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The Staff and Committee Welcome You To  

Wigmore Church and Community Under Fives Pre-School 
 
We know and understand how important your child is and aim to deliver the highest quality of 
care and education to help them to achieve their full potential. 
 
This prospectus aims to provide you with an introduction to our routines, our approach to 
supporting your child’s learning and development and how we aim to work together with you to 
best meet your child’s individual needs.   
 

Our setting aims to: 
 
▪ recognise that every child is unique and deserves to have an equal chance of success 
▪ provide children with a high quality of learning and teaching 
▪ equip children with the knowledge and understanding they need for today and to prepare 

them for the future 
▪ create a strong bond between ourselves, families, and children 
▪ work in partnership with families to ensure we help children grow and develop in confidence 
▪ work together with families to discover ways of learning that allow children freedom to 

develop 
▪ develop a child centred curriculum providing high quality child-staff interactions 
▪ add to the life and wellbeing of the local community 
▪ offer children and their parents a service that promotes equality and values diversity 
 
 

We aim to ensure that each child: 
 

▪ is in a safe and stimulating environment 
▪ is given generous care and attention, because of our ratio of qualified staff to children  
▪ has the chance to join with other children and adults to play, work and learn together 
▪ is helped to take forward his/her learning and development by being encouraged to build on 

what he/she already knows and can do 
▪ has a personal key person who supports them to progress 
▪ is in a setting that sees parents as partners in helping each child to learn and develop 
▪ is in a setting in which parents help to shape the service it offers 
▪ achieves their full individual development potential by planning age appropriate activities 

using the Early Years Foundation Stage document. 
 
 

Ofsted 
 

The pre-school is a registered charity regulated and inspected by Ofsted. A copy of our latest 
inspection report can be found on both our Pre-school and Ofsted’s web sites. 
 
Our pre-school is also a member of the Early Years Alliance who are a national educational charity 
linking 14,000 community-based pre-schools. The charity aims to support the active involvement of 
parents in their children’s early education and to provide opportunities for parents to participate in 
further education and training.  
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Policies 

 
The pre-school has a set of comprehensive policies that provide clear guidance as to how we operate 
to ensure compliance with all relevant regulations and legislation.  
 
Our policies ensure that we strive to achieve the highest standards of quality care for the children 
and that being a member of the setting is an enjoyable and beneficial experience for each child and 
his/her parents/carers. 
 
Policies cover the following topics:  
 
▪ Safeguarding children and child protection  
▪ Employment and staffing 
▪ Health and first aid 
▪ Managing behaviour 
▪ Premises, environment, and equipment 
▪ Equal opportunities 
▪ Information and record keeping 
     
Policies are reviewed on an ongoing basis and amended where necessary. Copies are available on 
our web site, for all parents/carers to read. 
 
 
 

Committee 
 

Whilst the day-to-day running of the pre-school is the delegated responsibility of the staff, the pre-
school is overseen by an elected volunteer management committee who operate in accordance with 
the terms of a constitution.  
 
Our committee comprises mainly of parents with children attending the setting and supports pre-
school in many ways including the organisation and running of fund-raising events.  
 
New committee members with fresh ideas are always welcome and no previous experience is 
required, although you must be willing to undergo security checks including an enhanced DBS check.  
 
Committee meetings are held once each half term and are as friendly and informal as possible.  
 
If you would like to know more about our committee, please do not hesitate to speak to a member 
of staff or current committee member. 
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Pre-school Practitioners 
 

 

 
 

Sam 
 

Supervisor 
 

NVQ3 Children’s Care, 
Learning and Development 

 

 

Maria 
 

Supervisor 
 

DDP3 Diploma in Pre-school 
Practice 

 
     

 

 

Lizzy 
 

SENCO/Pre-school Practitioner 
 

NNEB3 Nursery Nurse 
 

 

 

Sarah 
 

Pre-school Practitioner 
 

NNEB3 Nursery Nurse 
 

 

     

 
 

Loretta 
 

Pre-school Practitioner 
 

NNEB3 Nursery Nurse 
 

 

 

 

Alison 
 

Pre-school Practitioner 
 

NVQ3 Children and Young People’s 
Workforce 

 

 

     

 
 

Bindi 
 

Pre-school Practitioner 
 

NVQ3 Children’s Care, 
Learning and Development 

 

 
Cathie 

 
Pre-school Registrar & Support 

 
Early Years Foundation Degree 

Level 5 

 

 

 

     

 

 
Menal 

 
Financial Assistant 

  
Tracey 

 
Pre-school Assistant 

 
 

 
     

 

 

 
Maddy 

Pre-school Practitioner 
 

L3 Supporting teaching and 
learning in schools 
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Pre-school opening hours 
 
The pre-school is a day care provider open five days a week for thirty-eight weeks of the year.  
 
