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Puddle Ducks

Admission Policy

· Puddle Ducks nursery is registered for a total of 150 children between the ages of 0 to 12 years ( 0-5 years in the nursery) 
· No child shall receive less favourable treatment on grounds of race, colour, ethnic or national origin, religious beliefs or disability.

· Places are allocated on a first come first offer basis, once the registration fee is paid.

· The nursery fees are to be paid by the 5th of each month in advance of their child’s sessions.   
· Nursery sessions cannot be flexible.  Changing any sessions, we ask for one month’s notice in writing.

· Any planned absence (a day off / holiday) please do so in writing. We ask for one month’s notice in writing if you take your child out of nursery or if they are starting school.

· A registration form must be completed and signed before a child attends their first session and registration forms should be regularly updated.

· Before a child starts nursery, the child may come and join the nursery for short sessions for a settling in period, this can be arranged with the manager if needed.

· We ask for 24 hours notice for extra, early and/or late sessions for an additional fee.   Any other late and early sessions which are not booked will be charged at £15.00. 
· Any rude or abusive behaviour whether in person or by telephone or email from a family member towards any member of staff will not be tolerated and may result in a child’s place being withdrawn. 
Drop off and Collection procedure

Nursery session times are 8.30am – 12.30pm , 8.30am – 1.30, 1.30pm – 5.30pm, we also offer 8.00am – 8.30am breakfast and 5.30pm – 6.00pm late by prior appointment.  At an additional charge.  Any child collected outside of the agreed times will be charged a late fee. 
Children should be dropped off between 8.30am and 9am for the morning session or full day session.   We collect children from the entrance hall and take them to their base rooms.  

When collecting or dropping off children at 1.30pm please press the buzzer in the entrance hall and a member of staff will collect your child or have them ready for you to collect.  Please note that collection after the morning session must be prompt to allow children to join the afternoon session. 
At the end of the day children should be collected between 5.00pm and 5.30pm.  Please press the buzzer and we will bring your child to you. 

Parents / carers must give all names of persons authorised to collect their child on their registration form. Parents / carers are asked to give notice if the collector is different to normal. The nursery will not release any child to an unknown person. A password system may be set up with the Manager. If staff are unsure of the collector they will be asked to wait in the entrance area until another member of staff can verify the collector.

No child will ever be left unsupervised because a parent / carer are late to collect.  However, a late collection fee will be applied to cover the supervisory staff. 
If the nursery staff feel that the parent / carer is in an unfit state to collect (through the affects of drugs or alcohol,) they will refuse to allow the child to go and contact another authorised person.

Failure to Collect Procedure

If a parent / carer fail to collect the nursery manager will phone all contact numbers and if there is still no contact with the parent / carer the nursery manager will contact Social Services.
Referral to children’s services – Duty Telephone line – 

Contact: 01291635669
Date: January 2024            Review Date: January 2025                            Signed: Jennifer Rennie
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