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Birkbeck Evening Nursery

50-51 Gordon Square
London, WC1H 0PQ
(   020 7679 4634                                                                             (  d.lazarus@bbk.ac.uk

Information Valid for Academic Year 2011/2012
Dear Parent/Carer,

BIRKBECK EVENING NURSERY OPEN EVENINGS

Thank you for your interest in Birkbeck Evening Nursery which runs weekday evenings 
5.30 pm to 9.00 pm in term-time for children aged 2 years to 10 years of students registered for the current academic year and for current members of staff.  The Nursery is located on the lower ground floor at 50-51 Gordon Square, London WC1H 0PQ.
Term dates for this academic year:

Autumn Term: 
Monday 3 October 2011 – Friday 16 December 2011 
Spring Term: 

Monday 9 January 2012 – Friday 23 March 2012   
Summer Term: 
Monday 23 April 2012 – Friday 6 July 2012
Please see to follow:

Guidelines for Parents

Nursery Information and Policies including Safety Policies

Forms including:
· Application Form

· Medical Form

· Consent Form

· Monitoring Form

GUIDELINES FOR PARENTS

Introduction

Birkbeck Evening Nursery is available for Students and current members of Staff and accepts children aged 2 - 10 years.   In exceptional circumstances, children up to 12 will be accepted.  However, Nursery staff reserve the right not to accept older children.  

Opening Times

5.30pm - 9.00pm (Monday to Friday) during Term Time.

Cost

£10.00 per evening, per child.

Nursery Ethos/ Facilities

The Nursery has a relaxed and informal atmosphere, as your child will have had a full day.  The children are free to undertake activities of their choice.  Older children can bring homework or toys from home.  There is a large play room with books and toys, with space for painting, sand etc.
Settling in

We would recommend that both you and your child visit the Nursery a few days before the start of your lectures, so that your child can become familiar with new surroundings, and meet the two members of staff.  Younger children may take longer to settle - so please be prepared in the early stages to come early so you'll have time to stay with your child.  If your child is under 4 years you must spend a minimum of one session in the Nursery with your child before leaving him or her with Nursery Staff.  If at any point during the session, your child is too upset, we will contact you.  It is important that we have full information on where your class is being held and how to contact you; this is a pre-requisite of use of the Nursery.

Meals

We can offer your child a snack during the evening (such as cheese, spaghetti or beans on toast).  We provide access to drinking water and a piece of fresh fruit.   You may bring in extra - especially if your child has special dietary needs, but we recommend that your child has a meal before being dropped off at the Nursery.  For toddlers please provide covered cups, food and nappies, pushchairs for sleeping and a change of clothes.

Illness

Please do not bring your child in if s/he is unwell.   We can understand that you will not want to miss any of your lectures but it is in the interest of your child and other children who may attend the Nursery.  You will be contacted if your child becomes unwell whilst at the Nursery.

· Unable to Attend?
If your child is unable to attend a pre-booked session please telephone the Nursery and leave a message on the answerphone ,  ideally 24 hours in advance where possible.  This helps us to keep the fees down as the Nursery observes national child/worker ratios, employing additional staff as and when required.

(Places will be cancelled for children whose parents fail to advise that they are unable to attend on three consecutive occasions.  Parents will be informed of this decision in writing.)

Outings

Weather permitting, children will be taken out to local parks, usually leaving about 6.15 pm, but there will be a message on the door to say where we can be found.

We hope that the Nursery will be a pleasurable experience for your child, so that you can feel confident about studying without anxiety.

However, if you should have any queries or concerns regarding your child and the Nursery, please do not hesitate to discuss them with the Nursery staff.

How To Enrol Your Child(ren)?
Complete the attached application pack and email to d.lazarus@bbk.ac.uk  Or hand in a hard copy to Nursery Manager (during term time), during evening Nursery hours

Payment:  is on a nightly basis (cheques payable to Birkbeck College)

An occasional service is also operated.  Sessions should be booked 24 hours in advance by telephoning or emailing the Nursery Manager.