Pre-school sessions are available for children aged from two years to four years eleven months.  
 
We offer provision from 9.00am to 3.00pm each day. 
 
 
 

Arrival and departure procedures 
 

Once all children have been dropped off at pre-school the doors are secured by means of a security 
access system. There will be a bell on the doors which rings in our playroom to alert us that 
somebody is waiting. If anyone needs to enter outside of normal drop off and pick up times please 
ring the doorbell and wait, we will answer as soon as we are able. 
 
Please inform a supervisor if someone other than yourself will be collecting your child from pre-
school. The best way to do this is to complete a Parental Collection Agreement form. This will be 
included within your Induction Pack, but further copies are available upon request. 
 
Only adults detailed on your Parental Collection Agreement form will be allowed to collect your 
child. If an emergency situation arises and persons you have nominated on your collection records 
are unavailable, please phone and inform us who will be collecting your child. In these situations, a 
password may be given to both the pre-school and the nominated adult who is to collect your child.  
 
 

Home time 
 

Please do not be late collecting your child as this can potentially cause them considerable upset. In 
addition, we place great importance on adult to child ratios and any child in the playroom outside 
of their allocated times causes delays to staff wishing to take their well-earned but very short break. 
 
If you are unavoidably delayed due to exceptional circumstances, please telephone or text our  
Pre-school on Mobile 07414741610 at the earliest opportunity. 
 
Parents who are late in collecting their child will be charged a penalty fee of £5 per 15 minutes. 
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Daily Routine 

 
We believe that care and education are equally important in the experience which we offer 
children. The routines and activities that make up the day in our setting are provided in ways 
that: 
 
▪ help each child to feel that they are a valued member of our setting 
▪ ensure the safety of each child 
▪ help children to gain from the social experience of being part of a group 
▪ provide children with opportunities to learn and help them to value learning 
 
The children are helped and encouraged to take part in adult-led small and large group activities, 
which introduce them to new experiences and help them to gain new skills, as well as helping 
them to learn to work with others. Outdoor activities contribute to children's health, their physical 
development, and their knowledge of the world around them. The children have the opportunity 
and are encouraged to take part in outdoor child-chosen and adult-led activities, as well as those 
provided in the indoor playroom. 
 
A typical day within pre-school will be: 
 
9.00am  Welcome children and parents/ Outdoor play 
 

9.30am  Child initiated activities/adult initiated activities 
 

10.00am            Snack/milk time 
  
11.15am  Tidy up time 
 

11.30am  Story/song time 
 
11.45am  Outdoor play 
 

12.00pm  Lunch time  
 
12.30pm  Child initiated activities/adult initiated activities 
 

1.45pm  Snack/milk time 
 

2.00pm  Tidy up time 
 

2.15pm  Story/song time 
 

2.30pm  Outdoor playtime 
 

3.00pm  Pre-school closes  
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Lunch 
 
Children attending during our lunch period (12.00pm to 12.30pm) must bring a packed lunch. As 
the pre-school supports and promotes healthy eating, we would be grateful if you could provide an 
appropriate lunch including fruit and vegetables etc. Please also ensure the lunch is packed 
appropriately in a suitable container. 
 
Packed lunches are stored in our cooled lunch trolley away from heat sources.  
 

Packed lunch guidance 
 

• Packed lunch SHOULD contain:  
 

1. One portion of fruit – it can be fresh, canned, dried. 
2. One portion of vegetables – salad, cucumber, carrots, tomatoes, 

sweetcorn. 
3. One starchy food – bread, bagel, pitta, wrap, chapatti, pasta, 

rice, cous cous. 
4. One protein food – tuna, ham, chicken, turkey, humous. 
5. One dairy food – yoghurt, cheese. 

 
• Portion sizes should be the size of the child’s own handful for fruit such as 

berries etc., other types of fruit should be the size of their fist.  
• Drinks: Low sugar drinks / milk / water  

 
Please do not provide too much for your child to eat. Children also have snacks 
during each session so will not be starving!  

Please do not include the following 
 
Snacks: Crisps (high in fat and salt) 
 

Confectionery: Chocolate bars, chocolate covered biscuits or sweets. 
 

Meat products: Sausage rolls, pies. 
 

Sugary drinks: Fizzy, Capri Sun etc. 
 

