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Acorn Under Fives was founded in 1986 by a group of parents in response to the lack of pre-school provision at that time.  Today it remains a community pre-school run by a committee of volunteers under the umbrella of the Pre-school Learning Alliance.
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1.	Contact information
Our address is: 	Acorn Under Fives
c/o Oaklands Infant School	
Butler Road
Crowthorne
RG45 6QZ

Telephone No.:	01344 752752	
E-mail:	acornunderfives@weycp.org.uk 
Website:	www.acornunderfives.com 


2.	Opening Times
We are open for 38 weeks each year and are closed during the school holidays. We are open for 5 days each week, term time only. We provide care and education for young children between ages of 2 years and 5 years.

Opening Times:

	Sessions
	Times

	Morning session
	09.00am – 12.00pm

	Morning with lunch club
	09.00am – 12.30pm

	Early morning, lunch and afternoon
	09.00am – 15.30pm

	Morning, lunch and afternoon
	09.30am – 15.30pm

	Afternoon
	12.30pm – 15.30pm



Your child is required to attend Acorns for a minimum of two 3 hour sessions (taken over 2 days) and a maximum of 32 ½ hours per week.



3.	SCHOOL TERM DATES 2023/24
	
Summer Term 2024
Monday 15th April	START OF TERM
[bookmark: _GoBack]Monday 6th May	Bank Holiday
Monday 27th May to Friday 31st May	Half Term
Monday 3rd June	Inset Day (In line with Oaklands)
Wednesday 17th July	END OF TERM
Autumn Term 2024
Tuesday 3rd September	Inset Day/Home Visits
Wednesday 4th September	START OF TERM
Friday 25th October	Inset Day (In line with Oaklands)
Monday 28th October to Friday 1st November	Half Term
Monday 4th November	Inset Day
Tuesday 17th December	END OF TERM
Spring Term 2025
Monday 6th January	Inset Day/Home Visits
Tuesday 7th January	START OF TERM
Monday 17th to Friday 21st February	Half Term
Friday 4th April 	END OF TERM
Summer Term 2025
Monday 21st April	Easter Monday Bank Holiday
Tuesday 22nd April	START OF TERM
Monday 5th May	Bank Holiday
Friday 23rd May	Inset Day (In Line with Oaklands)
Monday 26th May to Friday 30th May	Half Term
Friday 18th July	END OF TERM



4.	Staff List
	

Name
	Job Title
	Qualifications and Experience

	Lucy Wilson
	Manager
	NNEB Diploma in Nursery Nursing

	Jacqui Milligan

	Deputy Lead Practitioner
	Level 3 Early Years Care and Education

	Becky Wells 

	Early Years Practitioner

	Level 3 Diploma for the Children and Young People’s Workforce  

	Laura Andrews
	Early Year Practitioner
	Level 3 Diploma for the children and young people’s workforce

	Gayna Pose
	Early Years Practitioner
	Childcare Experience

	Beverley Morris
	Early Years Practitioner
	Level 3 Diploma for the children and young people’s workforce

	Chrissie Waters
	Early Years Practitioner
	Level 2 NVQ in Early Years

	Nicola Sarin
	Early Years Practitioner
	Level 3 Diploma for the children and young people’s workforce

	Lorna Owens
	Early Years Practitioner
	Childcare Experience

	Lauren Farrell
	Early Years Practitioner
	Level 3 Diploma for the children and young people’s workforce

	Marcia James
	Early Years Practitioner
	Teacher

	Julie Davis
	Administrator
	20+ years experience in Admin & PA work







5.	Getting Ready for Pre-school
We have often been asked by parent/carers for suggested activities and experiences that can help prepare children for starting pre-school.  Some ideas that you may like to consider are:
· Encouraging your child to be independent when putting on/ taking off their coats, shoes, hats etc.  
· Providing opportunities for children to play with others.
· Encouraging your child to use their own self-help skills e.g. wiping their nose, washing their hands and telling you when they need help.

6.	Starting at Acorn Under Fives
Home visit and setting visits
Your child’s key person will carry out a home visit. We believe that children settle best when they have a key person to relate to who knows them and their parents well. By playing with your child at home it allows your child to familiarise themselves with their key person and begin a sense of trust. You will be offered a setting visit to see how normal sessions run and this will give you an idea of some of the things your child will be doing whilst at Acorns.  You will have opportunity to talk with your key person about your child and put together a care plan if needed.

The first days
We want your child to feel happy and safe with us. To make sure that this is the case, the staff will work with you to decide on how to help your child to settle into the setting. 