Contacts

	Deirdre Lazarus

Nursery Manager
Evening Nursery (Birkbeck College)
50-51 Gordon Square, London 

WC1H 0PQ
	Human Resources

Birkbeck College

Malet Street

London

WC1E 7HX

	
	

	Tel:  020 7679 7461 (24 hour answer phone – Term-time only) or

email:  d.lazarus@bbk.ac.uk
	Tel: 020 7380 3156  (out of Term time) or email:  humanresources@bbk.ac.uk

	


NURSERY INFORMATION & POLICIES (including Safety Policies)
INTRODUCTION
Dear Parent/Carer

Welcome to Birkbeck Evening Nursery

The Nursery caters for child aged 2yrs-10yrs.  The Nursery is open from 5.30am - 9.00pm, term time only.  We remain open during half-term and reading weeks.

We aim to create a caring, safe and stimulating environment for your child whilst you study.

The Nursery has one large playroom with space for activities such as painting, sand etc.  It has a large outside area, which is covered with an all weather surface.  Woburn Square gardens are also available during summer evenings.  The Nursery has adequate space that allows us to cater for children of different age groups.  
The Nursery provides a wide range of interesting activities geared towards age and ability.  Where appropriate the staff organise singing, stories, music and movement, art and craft, sand and dough modelling, colouring and free play.

Should you have any queries do not hesitate to speak to the Nursery Manager.

BIRKBECK EVENING NURSERY

POLICIES AND PROCEDURES

1. Policy on Staff Numbers
Nursery Manager   -   Deirdré Lazarus

Nursery Officer      -    Robert Connolly

In addition and when applicable the Nursery calls on a rota of professional staff to ensure child/adult ratios do not exceed the legal guidelines.

Birkbeck is committed to maintaining and enhancing a culture in which diversity and equality of opportunity are valued and in which unlawful discrimination is not tolerated.  The College seeks to continue to develop an environment that values the diversity of its students and staff.

2. Procedure for settling in a child to the Nursery
It normally takes time to settle a young child into a new nursery.  Any Parent/Carer bringing a child 4 years old and under are required to book a pre-visit in order to familiarise their child with the Nursery, staff and other children (this pre-visit is free).  The parent/carer is required to stay with their child.

If the child do not settle in at the pre-visit, then a second pre-visit will be required at which, after a short time, the parent/carer will be asked to sit in the Staff Room until their child feel more comfortable and familiar with their new environment (usual payment will be required).

When a child starts in the Nursery, a parent/carer can feel anxious and the staff are happy for them to telephone for reassurance.

If a child becomes very upset and the staff are unable to calm them, the parent/carer will be called and requested to return to the Nursery immediately, even though this means missing part of their lecture.

3. Admissions Policy
The Nursery accepts the children of staff and students of Birkbeck College and, if places are vacant, the children of staff and students of University of London Colleges.

4. Policy on Self-Esteem
The Nursery is aware of the importance of creating an atmosphere that helps a child raise his/her self-esteem.

It is our aim to:
· Make all the children feel valued as members of the Nursery.

· Give opportunities to all children to share their ideas and experiences.

· Celebrate most of the major Festivals using resources such as books, displays or songs and traditional food to make the children feel they are valued and respected.

· Help children to appreciate and value each other.

5. Policy on Invoice Payment

Fees are charged on a sessional basis and are payable daily at the beginning of the evening.

A receipt for the payment will always be given.

6. Policy on Behaviour Management
· The Nursery aims to promote positive behaviour within the Nursery with staff acting as a role model for the children to follow.

· Children are made aware of clear boundaries in the Nursery in order to differentiate between positive and negative actions.

· Children are encouraged to treat staff, other children and equipment with respect.

· If a child demonstrates an unacceptable behaviour a member of staff will speak to the child and give him/her opportunities to interact with other children/staff again. If unacceptable behaviour persists the child will be removed from the play setting again but for no more than five minutes and a member of staff will stay with them.

· Behaviour such as hitting, biting, kicking, scratching causing physical harm to another child or staff will not be tolerated and the Nursery reserve the right to stop the child attending the Nursery.  The parent/carer will be informed if such behaviour is experienced.

· Verbal abuse such as swearing, insulting or verbal discrimination towards any member of staff or other child will not be tolerated and action will be taken by the Nursery if incidents such as this occur.