Processed foods: High in salt and additives. 
 

Nuts, Eggs, and other allergens 
 

Please be mindful of allergies and do not send any foods into pre-school that are or 
contain: Nuts or Eggs 
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Milk time and snacks 

 
Pre-school makes snacks and lunch a social time during which children and adults eat together. The 
children are offered a drink of milk or water at snack times, mid-morning and mid-afternoon.  They 
are helped to find their name card and to pour their own drink.  They are asked to sit at the snack 
tables until they have finished. Water is always available for the children throughout the day. 
 
In accordance with current legislation we will display information regarding known allergens and if 
they are present in any food we provide. If your child has any special dietary needs or you know or 
suspect that your child has food allergies or intolerances, then please speak to a member of staff.  
 

Snacks rota 
 
Pre-school supports and promotes healthy eating and operates a rota for the provision of snacks 
which will be displayed in the corridor. Each half term parents are invited to contribute suitable 
items such as fruit, salad, vegetables, bread, or multicultural foods.  
 
Please be aware that we have up to thirty children in pre-school at any one time.  
 

Sun safety 
 

During the warmer months from April to September we may amend our daily routine to encourage 
outside play before 11.00am and after 2.00pm with more inside play between these hours. Pre-
school provides sun hats if hot and sunny to protect children from the harmful effects of the sun 
whilst playing outside. 
 
For children in half day care please apply sunscreen of a sufficient factor to protect your child for 
the duration of their session before bringing them to pre-school. 

 
For children in full day care please apply sunscreen to your child before bringing them to pre-school. 
In addition, a labelled bottle of sunscreen can be brought to pre-school so that a member of staff 
can supervise and assist your child in reapplying it if necessary. 
 
 

Joining in/sharing skills and interests 
 
We welcome contributions from parent’s own skills, knowledge, and interests to the activities of the 
group.  If you would like to join us for a session and share your interests etc. then please talk to 
your key-person. 

 

No smoking 
 

Smoking/ vaping is not permitted in or around the pre-school premises. We respectfully request all 
parents/carers to abide by this rule. Please also be mindful of the effects of passive smoking and be 
respectful to others by not smoking at the entrance to the building. Thank you. 
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Settling in children at pre-school 

 
Moving from home to pre-school can be hard for children. It is important to remember that 
children are all different. Some children will come into pre-school without any worry, happily 
settling down to play, letting parents go home. Other children may need a little time to become 
confident enough to let parents out of their sight. Alternatively, a few children find it really hard 
to be left alone at pre-school.  
 
If you are lucky, your child will be one that is happy and settled from the beginning. It is much 
more likely however that your child will become upset at some point when first left at pre-school. 
Sometimes children are happy for the first few weeks and then decide to get distressed. All these 
reactions are quite normal.  
 
To avoid a child becoming distressed, it is good practice that a good relationship is established 
before the child is left by the parents. This can be achieved by parents staying in the setting 
several times before children are left except in the case of extenuating circumstances, so that 
children can get to know the staff who will be looking after them. 
 
The aim is to familiarise the child with both the setting and staff members. It is helpful if parents 
understand that, during the child’s first sessions, they need to step back a little so that their child 
has a chance to play with staff members and for them to get to know each other. The staff 
members can find out what the child enjoys doing and build up a relationship with the child by 
playing and talking. Once the child becomes used to being with the staff members, parents can 
then start to leave.  
 
It is important to remain positive, as children settle quickly given time. 
 
Talk to your child about going to pre-school, the toys, activities and fun that they will have. Keep 
coming to pre-school regularly, developing a routine. If your child has a favourite toy or comfort 
object, let them bring it with them. Maybe you could leave your child an item of your own for 
them to look after until you return. Always be on time to collect your child, not for our sake but 
for theirs. Children do not understand why their parent or carer is the only one not to arrive. All 
these things will help your child to settle quickly.  
 
It is our aim to work in partnership with parents helping them and their children to enjoy their 
time at pre-school.  
 
If you have any questions or concerns about your child settling at pre-school, then please talk to 
your keyperson. 
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Key-persons 

 
Wigmore Under Fives run a key-person system, where a member of staff liaises with each family to 
meet the individual needs of each child.  
 
Our priority with new children is to help them become settled and happy in their new pre-school 
environment. Children are introduced to new activities, experiences, and routines gradually. Key-
persons will observe children to see if they need comfort, support, or guidance during their 
attendance. As often as possible, your child’s key-person will see to your child’s needs and 
gradually build up a relationship so that your child has a familiar adult on hand for reassurance 
and encouragement. Please note that not all staff work every day, but we have matched your 
child’s key-person to your child’s attendance as much as possible. In the event of your key-person 
not being available please be reassured that other staff members will be there to support and care 
for your child.  
 
