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Handbook for parent/carers

Everyone welcome

Hirst Wood Nursery School & Children’s Centre

Clarence Road, Saltaire, Shipley, BD18 4NJ

Tel. 01274 584368

Email: sunshineclub@hirstwoodnscc.co.uk
www.hirstwoodnscc.co.uk
This handbook was updated September 2024
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Thank you for your interest in our before and after school provision. This handbook is designed to answer most of your queries, however if you still have unanswered questions, please contact us.  The name ‘Sunshine Club’ derives from Hirst Wood Nursery School historically being known locally as ‘Sunshine School’ due to the commitment to outdoor open-air learning inspired by the educational pioneers, the McMillan sisters.  Hirst Wood maintains this ethos and children have access to indoor and outdoor play during most of the sessions – whatever the weather.
We know that working families live busy lives and want to support you to the best of our abilities. We also recognise that different children have different preferences for how they want to spend their time before or after the school day which is why children have independent access to a wide range of learning opportunities and areas of provision.   We take a sensitive, nurturing approach to caring for your child and ensuring that we keep them safe - both physically and emotionally.

Administration

If you need to contact us please email sunshineclub@hirstwoodnscc.co.uk and we will respond within 24 hours.

Admissions criteria

The Sunshine Club offers childcare for all children at Hirst Wood Nursery School & Children’s Centre and also children from Saltaire Primary School up to and including Year 3.     
Prioritisation of admissions:

· Children attending Hirst Wood Nursery School 
· Children already attending Sunshine Club provision

· Siblings of those children already attending Sunshine Club provision

· Children with special educational needs

· Children attending Saltaire Primary School

For any additional sessions (as and when available) we will ask parent/carers to indicate their preferred option(s).  We aim to offer equality of opportunity for all and whilst we attempt to accommodate parents’ wishes as much as possible, due to limited places and availability, this may not always be possible.    Places will be allocated from the waiting list ensuring that each session has a balance of ages, gender and ethnicity.   We aim to be as flexible as possible to work with parents/carers in order to help manage their childcare arrangements. 
Arrival, departure and late collection
For evening sessions children attending Hirst Wood will be collected from their classrooms by Sunshine Club colleagues, and children attending from Saltaire Primary School will be collected at their designated finish times.

Cancellations and absence

Cancellation or changes to sessions must be made in writing with a minimum of 4 weeks’ notice (this does not include the summer holiday period).   If your child does not attend sessions, either through illness or taking a holiday during term time, then fees will still be charged in order to retain your place(s). If your child attends Saltaire Primary School and they are absent from School, please also remember to let us know.   
Whilst we try to coordinate our academic calendar with Saltaire Primary School as much as possible, there will be occasions where they differ due to the allocation of training days.   If we are open then you will be charged for your child’s normal session, however if we are closed, you will not be charged.  Similarly, if for any reason we are unable to offer a service (adverse weather conditions or staff shortage for example) then we will not make any charges for that session.  
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Clothing

· Children will get messy so please do not send them in their best clothes.  Aprons will be provided, but accidents do happen.

· Please send children in flat shoes suitable for running, jumping and climbing.

· Children will be outdoors in all but the harshest weather so please send them in appropriate clothing.

· Names in coats, hats and on wellingtons/boots are essential – children are often very upset when they lose their clothes, and so are parents.

· We supply sunhats but you are welcome to send one in - please label it carefully

· We are unable to take responsibility for children’s property but we do hope that whatever they bring to the Sunshine Club will go home with them!

Colleagues - meet the team

All colleagues have been safer recruited, are enhanced DBS checked and have undertaken pediatric first aid training.  We are all addressed by our first names to build relationships so that children feel safe and secure.
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Communication

We have a dedicated notice board in the Community Room that is updated regularly with any news.  Please also keep a look out for items on the Reception board.  We also produce a twice-yearly Sunshine Club Newsletter; that being said, if there’s anything that you’d like to ask or discuss, please speak to any member of staff or email on the address above.

Curriculum / learning through play

We aim to encourage confident and independent children.   We develop children’s social, emotional and physical skills and our curriculum is based both inside and outside.    Children are encouraged to build on their natural curiosity to explore, investigate, create, collaborate and work together.    Resources allow children independent access so they can make choices about what to do and who to do it with.    
We encourage children to build their self-confidence and form relationships with others.    There is a wide choice of differentiated resources to support learning and development across the age ranges.  Children have independent access to all areas of the room, and can flow inside and outside after School where the area is completely secure and well resourced with a variety of enticing and creative objects.  We have a wide range of creative materials, games and books, we also have a lending library if you’d like to borrow a book to take home.  We have a home corner for imaginative play, construction, sand and sensory areas.
Enrichment opportunities

Children have access to our wonderful outdoor area and also the Sensory Room.   They also have chance to participate in our Gardening Club where they can help weed, sow and tend to the planting beds.  We also have lots of different experiences that we plan for children to enjoy together such as picnics, using the parachute, celebratory parties and joining in with various Nursery School events.