Uniform
Although uniform is not compulsory, we do find that most parents prefer it. You can order uniform directly through My Clothing at https://myclothing.com/acorn-under-fives/19125.school

We still have a little stock of age 5-6 uniform for you to purchase from our previous provider. Acorn T-shirts and sweatshirts are available in a variety of colours, let us know if you would like to take a look at what we have.

We request that children also wear comfortable jogging bottoms/leggings and closed toe shoes.  We do provide protective clothing for the children when they play with messy activities. We encourage the children to gain skills that help them to be independent and look after themselves - this includes taking off and putting on outdoor clothes. Clothing that is easy for them to manage will help them do this. Please do not send your child in their best/favourite clothes as having fun can be messy, even with protective clothing. Please could you also ensure that all clothes are clearly named. 



Lunch Club & Snack

Eating represents a social time for children and adults. We promote healthy eating at mealtimes and encourage all children to bring a healthy well balanced packed lunch with nutritious food, which meets the children's individual dietary needs. Please do not provide anything containing nuts i.e. peanut butter, Nutella etc as we often have children with nut allergies.

We also ask you provide your child with a snack to have during their session (fruit, vegetables, cheese, breadsticks, etc) and a drink in a named bottle/drinks container.

Please can all containers be named.

7.	Timetable and Routines

Our setting believes that care and education are equally important in the experience that we offer children. The routines and activities that make up the day in the setting are provided in ways that:
· help each child to feel that she/he is a valued member of the setting;
· ensure the safety of each child;
· help children to gain from the social experience of being part of a group; and
· provide children with opportunities to learn and help them to value learning.

8.	The Sessions

As soon as Children arrive at Acorns they can choose where they would like to ‘Explore’, all areas are open. Children are born with a natural desire to explore and learn and practitioners at Acorns will support them in this. We do this by creating an enabling environment, both physical and emotional and through the relationships and interactions that the children experience. We do not plan ahead, rather we remain “in the moment” with the children as they explore and learn. We provide opportunities and an environment that stimulates curiosity, and we pick up on things that have sparked the child’s interest. We observe carefully and listen closely, taking the child’s lead and enhance the learning whenever we spot a “teachable moment”. Our observations, interactions and the outcomes are recorded afterwards. This means that children are experiencing quality interactions with all adults, rather than singular snapshots of learning. The only time we stop and come together is at the end of the session when your child will spend time with their key person in a small group. This time is for rhyme time, stories, sharing things that have been made during the session and reflection time.

9.	Dropping off and Collecting your Child

Please could you ensure that you drop off and pick up your children promptly for their sessions. Being late can be very disruptive, it compromises the safety of the other children and can cause your own child distress. Our doors are open at 9am and at 9.30am for morning drop off. They are open again at 12pm for pick up and 12.30pm for Lunch Club pick up and afternoon drop off. Our afternoon session finishes at 3.30pm.

Parents who arrive late to collect their children will be given a late slip. If this happens again, in the same term, a £10 fee will be charged each time you collect you child late.

10.	Key Person and your Child

Our setting uses a key person approach. This means that each member of staff has a group of children for whom she/he is particularly responsible for. Your child's key person will be the person who works with you to make sure that the childcare that we provide is right for your child's particular needs and interests. When your child first starts at the setting, she/he will help your child to settle and throughout your child's time at the setting, she/he will help your child to benefit from the setting's activities.

11.	Parental Involvement

At Acorn Under Fives, we like to encourage parents to be involved as much as we can. Please don’t be shy, come and join in and help the children to get the best out of their activities. In the past some of our parents have shared their own interests and skills for example:- playing an instrument, singing, baking, sewing/craft and sharing favourite stories.

12.	Staff Development

As well as gaining childcare qualifications, our staff take part in further training to help them keep up-to date with thinking about early years care and education. The setting also keeps itself up-to-date with best practice, as a member of the Pre-school Learning Alliance, through Under 5 magazine and other publications produced by the Alliance. 

13.	Keeping in Touch

We use lots of different ways to inform you of what is happening at Acorns. We primarily use e-mail so please make sure we have an up-to-date e-mail address for you. Also, look out for letters left in the children’s pigeon holes and notices in the window. Our Facebook page is available for you to join as part of a closed group. If you should need to contact us please do so via e-mail and not through Facebook.

14.	Funding and Fees

Eligible 2 year olds and all 3 and 4 year olds in England are entitled up to 15 hours per week free childcare. We apply for funding on your behalf for 3 and 4 year olds. All we ask is that you sign a form when the time comes. For non-funded children and non-funded hours then our fees apply.