Key-persons communicate with parents as often as possible through sessional contact and also by 
using key-person contact booklets if needed. If unable to speak to parents directly, the booklets are 
used to inform parents about any achievements, observations or concerns that key-persons have 
noted. Parents are asked to read, sign, and contribute their own observations of their child. If your 
book has been given out to you, please read, sign, contribute and bring the contact book back to 
pre-school promptly.  
 
 

Safeguarding children 
 
Our setting has a duty under the law to help safeguard children against suspected or actual 
‘significant harm’. Our policies and procedures in this area are rigorously enforced and our 
employment practices ensure children are protected against the likelihood of abuse in our setting.  
 
Our setting uses a recording procedure that is required by the Luton Safeguarding Children’s 
Board. If a child arrives at the setting with a large bump, bruises, black eyes etc. parents will be 
asked to write down the circumstances of the injury e.g. child fell off bike. A safeguarding form will 
then be completed by a member of staff, shown to the child’s parent/carer who will be asked to 
confirm the details and sign it. All forms will be filed within the children’s records and passed onto 
any new setting that children move onto in the future. The aim of this recording procedure is to 
ensure a common, effective standard of internal recording across all education settings in Luton 
and to work in partnership with parents/carers to keep children safe.  
 
Our way of working with children and their parents ensures we are aware of any problems that 
may emerge and can offer support, including referral to appropriate agencies when necessary, to 
help families in difficulty. 
 
We are aware of our obligations with regard to Health and Safety and constantly apprise 
ourselves of current legislation and recommendations. We carry out regular and thorough risk 
assessments covering all aspects of our setting and hold regular ‘practise runs’ of our emergency 
evacuation procedure. 
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Children's development and learning 

 
As defined by The Early Years Foundation Stage there are four overarching principles which shape 
practice in early years settings:  
 

- Every child is a unique child who is constantly learning and can be resilient, capable, 
confident, and self-assured. 

 
- Children learn to be strong and independent through positive relationships. 

 
- 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, 
parents and carers. 

 
- Children develop and learn in different ways and at different rates. The framework covers 

the education and care of all children in early year’s provision including children with 
special educational needs and disabilities. 

 
Children start to learn about the world around them from the moment they are born. The care 
and education offered by our setting helps children to continue to do this by providing all of the 
children with interesting activities that are appropriate for their interests, age and stage of 
development.  
 
 

The Early Years Foundation Stage 
 
Within the EYFS there are seven areas of learning, all of which are important and inter-connected. 
Three areas are particularly crucial for igniting children’s curiosity and enthusiasm for learning, 
and for building their capacity to learn, form relationships and thrive.  
 
Three areas, the prime areas, are:  
 
Communication and language, Physical development and Personal, Social and Emotional 
Development 
 
Children are further supported in four specific areas, through which the three prime areas are 
strengthened and applied. The specific areas are:  
 
Literacy, Mathematics, Understanding the World and Expressive Arts and Design  
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Our approach to assessment 
 

We assess how young children are learning and developing by observing them frequently. We use 
information that we gain from observations, photographs of the children and analysis of children’s 
drawings to document their progress and plan future activities. We believe that parents know their 
children best and we ask them to contribute to assessment by sharing information about what 
their children like to do at home and how they as parents are supporting development. 
 
Records of development and achievement 
 

Children’s achievements and development are recorded in their own online Learning Journal using 
a secure program called ‘Tapestry’. Parents are invited to view their child’s observations via the 
Tapestry App. Your child's key person will work in partnership with you to make these records.  
 
The progress check at age two 
 
The Early Years Foundation Stage requires that parents and carers are supplied with a short 
written summary of their child’s development in the three prime areas of learning and development 
- personal, social and emotional development; physical development; and communication and 
language - when a child is aged between 24 - 36 months. Where appropriate, your child’s key 
person will be responsible for completing the check using information from on-going observational 
assessments carried out as part of our everyday practice, taking account of the views and 
contributions of parents and other professionals. 

 
Inclusion 

 
As part of our setting's policy to make sure that our provision meets the needs of each individual 
child, we take account of any special needs a child may have. Our setting works to the 
requirements of relevant legislation and codes of practice. 
  