Equal opportunities and inclusion

We are committed to taking positive and proactive steps to ensure that our environment is free from discrimination and prejudice for all those who attend, work or visit the Sunshine Club.    As an Early Years Enhanced Specialist provision we do have children with complex special educational needs & disabilities, and some of these children access the Sunshine Club provision.  Our motto is ‘everyone deserves respect’ and our environment promotes, reflects and celebrates the diversity of the society in which we live.

Fees, opening hours, invoicing and debts

Opening times are Monday to Friday 7.45 and then after school from to 5.45 p.m.  

The fees are

Morning session 7.45 to 8.55 @ £7.00

After School session 3.20 to 5.45 @ £14.00

Half day session 9.00 to 11.30 / 12.45 to 3.15 @ £19.50

Lunchtime session 11.30 to 12.45 @ £9.00

Full day session 9.00 to 3.15 @ £49.50

Invoices will be issued every 4 weeks with charges for the previous 4-week period.  We accept payment via BACS, account number 64526860, sort code 30 63 55, cash or cheques and most childcare vouchers through your employer – our reference is P20788369. The fees will be reviewed annually.  All parents are required to pay a £50 retainer fee per child in order to secure their place.   Retainers will be paid back in the form of school cheque once you provide us with written notice to terminate your agreement for provision and all outstanding fees have been paid.   If you have fees outstanding for more than 4 weeks you are at risk of losing your place.  If you find yourself in financial difficulty, please speak with the Sunshine Club Co-Ordinator.  If you accrue more than one month’s invoices we may suggest a payment plan in instalments.  If you do not settle this account in a timely manner, the debt will be passed to the Legal Department of City of Bradford Metropolitan District Council.
Food and drink

Children attending the Sunshine Club are provided with breakfast during the before school session.   During the evening session we will provide hot vegetarian food which is freshly prepared on a daily basis.   Please note that children should not be sent with their own snacks, sweets or drinks.   We are as far as possible a ‘nut free zone’.   All our food is fresh, healthy and nutritious and all dietary requirements can be catered for.  If your children have any allergies or intolerances, please complete the relevant section on the admissions form.     Water is available at all times and we encourage children to have frequent drinks throughout the sessions 

Record keeping, confidentiality, health & safety 

Information and records held by us on your child will be stored securely, access to which is restricted.  As part of OFSTED National Standards, we are required to maintain information on children and parents.     All data is kept subject to the provisions of the Data Protection Act and the Freedom of Information Act.  Please ask for a copy of our privacy notice if you require further information. 

· If a child brings prescribed medicine please ensure that it is clearly labelled. In other cases, it is at the discretion of the Head Teacher.  Please hand it to a member of staff who will then ask you to sign for it.  Under no circumstances should medicine be left with a child or left in their bag.
· Please ensure that you let us know if your child is taking any prescribed medication at any time, so that we can inform Emergency Services should it be necessary.   

· Where a child has long term medical needs, a personal Health Care Plan will be drawn up in consultation with the school/setting, parents/carers and health professionals if necessary. The Health Care Plan will outline the child’s needs and the level of support required.  Please remember to keep us up to date with medical information.  For Hirst Wood Nursery children this will be recorded on EYLog, for Saltaire Primary School pupils this will be on a paper document.  
· It is your responsibility to ensure that any medication necessary for your child’s well-being is available to Sunshine Club and is within a recommended use by date.
· We would ask that you complete consent forms in respect of administration of, auto adrenaline injectors, anti-choking devices and allergens and anaphylaxis pens.

Registration and routines

All children are registered upon arrival – please ensure that you hand your child over to a member of staff rather than letting another parent take them through the main doors to ensure health and safety. At the end of morning session, a Sunshine Club colleague will take children over to Saltaire Primary School at their designated times where they will be handed over to Saltaire Primary School colleagues, the same will happen in reverse for after School.  Please note that under no circumstances will children be allowed to go home by themselves or with anyone else unless we have written permission from you stating their details on our admissions form.   