If you think you may be eligible for 2 year funding or 30 hour funding for working parents please check and apply through the government website at www.childcarechoices.gov.uk 

Table of Fees:

Parent fees are £7 per hour

	Sessions
	Times
	Fee

	Early Drop Off (1/2 hr)
	09.00 – 09.30
	£3.50

	Morning session (3 hrs)
	09.00 – 12.00
	£21

	Lunch Club (1/2 hr)
	12:00 – 12:30
	£3.50

	Afternoon Session (3 hrs)
	12.30 – 15.30
	£21

	All Day (6 hrs)
	09.30 – 15.30
	£42



Fees must still be paid if children are absent. For your child to keep her/his place at the setting, you must pay the fees. If you wish your child to leave Acorns a half term’s notice is required.

In April 2022 we introduced a Voluntary Contribution to help fund consumable resources which are used to enhance the daily experiences. This includes baking ingredients, gardening supplies, woodwork and craft materials, and the necessary tissues, toilet rolls and nappy sacks etc. that ensure a hygienic environment. In January 2024 the government announced that this was no longer required to be voluntary. The new Parent Contribution of £50 per term for funded families will automatically be added to your invoice.

15.	Invoices

You will be sent an invoice at the end of term for the following term’s fees. Fees are payable within 28 days and before the start of term.

Invoices will be e-mailed to you. Should you wish not to receive your invoice this way, please advise the administrator.

16.	Session Allocation
You will have all received and have had confirmed your session allocation for the following term. All allocations are made subject to availability and follow our allocation priority policy. During the current term you will receive an email giving you an opportunity to make changes to your current session allocation, should you wish, for the following term. Due to the change in Primary Schools’ admission procedures, we have found that by January Acorns becomes full and there is limited availability until the following September. Any questions you may have about your sessions please speak to the administrator.


17.	Management of the Setting

Acorns is a CIO (Charity Incorporated Organisation) run by trustees.

The responsibility of the trustees is:

· Managing the settings finances
· Employing and managing staff
· Making sure that the setting has, and works to, policies that help it provide a high quality service
· Making sure that the setting works in partnership with parents

18.	School Access

You may enter Oakland’s Schools grounds using the Ellis Road entrance for access to Acorn Under Fives. Please press the Acorns button at the gate to gain admission.

19.	Buggies, Bicycles and Scooters

Riding of bicycles of any kind or scooters is forbidden within the school grounds. There is covered area on the grass by the Acorn shed for Acorn children to leave their buggies, bicycles or scooters. These are to be left at the owner’s risk – Acorn Under Fives cannot accept any responsibility for them.

20.	Car Parking in Ellis Road

Please do NOT drive into the school grounds. Ellis Road is very busy at the beginning and at the end of the school day so please take care.

It has been agreed by the police that the most satisfactory way for parents to park cars along Ellis Road is to park on the SCHOOL side of Ellis Road in the morning and then, on the OPPOSITE side when collecting them after school. It is vitally important that the zigzag area is left clear and cars should not be parked opposite the zigzag lines. Please also do not park on the double yellow lines. Police do patrol the area and parking fines are not uncommon. 

21.	Broadmoor Hospital

Our pre-school is close to Broadmoor hospital and as such we have a rigorous set of procedures should anything happen at the hospital so as to assure the safety of the children and staff. 
1. If there is an escape, the schools, who have signed up to the Thames Valley Alert (TVA) system will alert us. They will receive a phone message directly from the police in the event of an emergency.

2. Pre-school and the schools will stay open and operate as normally as possible.
3. Parents who know of an escape before their children leave for pre-school will be expected to keep their child at home.
4. Where an escape occurs during outside play, children will be kept inside unless collected by their parents.
5. If an escape takes place, parents are asked to keep telephone calls to the school to an absolute minimum. We will aim to keep you updated via Facebook and email.

22.	Aims of Acorn Under Fives
· provide high quality care and education for children below statutory school age;
· work in partnership with parents to help children to learn and develop;
· add to the life and well-being of the local community; and
· offer children and their parents a service that promotes equality and values diversity.
· safeguard children and endorse child protection policies and principles.
23.	Children's Development and Learning

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 in with other children and adults to play, work and learn together;
· is helped to take forward her/his learning and development by being helped to build on what she/he already knows and can do;
· has a personal key person who makes sure each child makes satisfying progress;
· is in a setting that sees parents as partners in helping each child to learn and develop; and
· is in a setting in which parents help to shape the service it offers.




24.	The Early Years Foundation Stage

The provision for children's development and learning is guided by the Early Years Foundation Stage (DfE 2021). Our provision reflects the four overarching principles of the Statutory Framework for the Early Years Foundation Stage.

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

Positive Relationships
Children learn to be strong and independent through positive relationships.