Our Special Educational Needs Co-ordinator is: Lizzy Evans 

 

 
Rules 

 
We believe that children flourish best in an environment where each child knows what is expected 
of them. We aim to help children to develop self-discipline and self-esteem in an atmosphere of 
mutual trust and respect. To achieve this pre-school adopts the following rules regarding behaviour:  
 

▪ walking not running 
▪ no shouting, screaming, swearing or aggressive language 
▪ no hitting, pinching, biting, kicking, pushing etc. 
▪ having respect for people, toys, and equipment 
▪ use of positive language such as ‘please’ and ‘thank you’ 
 

If children behave in an unacceptable manner, they will be given adult support in how to behave 
more appropriately.  
 

Incidents of unacceptable behaviour will be recorded, and the parent/carer informed and asked to 
sign the record. If parents wish to discuss the incident, please wait until other parents/carers have 
left to speak to a member of staff. 
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Fees 

 

Fifteen hours free early years provision per week is currently available for all eligible three and 
four-year-old children commencing the term after their third birthday. Working parents/carers of 
three- and four-year olds may be eligible for a further fifteen hours in addition to the existing 
fifteen hours if they meet certain criteria. Nursery education funding is also available for some 
eligible two-year olds. Information regarding eligibility and the application process can be found at 
the government’s website where you can also communicate with HMRC to confirm what your 
entitlements are, www.childcarechoices.gov.uk 
 
The Childcare Choices site contains a link to apply for thirty hours eligibility. Alternatively, the 
application site can be accessed directly, https://childcare-support.tax.service.gov.uk/ 
 
With regard to thirty hours eligibility, once your application has been approved you will be 
provided with a code by HMRC. This code MUST be provided to us and validated prior to your 
child starting.  
 
For attendance over and above the free allocation and for children not yet old enough to receive 
the free provision, fees are charged per hour in accordance with our tariff. We will issue an invoice 
clearly detailing how much you are required to pay, the date by which the invoice must be paid 
and acceptable methods of payment.  
 

We accept cash, childcare vouchers, direct payments into Metro Bank where we hold our account 
'Wigmore Under Fives'. The details will be stated on the invoices where applicable. 
 
For your child to keep his/her place at our setting, you must pay the fees. If fees remain overdue for 
payment or a child does not attend for more than two weeks without notifying pre-school their place 
may be reallocated to another child on our waiting list. 

 
Sessions not attended must be paid for unless a Doctors certificate/letter is produced in the case of 
illness. 

 

 
Clothing 

 

As paint, glue, playdough etc. are used in pre-school it is suggested that your child wears old clothes 
as materials used will sometimes not wash out.  We do ensure that when these activities are 
undertaken aprons are worn but cannot be held responsible for spoiled clothes. 

 

T-shirts and sweatshirts bearing our logo are available in a range of colours.  
 

Please ensure that your child’s coat, sweatshirt, and shoes are clearly named. This helps us to get 
the children outside as quickly as possible to enjoy the garden area and avoids confusion for children 
who may have similar coats. 
 

For safety reasons we request that your child does not wear any jewellery including large earrings 
or necklaces at pre-school. Please also ensure that your child is wearing suitable shoes which will 
enable them to play and climb safely. Slip on, flip flop or open toe shoes can become caught on 
outdoor play equipment and cause injury.  
 

 
 

http://www.childcarechoices.gov.uk/
https://childcare-support.tax.service.gov.uk/
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Illness  

 

If shows any signs of illness, has a temperature, cough or is lethargic, please keep them at home.  A 
sick child is not usually happy at pre-school and the illness could be passed on to other children.  

 
If your child has a contagious or notifiable illness, please notify us. If your child has an upset tummy, 
please keep them away from pre-school until they are clear for 48 hours. 
 
 

Medication 
 

If your child has any specific problems which you feel we should be aware of please let your key-
person know as soon as your child starts pre-school. 
 

Children should be given medication at home when possible.  
 

If your child has a special need e.g. an inhaler, please inform your key-person who will note details 
in our medication records. If any medication is to be given permission will be sought beforehand. 
 

Hygiene 
 

Please remember to inform staff if your child is in a nappy or pull up. If a child becomes wet during 
a session staff will change them. This will include their clothing if necessary. 
 

If it is likely that your child will require changing during their time at pre-school, please provide 
either nappies or pull ups along with wipes and a change of clothes in their named pre-school bag. 
This will be returned to you regularly to be restocked. 
 
Your child might also become wet/dirty when playing with water, paint or in the garden. Please can 
all parents provide a change of clothes and some plimsolls/trainers in their named pre-school bag. 
This can be hung on the pegs in the corridor.  
 
