0Cal cCommunity.

“Positive Relationships’

e The staff will enable Children to take responsibility for their own play,
supporting, sharing and following the Children’s interests.

e TPBabies and young Children have time to be hurtured, re-Visit and
continue their development and learhing.

o Areas Of provision are organhised to encourage Children’s socCial
development.

o Information from Parents/Carers Will be reflected in the provision,
providing familiar experiences for the Child.



‘Enabling Environments’
e The areas Of provision are enhanced over time to offer additional
experiences or to follow and develop Children’s play and learning.
e Qutdoor play is orgahised to give Childrenh opportunities for doing
things in different ways and on different scales thanh indoor provision.
e The Nursery allows the Children to make choices about what they are
going to do, how anhd where they are going to do it.

‘Learning & Development’
e The Nursery is resourced to give a breadth and depth of experiences
and opportunities aCross the SiX areas of learhing anhd development.
e [Learnhing intentions are open ended.
e The Nursery is organised so that Children Can explore and think in
imaginative and Creative ways.

The Six Areas of [earhing:
The learhing and development points are divided into SiX areas of learhing as
follows:

Personal, SocCial and Emotional (PSE):

Our main objective is to encourage Children’s confidence and for them to
form a sense of self-awareness. We achieve this through individual and small
group activities. We nurture the Children and encourage them to take ah
active role in their |earning.

Communication, [Language & LiteraCy (CLL):

Language ahd communication is the centre part Of development. Qur main
objective is to provide our Children with a wide range of different language
in all areas of play and learhing by engaging Children in meaningful
conversation. We encourage all of our Children to express their heeds and
feelings and develop their listening sKills and socCial interaction. We encourage
all of our Children to partiCipate in musiCal activities ahd rhymes and we
provide both stories and nonh-fiCtion booKsS.

Problem Solving, Reasoning & Numeracy (PSRN):

Mathematics is everywhere and our main objective is to develop Children’s
mathematiCal ahd problem solving sKills mainly through play. This involves
counting, matching, sorting, sizing, shapes, space and measurement. e
encourage Children to use ahd develop their sKills through play, stories,
sonhgs and role-play. MathematicCal language is used and developed in these
activities.



Knowledge and (Understanding of the World (KUW):

We provide many opportunities for our Children to investigate anhd to make
sense of the world around us. Qur home corner which is Changed regularly,
encourages Children to act out ahd make sense of many roles e.g. doctors,
police, hospitals, post Office, library etC. Qur Children also have the
opportunity to explore and develop ICT skills. We regularly l00K at different
countries and cultures; this could be the first time the Children earn about
different religions and beliefs.

Physical Development (PD):

All our Children have the opportunity to explore different types of
development ahd master basic sKills of co-ordihation and mahipulation of
small objects. Children develop confidence through activities both indoor
ahd outdoor through Climbing, running, dancing, throwing, CatChing, musiC
ahd movement and group games. TAJe also develop fine motor sKills such as
holding pencils, paintbrushes and sCissors.

Creative Development (CD):

We are very proud Of the range Of Creative acCtivities that we offer at Clever
Clogs. There is a Craft table set up each morning and each afternoon session,
which changes daily and is linked into our theme. All Children are actively
encouraged to partiCipate ih Craft activities. Qur Creative activities use a
wide range of materials e.g. Collage, paint, Chalk, Crayons, pencils, juhk
modelling, salt dough etcC. Alongside the Craft table we also offer a paint
easel, which is set up daily giving Children the opportunity to paint anything
they wish to express their feelings. These opportunities allow the Children to
become ihdependent and give them the opportuhity to Choose whiCh
materials they would like to use and express their thoughts anhd feelings.
Alongside these activities the Children also explore the 5 senses through
activities such as Music and Movement, Desighing and Making and
Imaginative Role Play.



Behaviour Policy:

Our policy is to encourage positive behaviour. We do this by being good role
models, setting good examples, we interaCt with the Children and encourage
the following:

e Sharing and negotiation

e (Jsing good manners

e EXplaining to the Children that they should treat others as they wish
t0 be treated

e Praising positive behaviour

e (Jsing stickers as rewards

e Putting leaves on the ‘Kindness Tree’

e Distracting the Children e.g. leading the Child to ahother activity

o TAe also acknowledge the Childs feelings, and recoghise that they may
nheed their own time and space

e Encouraging responsibility e.g. tidy up time

e If we have any concerns we Will liaise with the Parents/Carers

If You have any concerns about your Childs behaviour, please do not hesitate
€0 talk t0 @ member Of Staff.



Nursery ¢ Breakfast Club - Daily Routine:

Time

TRoutine

7.30am

Breakfast Club: We have a range of stimulating activities for the older and
younger Children. At 8.30am the Hillcrest Children go to schoo| with the
TWalking Bus’ and we prepare for the Nursery Children coming in.

9.00am

Children arrive and settle in, they have free play with Craft tables and they
are encouraged to Choose ah activity of their choice. e have a wide variety
Of tabletop ahd floor activities.

10.15am

Shack bar opens. Children wash their hands and have their turn at the shack
bar where they find their hame Card, pour drinks and Choose from a wide
selection of healthy foods from our weekly menu. We use this time to
interact socially with the Children. Children are encouraged to help tidy up.
If they do not want to do this they are free to sit oh the book mat with a
member of staff and |0OKk at books oOr flash Cards. We take this opportunity
t0 share hews, talk about things such as the weather, days of the week, the
months and the seasons.