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, parents and carers.

Learning and Development
Children develop and learn in different ways and at different rates. The framework covers the education and care of all children in early years provision including children with special educational needs and disabilities.

How we provide for development and learning
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 age and stage of development.

The Areas of Development and Learning comprise:
Prime Areas:
· Personal, social and emotional development.
· Physical development.
· Communication and language.

Specific Areas:
· Literacy.
· Mathematics.
· Understanding the world.
· Expressive arts and design.

For each area, the level of progress that children are expected to have attained by the end of the Early Years Foundation Stage is defined by the Early Learning Goals. These goals state what it is expected that children will know, and be able to do, by the end of the reception year of their education.

The Early Years outcomes sets out the likely stages of progress a child makes along their learning journey towards the Early Learning Goals. Our setting has regard to these when we assess children and plan for their learning. Our programme supports children to develop the knowledge, skills and understanding they need for:

Personal, social and emotional development
· making relationships
· Sense of self
· Understanding emotions

Physical development
· moving and handling
· health and self-care.

Communication and language
· listening and attention
· understanding
· speaking.

Literacy
· reading
· writing.

Mathematics

Understanding the world
· people and communities
· the world
· technology.

Expressive arts and design
· creating with materials
· being imaginative and expressive

25.	Our Approach to Learning and Development and Assessment

Learning through play
Play helps young children to learn and develop through doing and talking, which research has shown to be the means by which young children learn to think. Our setting uses the information about children’s individual interests and stage of development to plan and provide a range of play activities, which help children to make progress in each of the areas of learning and development.

Characteristics of effective learning
We understand that all children engage with other people and their environment through the characteristics of effective learning that are described in the Development Matters the Early Years Foundation Stage guidance as:
· playing and exploring - engagement;
· active learning - motivation; and
· creating and thinking critically - thinking.
We aim to provide for the characteristics of effective learning by observing how a child is learning and being clear about what we can do and provide in order to support each child to remain an effective and motivated learner.

The progress check at age two
The Early Years Foundation Stage requires that we supply parents and carers 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. The key person is responsible for completing the check using information from ongoing observational assessments carried out as part of our everyday practice, taking account of the views and contributions of parents and other professionals.

26.	Tapestry

At Acorns we use an online learning journal, called Tapestry.

Tapestry provides each individual child with their own e-learning journey. Parents and carers are given their own log-in using their email and password (which is pre-set by us but can be changed by you to make it more secure). All our Key persons are given a secure pin log-in number. Staff can then record and assess children, linking this to the EYFS curriculum, uploading photos or video media. An email is then automatically generated to parents/carers set up to that child’s account and they are informed that an observation has been added so they can have a look and add any of their own comments to it.

Staff have access to Tapestry on tablets and a central laptop so they can upload observations and photographs on a weekly basis. These are then added to your child’s e-journal and parents will be emailed.

If you cannot access the internet at home/work we will offer you the opportunity to log-in at Acorns, or alternatively we will print out the observations for you.

As parents/carers you can choose who has access to your child’s e-learning journal. If you would like both parents included or you wish to add grandparents/aunts/uncles, etc. to the account please complete the additional person box on the permission form and they can be set up. Only those people who you have given permission to have a login and password will be able to see your child’s journal.


27.	Working Together for your Children

We maintain the ratio of adults to children in the setting that is set by the Safeguarding and Welfare Requirements. We also have volunteer/parent helpers, where possible, to complement these ratios. This helps us to:
· give time and attention to each child;
· talk with the children about their interests and activities;
· help children to experience and benefit from the activities we provide; and
· allow the children to explore and be adventurous in safety.

28.	How can Parents take Part?

Our setting recognises parents as the first and most important educators of their children. All of the staff see themselves as partners with parents in providing care and education for their children. There are many ways in which parents take part in making the setting a welcoming and stimulating place for children and parents, such as:
· exchanging knowledge about their children's needs, activities, interests and progress with the staff;
· contributing to the progress check at age two;
· helping at sessions of the setting;
· sharing their own special interests with the children;
· helping to provide and look after the equipment and materials used in the children's play activities;
· being part of the management of the setting where appropriate;
· taking part in events and informal discussions about the activities and curriculum provided by the setting;
· joining in community activities, in which the setting takes part; and
· building friendships with other parents in the setting.

29.	Inclusion

As part of the setting's policy to make sure that its provision meets the needs of each individual child, we take account of any needs a child may have. The setting works to the requirements of the Special Educational Needs Code of Practice (2015). Our Special Educational Needs Co-ordinator is Lucy Wilson.