If your child is changed during the session, your child’s bag will be given to you at home time so 
that clothing can be taken home for washing.  

 
Accidents 

 

Children often bump themselves during play. If your child has an accident at pre-school it will be 
recorded on an accident form. A member of staff will explain the accident and parents/carers will be 
asked to sign the accident form when they pick up their child at the end of the session.  

 

Head Lice 
 

Please check your child regularly for head lice. If your child has head lice, please do not bring him/her 
into pre-school until successfully treated.  

 

If we notice head lice on your child, you will be discretely informed so you can collect your child 
and take them home to be treated quickly. If head lice are found on a child during a session, a 
notice will be displayed to inform all parents to check their child’s hair. 
 

We ask all parents to be vigilant regarding this problem as it is not pleasant for children, parents, 
or staff. 
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Snow Days 

 

In the event of heavy snowfall, the pre-school may need to close. This is for health and safety 
reasons and also due to the need to maintain staffing ratios. Please do not attempt to drive or 
walk to pre-school if the road conditions are bad.  
 

If the pre-school does close due to inclement weather, we will place a message on our Pre-school 
Parents WhatsApp group, Facebook, and Website pages.  
 
We hope that you and your child have a happy time with us at pre-school and thank you for your 
support.  
 

 
PLEASE KEEP THIS BOOKLET IN A SAFE PLACE FOR FUTURE REFERENCE 

 
 
Terms and Conditions 
Only a parent/guardian with parental responsibility for a child can register that child for a 
childcare place with us. We will ask to see your child’s birth certificate, or other relevant 
documentation, to confirm that you have parental responsibility for the child as part of our 
registration process. 
 
1.0 Our obligation to you 
1.1 We will provide the agreed childcare facilities for your child at the agreed times (subject to 

any days when we are closed).  
1.2 We will notify you as soon as possible of any days we will be closed. 
1.3 We will treat your child with the utmost respect and dignity. We will never use or threaten 

any type of punishment that could adversely affect a child’s wellbeing. 
1.4 We will provide you with regular updates as to your child’s progress and will agree times to 

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

1.5 We will comply with the requirements of the Early Years Foundation Stage and our Ofsted 
registration in regard to the childcare services we provide for your child. 

1.6 We will make available on our preschool website, details of our policies and procedures, 
which outline how we satisfy the requirements of the EYFS in our everyday practice. 

1.7 We will maintain appropriate insurance to cover our childcare activities.  
 
2.0 Your obligation to us 
2.1 You will need to complete and return our Registration Form before your child can start with 

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

and keep us informed of any other necessary information that may affect the childcare that 
we provide for your child with particular urgency afforded to medical or allergy information, 
contact and/or address details. 

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

or any factor relating to their childcare place with us at mutually agreed times. 
2.5 You must immediately inform us if your child is suffering from any contagious disease, or if 

your child has been diagnosed by a medical practitioner with a notifiable disease. For the 
benefit of other children attending you must not allow your child to attend whilst they are 
contagious and pose a risk to other children during normal daily activities. 
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2.6 You must keep us informed of the identity of the persons who will be collecting your child. If 
the person who is due to collect your child is not usually responsible for collecting them, we 
will require proof of identity. If we are not reasonably satisfied that the person collecting 
your child is who we were expecting, we will not release your child into their care until we 
have checked with you. 

2.7 You must inform us immediately if you are not able to collect your child by the official 
collection time. You must make arrangements for another authorised person to collect your 
child as soon as possible. Parents who are late in collecting their child will be charged a 
penalty fee of £5 per 15 minutes. 

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

2.9 You will provide us with at least two weeks’ notice of your intention to decrease the number 
of hours (minimum 15hrs) your child attends or to withdraw your child (and end this 
Agreement). If insufficient notice is given you will be responsible for the full fees for your 
child for the final half term of their attendance.  

2.10 You must inform us if your child is the subject of a court order and provide us with a copy of 
such order on request. 

 
3.0 Payment of fees 
Fifteen hours free early years provision per term week is currently available for all eligible three 
and four-year-old children commencing the term after their third birthday and will be deducted 
from invoices where applicable. Working parents/carers of three- and four-year olds may be eligible 
for a further fifteen hours in addition to the existing fifteen hours if they meet certain criteria. 
Nursery education funding is also available for some eligible two-year olds. For children not eligible 
for free provision, or who attend for more than their weekly eligibility, fees become payable as 
soon as an attendance pattern is agreed and confirmed by the pre-school.  
 