· A reported is completed of all such incidents of unacceptable physical or verbal behaviour which will be discussed with the parent/carer for their signature. 
BEHAVIOUR MANAGEMENT RECORD
Name of the child: ___________________________

Date of Birth:
______________

Date: _________________
Nature of incident

Please tick:
Verbal     FORMCHECKBOX 
     Physical     FORMCHECKBOX 

Incident: 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Time: __________________

Place: ____________________________
Witnessed by: ______________________________
Strategies: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Nursery Manager’s Signature: ________________________
Date: __________________
Parent/carer’s Signature: ___________________________
Date: __________________
7. Procedures for answering the door and for the collection of a child

The following procedures must be followed in order to ensure safety of all children:
· Parent/Carer can ring the doorbell and a member of staff will open the door.  If the member of staff doesn’t recognise the person at the door the member of staff will ask for his/her identification and the reason for entering the Nursery.  Before admitting the person the approval of the Nursery Manager will be obtained.

· Parent/Carer must inform the Nursery Manager or Nursery Officer before they leave the Nursery with their child.

· All Visitors will sign in/out via the Visitors’ Book.  On departure they will be escorted off the premises.

· If a person, other than the parent/carer, will be collecting the child, the Nursery Manager must be informed by a letter from the parent/carer.

8. Procedure for Uncollected Children
· The parent/carer is responsible for collecting their child from the Nursery and must ensure that permanent staff are made aware of their departure.  No child can leave with an unauthorised person and parent/carer must ensure that Nursery staff are informed by  letter of any change in the person who will be collecting their child.

· No adult will be admitted to the Nursery unless they are recognised by a member of staff.

· If, after 9.15pm, the child has/have not been collected, staff will try to contact the parent/carer from the emergency contact numbers listed.  If after one hour a child has not been collected, staff will contact the Camden Emergency Duty Social Worker.

· The Nursery reserves the right to stop accepting a child who is repeatedly collected late.

9. Illness/Medication
The Nursery regrets that it will not accept a child who is feeling unwell.

We understand that the parent/carer will not want to miss any part of their lectures, but it is in the interest of the child and other children who may attend the Nursery. 

If a child feels unwell during a session Nursery staff will contact the parent/carer and ask them to come to the Nursery immediately.  

If a child needs to take preventative medicine (for example the use of an inhaler for asthma), then the parent/carer must sign the Medical Record Form, (copy on next page).  The form will be completed by a member of staff each time medicine is administered.

MEDICAL RECORD FORM

Child’s Name: ____________________________

In case my child needs to take preventative medicine I (the parent/carer) give permission for Nursery Staff to administer the following preventative medicine:

	Description

 of Medicine:
	Date Given:
	Given By:
	Received By:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Parent/Carer’s Name:  __________________________ 

Signature: __________________________

	Description of Medicine:
	Dosage:
	Time to be Given:
	Administered

By:
	Signature:
	Date:

	
	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


10. Food Management Policy

The Nursery aims to create a relaxed and sociable atmosphere.  The parent/carer must inform the Nursery Manager if their child has any food allergies.

The following menu is also displayed on the notice board, from which child may choose on a daily basis, their choices are recorded in the Menu Book.

Menu - Cheese on toast, Spaghetti, Baked beans, Bread & butter, Raisins, Diluted apple juice to drink

The parent/carer may bring healthy snacks and drinks for their child into the Nursery for consumption at supper time.  Snacks such as crisps, chocolate, cakes and biscuits are discouraged except at party times.

All food and drinks brought into the Nursery must be clearly marked with the child’s name.  Labels are available in the Kitchen.

If the parent/carer would like to celebrate their child’s birthday with a party, please ask the Nursery Manager for suggestions of what to bring.

11. Policy on Religious Festivals

We acknowledge and celebrate a range of the major Festivals from different cultures with songs, displays, stories and food.

12. Policy on Confidentiality

All information given by the parent/carer to Nursery staff will be dealt with in strict confidence within the Nursery and on a need to know basis.

13. Policy on Photography

Child will not be photographed for use outside the Nursery without the prior permission from the parent/carer.

An album of Festivals and activities is kept in the Nursery and parent/carer are welcome to look at our Nursery album.

14. Policy on Partnership with Parent/carer

Working in partnership with the parent/carer is one of the main aims of the Nursery.

In order to promote good relationship the Nursery puts into practice the following points:
· The Nursery staff are available for discussion with the parent/carer during Nursery opening times.

· Private discussion can take place by prior appointment with the Nursery Manager.