30.	Local Offer Information

This can be found on the Wokingham Information Network.
http://www.wokingham.gov.uk/our-local-offer-for-children-and-young-people-with-additional-needs/ 
31.	Safeguarding children

Our setting has a duty under the law to help safeguard children against suspected or actual ‘significant harm’. Our employment practices protect children against the likelihood of abuse in our settings and we have a procedure for managing complaints or allegations against a member of staff.

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.

Our Lead Safeguarding Practitioner is Jacqui Milligan.

32.	Policies

Copies of the setting's policies and procedures are available in the office and on our website www.acornunderfives.com . The setting's policies help us to make sure that the service provided by the setting is a high quality one and that being a member of the setting is an enjoyable and beneficial experience for each child and her/his parents. 

The staff and committee work together to adopt the policies and they all have the opportunity to take part in the annual review of the policies. This review helps us to make sure that the policies are enabling the setting to provide a quality service for its members and the local community.

33.	Privacy Notice

A summary of our Privacy Notice is attached, the full text is available on our website.

34.	What is Parental Responsibility?

“Parental Responsibility” is a legally recognised term with a specific meaning. The definition of PR in the Children Act 1989 states that it governs all the rights, duties, powers and responsibility which by law a parent of a child/young person has in relation to the child/young person and his/her property. 

All the provisions of the Children Act 1989 are subject to the guiding principle of the child’s best interests. Consequently the exercise of PR may be subject to limitations where disputes arise – either between the holders of PR or between parents and children/young people. In summary, PR applies to:

(a)	the mother of the child/young person;

(b)	the father of the child/young person, provided that:
(i)	he was married to the mother at the time of the birth, or 
(ii)	the child/young person was subsequently legitimised by marriage, or 
(iii)	the court has granted a Parental Responsibility Order, or 
(iv)	the parents have entered into a formally-registered Parent Responsibility Agreement, or 
(v)  the mother and unmarried father registered the birth jointly (applies only to births registered from 1st December 2003), or 
(vi)  the unmarried father was appointed a legal guardian by the mother (effective after her death) or by another guardian or by the court; 

(c)	a step-parent or other person unrelated to the child/young person, by means of:

(i) 	legal adoption, or 
(ii)  	legal guardianship (effective after the death(s) of the parents), or 
(iii) 	a Special Guardianship Order, or 
(iv)	a Placement Order (for the duration of the order), or 
(v)	a Residence Order (for the duration of the order); 

(d) the Local Authority, under a Care Order. 

PR ceases when a child/young person reaches the age of 18, or at the time that a child/young person is legally adopted. PR is not lost when parents’ divorce or when a child/young person is in care or in custody. There is no limit to the number of people who can have PR for a child/young person. PR may also be restricted by order of the court. 

In terms of Data Protection, care should be taken. Someone with PR is entitled to access personal information about a child/young person (although consent may be needed). However, PR is no guarantee of disclosure, as there may be safeguarding grounds for withholding the information. 
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Privacy Notice - Data Protection Act 1998

We Acorn Under Fives are a data controller for the purposes of the Data Protection Act. We collect personal information about your child and may receive information about your child from their previous school or Early Years setting. We hold this personal data to: 

· Support your child’s learning;

· Monitor and report on their progress;

· Provide appropriate pastoral care, and

· Assess how well we are doing.

Information about your child that we hold includes your contact details (which will include basic information about you), national curriculum & Early Years Foundation Stage Profile assessment results, attendance information and personal characteristics such as your child’s ethnic group, any special educational needs your child may have and relevant medical information. 

We will not give information about you to anyone without your consent unless the law and our policies allow us to.

We are required by law to pass some information about your child to our Local Authority (LA) and the Department for Education.  For children of statutory school age we also make records available to their new school when they transfer schools.

If you want to receive a copy of the information about you or your child that we hold or share, please contact Lucy Wilson. 

If you need more information about how the LA and DfE store and use your information, then please go to the following websites:

http://wsh.wokingham.gov.uk/leadership/data/sharing-and-privacy/
 
http://www.education.gov.uk/researchandstatistics/datatdatam/b00212337/datause

If you cannot access these websites, please contact the LA or DfE as follows:

	· Data Protection Officer
Wokingham Direct
Wokingham Borough Council
Shute End
Wokingham, RG40 1WH
Website: www.wokingham.gov.uk 
Email: wokingham.direct@wokingham.gov.uk

	· Public Communications Unit
Department for Education
Sanctuary Buildings
Great Smith Street
London
SW1P 3BT
	Website: www.education.gov.uk 
	Email:http://www.education.gov.uk/help/contactus
Telephone:  0370 000 2288
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