All children MUST be collected by 5.45 pm at the very latest.   There will be a late charge of £1.00 per minute per child that comes in to immediate effect after 5.45 p.m.   We will try to contact you (and/or the people that you have given as emergency contacts) if your child is not collected, however if we are unable to make contact after repeated attempts, and after a period of 30 minutes, we will contact the Police and Children’s Social Care for advice.     Staff will record all late collection and persistent lateness could result in the loss of the place. 
In case of emergency, please use the following numbers to contact us: 01274 584368 (the phone is in the Community Room so Sunshine Club colleagues can answer) or Jayne Taylor 07949 200598
Safeguarding

The Sunshine Club will comply with all policies implemented by Hirst Wood Nursery School, a selection of which are detailed below:

-  Child Protection / Safeguarding Policy
                                 - Behaviour Policy

-  Whistle Blowing Policy



                                 - Intimate Care Policy

-  Safer Recruitment Policy                                                                 - Health and Safety Policy

-  Administrations of First Aid & Medicines Policy                         - Equality and Diversity Policy

-  Complaints Policy                                                                             - Charging and Remissions Policy

-  Asthma Policy                                                                                    - Allergens & Anaphylaxis Policy
- Complaints Policy                                                                              - Teaching & Learning Policy
We will NEVER release children to an adult who is not authorised on the form.   If you wish someone other than agreed persons to collect your child, it is your responsibility to ensure that we have that person’s details and you issue them with an agreed password and then contact us so that we have a record of the password.  It is your responsibility to let the class teams know the password at the time of drop-off so that we can ensure your child’s safety.   Please work with us to safeguard children.   
Our Policy is that we recommend that children are collected by an adult aged 18 years and over, however if you wish to provide permission for a younger person to collect your child then we request that this is stated and signed for on the admissions form, otherwise we will not allow your child to leave the setting and will contact you immediately for alternative arrangements.  

Whilst we work in partnership with parent/carers as much as possible, it is our Duty of Care to ensure that the interests of the child take precedence.     Any concerns about children are referred to Jayne Taylor, Headteacher.  We also have other colleagues who are trained in safeguarding and these displays of ‘named persons’ are located around the building should you wish to bring anything to their attention.

We operate a strict No Smoking/vaping policy both in and around our school buildings at ALL times.  We also exclude the use of any mobile device in the building and ask that you support us with this. 

During periods of hot weather please apply a high factor sun screen before your child arrives.  We are happy to re-apply sun cream, however if your child has skin allergies please provide us with your own cream, labelled with your child’s name (not left in your child’s bag) please hand it to a member of the team.
Settling in to be safe and secure

Unfortunately, we are unable to settle children into additional sessions until they have completed their settling in period in the Nursery School (if attending Hirst Wood Nursery School). Once children have completed their settling in session in Nursery, and for those children attending Saltaire Primary School, the guidelines for starting sessions are: for morning sessions, we would recommend from 8.30 to 9.00 on Day 1, then adding 10 minutes per day after that if children are happy to be left.   
For the evening sessions we suggest that children start at 3.15 to 4.00 on the first day, with increments of 30 minutes being added each day if children are happy. We comply with adult to child ratios as outlined in the Statutory framework for the early years foundation stage; Setting the standards for learning, development and care for children from birth to five (2024) for the younger children, and of course, for the Key Stage 1 and 2 children the emphasis is personal, social and emotional health, getting along, cooperative opportunities and ensuring that they are safe and secure.   Children soon become familiar with the adults who work with them, however you are welcome to stay with your child until they have settled in.

Each child is different, and we will talk with you about your child’s needs to ensure that they feel secure and you are happy too.  Children new to the Sunshine Club will be greeted in a warm and friendly manner.   They will be introduced to staff on first name terms and made to feel welcome and valued.    We will talk through with them routines and the types of things that they can enjoy whilst at the Club.  Our staff are as committed to the wellbeing of all our children, as they are to their academic achievement and we work hard to make Hirst Wood Nursery School feel like home. We provide an environment that is warm, caring and supportive, because we know that this kind of family atmosphere makes the children feel safe and helps them become more confident learners. 

​This is the beginning of a very special journey that we take together, sharing in the raising of every child, holding dear to our hearts the old African proverb, ‘It takes a whole village to educate a child.’ By working in partnership with parents, we aim to provide a stimulating, challenging environment which is a warm, friendly extension of home, where children and adults can explore, have fun, play, talk and learn together, developing as happy, confident and independent individuals within our community.

​
Nursery is often a child’s first venture alone into the larger world outside the family home. What children experience and learn in early years can create strong and lasting foundations on which to build in later life, so we believe it is essential that the experiences and opportunities we provide, are of the highest quality. 
We hope that you will be extremely happy with our provision and extend 

a warm welcome to Sunshine Club.
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