· The parent/carer will be informed of any activities undertaken by their child.

· The parent/carer are asked to inform the Nursery of any circumstances which could have an effect on the child’s emotional development such as bereavement, separation or illness in the family.

· The Nursery Manager will inform the parent/carer of any changes such as new staff etc by means of a notice on the Nursery notice board.

15. Child Protection
The Nursery provides a safe and secure environment for all children.  Our prime responsibility is for the children in our care.

· Child protection is a two way issue, the Nursery staff will ensure the parent/carer that their child will never be placed at risk whilst in the charge of the Nursery staff.

· Confidentiality is maintained at all times within the Nursery on a need to know basis. 

· All staff are familiar with the Child Protection Handbook and the issues therein.

It is required by law to inform any relevant agencies of any concerns that the Nursery may have with regard to a child who is or maybe at risk.  The Nursery will follow procedures set out in the Camden Authority Child Protection Documents and will seek their advice on all necessary steps.  If the Nursery does have cause for concern it will be discussed with the parent/carer.  All causes of concern will be recorded.  The parent/carer will have access to such records.  Camden Council Authorities will also be informed of any findings the Nursery may make.

Signs of abuse:
Physical - Staff will maintain awareness for physical injuries that may have been inflicted or not prevented.

Sexual - Staff will maintain awareness for inappropriate knowledge of sexual behaviour displayed through words, play or drawing which may indicate possible sexual abuse.

Emotional - Staff will maintain awareness for any adverse behaviour or emotional development of a child as a result of ill treatment or rejection.

Neglect – Staff will maintain awareness for a child failing to thrive as a result of neglect.

16. Safety Procedures – Fire

Termly fire drills take place under the direction of the Health & Safety Officer of Birkbeck College.  In case of a fire the following procedures will be followed:
· Set off the alarm and leave the building as soon as possible using the nearest fire exit available.

· Check all rooms to make sure no child have been left.  Close all doors.

· Go the meeting point in Taviton Street.  The person in charge will take the Register and confirm that all child and members of staff are present.

· Dial 999 and ask for Fire Brigade using a mobile or from and adjacent building.

· Give the operator the address and telephone number stating Fire at  50-51 Gordon Square, WC1H 0PQ - Tel: 0207 679 4634
· In the event of the alarm sounding the person in charge will also need to take the emergency contact numbers book.

· Only return to the Nursery when the all clear has been given.

17. Policy on Smoking

The Nursery, together with the outside areas, are non smoking areas.

18. Policy on Outings
During the Summer Term the children may be taken to various locations such as parks or play areas within walking distance of the Nursery.  The Outing Consent Form is contained within the Nursery application form.

When leaving the Nursery a note is put on the front door to say where the children are being taken, the approximate time of return and an emergency contact number.  See example below. 
	Outing Note






Date………….

	To all Birkbeck parent/carers
We have gone to:

We left the Nursery at:

We will be back at approximately:

Our emergency contact number is:

Should you need to contact us.


A first aid box and mobile phone together with the children’s emergency contact numbers are taken.

There is a ratio of 1 adult to 2 child on outings.

If a child has an accident, first aid is administered by the First Aider.  Emergency treatment will be applied if necessary and parent/carer will be contacted immediately.

19. Policy on a Lost Child
Should a child become lost the members of staff will follow the following procedure:
· A member of staff will look for the child whilst remaining members of staff stay with the group.

· If the member of staff fails to find the child after 15 minutes the person in charge will contact the Police on 999.
· All staff should be aware of the child’s name, age, physical description and what he/she was wearing as well as the place where he/she was last seen as this important information will be required by the police.

· The Person in Charge will also inform the parent/carer about the situation.

20. Policy on Complaints 

If a parent/carer has any concern regarding their child or the Nursery they should raise the issue with:
Deirdré Lazarus

Nursery Manager

50-51 Gordon Square, WC1H 0PQ

London

WC1H 0PQ


Tel: 020 7679 4634

Or
Annette Groark

Human Resources 

Birkbeck College
WC1E 7HX


Tel: 020 7380 3158 (Mon – Thu 9.30 am – 5.30 pm)
EVENING NURSERY - APPLICATION FORM
	CHILD'S DETAILS

	

	First name:


	Last name:

	Date of Birth:
	Male     FORMCHECKBOX 
   Female     FORMCHECKBOX 


	Home Address:

(Please Print)

Telephone No:
	

	Emergency Contact 
Telephone No:
	

	

	Special Dietary Requirements:



	Likes and Dislikes:  Please provide as much information as possible to help us settle your child happily.