3.1 Pre-school fees are charged per hour in accordance with our tariff, are charged in advance 

and MUST be paid in advance. Our hourly rate will be notified to you in advance of your 
child starting. We may review this rate at any time but shall inform you of the revised 
amount at least one month before it takes effect. If you do not wish to pay the revised fees, 
you may end this Agreement by giving us two weeks’ notice. 

3.2 Fees must be paid in full by the end of the second week of the term to which they relate.  
3.3   We accept cash, childcare vouchers, direct payments into Metro Bank where we hold our    

  account 'Wigmore Under Fives'. The details will be stated on the invoices where applicable. 
3.4 Adjustments to invoices for changes in attendance patterns will only be agreed in exceptional 

circumstances and are at the sole discretion of the pre-school. 
3.5 Fees for additional hours over and above contracted hours for periods already invoiced must be 

paid prior to or at the time of the additional attendance. 
3.6 Late payments may incur a late payment fee and daily interest may be charged on all 

outstanding amounts at the rate of 3% above the prevailing Bank of England base rate. 
3.7 If the payment of fees is outstanding for more than 14 days, then we may terminate this 

Agreement by giving you 14 days’ notice in writing. Upon termination of this contract the 
child shall cease forthwith to be admitted, and the notice to so terminate shall be regarded 
as a formal demand for outstanding monies. 

3.8 Wigmore Under Fives Pre-school will seek settlement of arrears by any appropriate means 
which may include the use of debt collection agencies and/or court proceedings. 

3.9 If you have amended your attendance pattern, or have been unable to collect your child by 
the official collection time and we have as a result provided you with additional childcare 
facilities, we will raise the applicable charges under a separate invoice for payment. 

3.10 Fees MUST be paid irrespective of whether your child attends or not. No refund will be given 
for periods where the place is unfulfilled due to illness or holidays on the part of either party. 
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We are closed on bank holidays and for training days to support our continuing professional 
development for the benefit of children and families; this has already been taken into account  
when calculating your child’s fees. We accept no liability for other costs which you incur if we 
are unable to provide childcare for any reason. 

3.11 In the event of late collection of your child, we reserve the right to charge a late collection 
fee and/or for each additional 15 minutes, or part thereof, on a pro-rata basis 

 
4.0 Suspension of a child 
4.1 We may suspend the provision of childcare to your child at any time if you have failed to 

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

terminate this Agreement by giving written notice, which will take effect on receipt of the 
notice. 

4.3 We do not support the exclusion of any child on the grounds of behaviour. However, if your 
child’s behaviour is deemed by us to endanger the safety and well-being of your child and/or 
other children and adults, it may be necessary to suspend the provision of childcare whilst 
we try to address these issues with you and external agencies as appropriate.  

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

4.5 If your child is suspended part way through a term under the conditions stated in clause 4.3 
we shall give you a credit for any fees you have already paid for the remaining part of that 
term, calculated on a pro rata basis. This sum may be offset against any sums payable by 
you to us. 

 
5.0 Termination of the Agreement 
5.1 You may end this Agreement at any time, giving us at least two weeks’ notice. 
5.2 We may immediately end this Agreement if: you have failed to pay your fees; you have 

breached any of your obligations under this Agreement and you have not or cannot put 
right that breach within a reasonable period of time after we have drawn it to your 
attention; you behave unacceptably, as we do not tolerate any physical or verbal abuse or 
threats towards our staff; we take the decision to close. We will give you as much notice as 
possible in the event of such a decision. 

5.3 It may become apparent that the support we are able to offer your child is not sufficient to 
meet his/her needs. In these circumstances we will work with you, the local authority and 
other welfare agencies as per our procedures to identify appropriate support, at which point 
we may end this Agreement. 

5.4 You may end this Agreement if we have breached any of our obligations under this 
Agreement and we have not or cannot put right that breach within a reasonable period after 
you have drawn it to our attention. 

 
6.0 General 
6.1 If we have to close or we take the decision to close due to events or circumstances beyond 

our control (e.g. extreme weather conditions) fees will continue to be payable and will only 
be refunded at the sole discretion of the pre-school. We shall be under no obligation to 
provide alternative childcare to you.  

6.2 If you have any concerns regarding the services we provide, please discuss them in the first 
instance with your child’s key person. Customer satisfaction is paramount, and any 
concerns/complaints will be dealt with in line with our Complaints policy. 