11.00am

Indoor and outdoor activities and games inCluding dancing, parachute and
ring games.

11.15am

A session of music and movement, story, songs and CirCle time.

11.30am

Home time for the a.m. session Children. Wash hands and have packed (unch
(which you provide) for the Children that staY all day. Children thenh choose a
quiet activity.

12.30pMm

Children arrive and settle in, they have free play with Craft tables and they
are encouraged to Choose ah activity of their choice. We have a wide variety
Of tabletop and floor activities.

1.15pm

Shack bar opens. Children wash their hands and have their turn at the snack
bar where they find their hame Card, pour drinks and Choose frotm a wide
selection of healthy foods from our weekly menu. We use this time to
interact socially with the Children). Children are encouraged to help tidy up.
If they do not want to do this they are free to sit oh the book mat with a
member of staff and |00k at books Or flash Cards. We take this opportunity
t0 share news, talk about things suCh as the weather, days of the week, the
months and the seasons.

2.30pMm

Indoor and outdoor activities and games inCluding dancing, parachute and
ring games.

2.45pm

A session of musiC and movement, story, songs and CirCle time.

3.00pm

Home time.




After-Gchool Club:

Time

3.30pm Pick up Children from Hillcrest — Talking Bus’ back to the Community
Centre

3.50pm Arrive at Community Centre. Wash hands, Children sit down and help
themselves to a healthy drink and snack. e take this opportunity to share
news and talk about the day.

¢.00pm We provide a wide range Of Craft activities, Sames and equipment to suit
different Children’s interests, these include:
Cooking, Basket Ball, Parachute games, Football Table, Sand play, Water play,
Home Corner, Book Corner, Play Station and Sing Star games, Ball Sames, all
sorts of Craft activities and [0tS more.
For Children who waht to do their Homework, we have tables set aside.
We have a spacious Qutdoor Area so that Children Can enjoy fresh air and
exercise.
We encourage the Children to join in with the plannhing of our activities. This
adds to the enjoyment and gives them something to 00k forward to each
week.

5.30pm Gtart to tidy up

6.00pm End of Session




Clever Clogs Openhing Times & Fees:

Breakfast Club A £5.00
7.30am — 9.00am
(mon - £ri)

Breakfast Club B £3.50
8.00aMm — 9.00aMm
(mon - fri)

Mornhing Session £8.50
9.00am- 11.30aMm
(mon - Fri)

Lunch £3.50
11.30 — 12.30pMm
(mon - £ri)

Afternhoon Session £8.50
12.30pMm — 3.00pMm
(mon - fFri)

After-School Club A £6.00
3.30pm — 5.00pMm
(mon - £ri)

After-Gchool Club B £9.00
3.30pM — 6.00pM
(fnon - fri)

We will try our hardest to accommodate the times that are suited to each
individual families needs.

Late Collection — A Charge of £5 per 15 mins Will be added to your bill for |ate
collection. Please ring to inform if You are going to be |ate.

Prices are correct at time Of printing but from time to time they will be
reviewed.



EXxclusion Procedure for
TIiness/CommuniCable Disease

Diseasefllihess Minimal Exclusion Period
Chickenpox 7 Days from appearahce Of rash
Conjunctivitis Kept at home for 2 days;
thereafter until eyes have stopped
watering

Diarrhoea 72 Hours

Gastroenteritis Until authorised by DocCtor

German Measles (Rubella) 4 days from appearahcCe of the
rash

Head lice Until appropriate treatment has
been given

Impetigo Until the skin has healed

Measles 7 days from appearanhce of the
rash

Mumps Until the swelling has subsided
anhd ih no case less thanh 7 days
From onset of illness

Further information oh communiCable diseases is available on
request. If in doubt, please speak t0 a member Of Staff.



ContacCt details for Clever Clogs:

Clever Clogs
Howdale Community Centre
Howdale Road
Downham Market
Norfolk
PE38 9AH

TEL: 01366 383337
MOB: 07894237341
e-mail: Cleverclogs.downhhammarket@google.com
www.clever-clogs.org

Debbie Tasker Lisa Webb
Manager Mahager
(NVQ Level 3) (NVQ Level 3)

Marie Mills Josie Bell Jessica Bridge
Nursery Assistant Deputy Manager Deputy Mahager
(NVQ.Level ¢) (NNEB Diploma) (NVQ Level 3)


mailto:cleverclogs.downhammarket@google.com
http://www.clever-clogs.org/
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© STANDBROOK GUIDE:
(01454) 315774

This map of Downham Market has been licensed for use onh the Clever Clogs prospectus by
Standbrook Guides [td, and may hot be reproduced without their permission
www.standbrook-guides.com/

Maps may be reproduced under licence from Standbrook Guides.
Please telephone 01¢45¢ 315774 £for more information or email: Sales@stanhdbrook-guides.com

Howdale Community Centre, Downham Market, Norfolk, PE38 9AH
Daytime Tel (01366) 383337

From the A10 Rounhdabout, head towards Downham Market Town centre.
Travel along Bexwell Road until you see the High SChool entranCe on your right. Turh left
into Howdale Road and turn left again immediately. We are in the Howdale Community
Centre building at the end of the road. Plenty of Car Parking Space available.


http://www.standbrook-guides.com/_index.php
http://www.standbrook-guides.com/_index.php
mailto:sales@standbrook-guides.com