	

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Place is Required
(tick box)
	
	
	
	
	

	Contact Details for Parent/Guardian or the Person Authorised

to collect your child

each day

(Give Room No/Building
Course/School/
tel or mobile number)
	
	
	
	
	

	Please give full details of where you or a contact person can be reached on each day as we must be able to reach you quickly

	I agree to abide by the regulations as administered by the Nursery Manager and to pay the fees due for each session attended.

	Name:    (Please Print) Parent    FORMCHECKBOX 
          Guardian    FORMCHECKBOX 



	Signature:


	Date:




EVENING NURSERY- MEDICAL FORM
	

	CHILD'S DETAILS

	First name:
	Last name:

	

	Please give details of :

	1.
	Your Child's Vaccination Programme:



	2.
	Infectious Diseases/Allergic Conditions



	3.
	Any serious illness your child has had (including any hospital admission)



	4.
	Any further medical information which may be significant to your child's health



	

	Doctor's Name

Address


Telephone Number
	

	The above is an accurate account of my child's medical condition.

	Name: (Please Print)


	Parent    FORMCHECKBOX 
        Guardian    FORMCHECKBOX 



	
	Date:


EVENING NURSERY - CONSENT FORM

	CHILD'S DETAILS

	First name:


	Last name:



	

	1.  OUTINGS
I give    FORMCHECKBOX 
                          I do not give     FORMCHECKBOX 

permission for my child to be taken on outings by walking, whilst attending the Birkbeck Evening Nursery

	Name:  (Please Print)    Parent    FORMCHECKBOX 
          Guardian    FORMCHECKBOX 



	Signature:


	Date:



	

	2.  EMERGENCY TREATMENT
I give    FORMCHECKBOX 
                        I do not give     FORMCHECKBOX 

permission for my child to be taken to hospital, admitted and treated if necessary.  I understand every attempt will be made to contact me first and that such measures would only apply if I am not available in the case of an emergency.

	Name:  (Please Print)    Parent    FORMCHECKBOX 
         Guardian    FORMCHECKBOX 



	Signature:


	Date:



	

	3. SPECIAL NEEDS

I give permission for Nursery Staff to administer medicine as follows:

	Name:  (Please Print) Parent     FORMCHECKBOX 
         Guardian    FORMCHECKBOX 



	Signature:  


	Date:



	Description of Medicine:



	Dosage:


	Time:
	Date:

	Administered By:
	Name:
	Signature:




EVENING NURSERY - MONITORING FORM

	In order to comply with registration requirements imposed on the Nursery by the London Borough of Camden, we need to ask for details of your child's ethnic origin and religion.  The information given will be treated in the strictest confidence.  Thank you for your co-operation.



	CHILD'S DETAILS

	First name:


	Last name:



	

	I would describe my child's ethnic origin as:

(please tick box)



	Asian or Asian British – Indian
	 FORMCHECKBOX 

	White – Irish
	 FORMCHECKBOX 


	Asian or Asian British - Pakistani
	 FORMCHECKBOX 

	Other White Background
	 FORMCHECKBOX 


	Asian or Asian British - Bangladeshi
	 FORMCHECKBOX 

	Mixed White and Black African
	 FORMCHECKBOX 


	Chinese
	 FORMCHECKBOX 

	Mixed – White and Black Caribbean
	 FORMCHECKBOX 


	Other Asian Background
	 FORMCHECKBOX 

	Mixed – White and Asian
	 FORMCHECKBOX 


	Black or Black British – African
	 FORMCHECKBOX 

	Other Mixed Background
	 FORMCHECKBOX 


	Black or Black British – Caribbean
	 FORMCHECKBOX 

	Other Ethnic Background
	 FORMCHECKBOX 


	Other Black Background
	 FORMCHECKBOX 

	Not Known
	 FORMCHECKBOX 


	White – British
	 FORMCHECKBOX 

	
	

	

	Child's first language is:



	Child's religion is:

(please specify)










[Type text]
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