6.3 We reserve the right to refuse to admit your child if they have a temperature, sickness and 
diarrhoea or a contagious infection or disease on arrival at our setting, or to ask you to 
collect your child if they become unwell whilst in our care, in line with our Managing 
Children who are Sick, Infectious or with Allergies Policy 
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6.4 Should your child be attending during our lunch period (12.00pm to 12.30pm) and you 
provide a packed lunch for them, it will be healthy and packed appropriately within a suitable 
container.  

6.5 Children fall over and bump themselves frequently. If your child has an injury from home or 
has an accident on the way to pre-school, you must inform us and complete and sign the 
relevant forms. 

6.6 If your child has an accident/incident at pre-school, you will be informed about the 
circumstances, given advice if necessary and asked to sign an accident/incident record. Please 
be aware that pre-school is unable to give any other children’s names related to any incident 
due to confidentiality. 

6.7 Any personal information you supply to us will be collected, stored, and used in accordance 
with the principles of GDPR and our Confidentiality and Client Access to Records Policy.  

 
7.0 This Agreement 
7.1 We reserve the right to vary the terms and conditions contained in this Agreement 
7.2 Acceptance of a place will be deemed as acceptance by you of these terms and conditions. 
 

Privacy Notice, GDPR (General Data Protection Regulations) How we use 
pupil information 
We collect and hold personal information relating to our children and may also receive information about 
them from their previous setting (if applicable), local authority and/or the Department for Education 
(DfE). We use this personal data to:  
 

• support our pupils’ learning 
• monitor and report on their progress (Local Authority Tracking System & Tapestry on-line) 
• provide appropriate pastoral care; and 
• assess the quality of our services 

 
This information will include their contact details, national curriculum assessment results, attendance 
information, any exclusion information, where they go after they leave us and personal characteristics such 
as their ethnic group, any special educational needs they may have as well as relevant medical information.  
 
We will not give information about our pupils to anyone without your consent unless the law and our 
policies allow us to do so. If you want to receive a copy of the information about your son/daughter that 
we hold, please contact us.  
 
We are required, by law, to pass certain information about our pupils to our local authority (LA) and the 
Department for Education (DfE). 
 
DfE may also share pupil level personal data that we supply to them, with third parties. This will only take 
place where legislation allows it to do so and it is in compliance with GDPR.  
 
Decisions on whether DfE releases this personal data to third parties are subject to a robust approval 
process and are based on a detailed assessment of who is requesting the data, the purpose for which it is 
required, the level and sensitivity of data requested and the arrangements in place to store and handle the 
data. To be granted access to pupil level data, requestors must comply with strict terms and conditions 
covering the confidentiality and handling of data, security arrangements and retention and use of the data. 
 
For more information on how this sharing process works, please visit: 
https://www.gov.uk/guidance/national-pupil-database-apply-for-a-data-extract 
For information on which third party organisations (and for which project) pupil level data has been 
provided to, please visit: https://www.gov.uk/government/publications/national-pupil-database-requests-
received 

 

https://www.gov.uk/guidance/national-pupil-database-apply-for-a-data-extract
https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/government/publications/national-pupil-database-requests-received
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Luton Contact Numbers 

Luton Family Information 
Service 

01582 548888 
 

 

Early Years Alliance 
 

01525 715248  

Ofsted General Helpline 
 

0300 123 1231  

Family Tax Credits Helpline 
 

0345 300 3900  

Samaritans 
 

01582 720666  

NSPCC 
 

0808 800 5000  

National Domestic Violence 
Helpline  
 

0808 2000 247 24-hour helpline 

Women’s Aid Luton 01582 391856 
Mon – Fri 
10.00 – 17.00 

Offers refuge, outreach, drop-in 

Luton All Women’s Centre 01582 416783 Offers a wide range of services including 
support, advice, and counselling on domestic 
abuse, forced marriages and honour violence 

Steppingstone charity (Luton) 01582 457114 
 

Offers help and support to women affected by 
any drug/alcohol, domestic abuse, mental 
health, and social care related issues 

M.A.L.E (Men’s Advice Line) 0808 801 0327 Help and support for male sufferers of domestic 
abuse 

Independent Domestic Violence 
Advisors (IDVA’s) 

01582 488777 Independent advice and support 

Citizens Advice Centre 0344 245 1285 Free, independent, and confidential advice on: 
Debt, Housing, Employment, Welfare Benefits, 
Family and Personal Matters, Consumer 
Contracts, Legal Procedures, Education and 
Health. 

Luton Police 
 

01582 401212 
 

In an emergency call 999 
Non-emergency number 101 

Gingerbread 0808 802 0925 Advice and support for single parents 
 
 
 
 

 


