
           

 

 

 

 

Prospectus 

 

 

Dear parents/carers 

 

WELCOME TO KIKILAND LIMITED NURSERY 

I hope this booklet helps you to settle your child in nursery, and go some way towards answering some of your 

questions and make you feel welcome. 

If there is any information you would like, that we have not provided, please ask. There will be plenty of time to look 

around and ask questions on your visits. 

Do talk about starting nursery with your child so that he/she knows what to expect. Let them know that it is a 

friendly place and something to look forward to. We will show your child the toilets, where to get a drink of water, 

where to play and which adult to ask if they need help. 

We hope this prospectus and the information it contains will answer all your questions. 

Where this prospectus mentions parent please take this to mean either or both parents, grandparents or family 

members caring for the child, guardians, and child minders. 

OUR Aim is                                                                                                                    

 To meet every child’s individual needs. 

 To provide a safe secure and stimulating environment. 

 Allow them to feel confident to make a positive contribution to the world in which we live. 

 

We offer you and your children 

 Individual care and attention made possible by a high ration of qualified adults to children. 

 Fun and friendship with children and other adults. 

 The support of a personal key person. 

 

The Nursery is open 

8.15- 5.45pm                                                                                                                                                                                                                                                                                                                                                                              

Funded hours can only be used between 9am and 3pm.  Term time only.                                                                           

We are open all year around accept bank holidays.                                                                                                                      

The nursery receives government for 3&4-year olds from the term after they become 3. We also offer free for 2 If 

you fall within the required criteria. 

All staff hold an up to date Disclosure and Barring Service (dbs) checks. And are qualified to work with children. 



Key person                                                                                                                                                                          
The key person system gives members of staff responsibility for a few children and means each child has one special 

adult to relate to. This helps settling into the group much easier. By the key person working with your child it helps 

us with the unique needs of each individual child. 

The key person maintains links with parents through conversation and shared record keeping. This ensures all 

children are supported within the nursery. Please feel free to talk to your child’s key person about any concerns you 

may have. 

                                                                      SETTLING 

We give each child 2 settling in sessions. Both for for 1 ½ hours and then they will start their full session. 

The parent/carer does not have to be present, but we do ask for you to be nearby in case the child becomes 

emotional and we need to ask you to come back.   

The two settling in sessions are free of charge, if you wish to carry out more there will be a fee charge depending on 

the hours you wish to do. 

Settling into nursery is an important time for young children and their families. For some children, this will be the 

first time they may have been left with another person and often the first time they have been left in a larger 

environment. At kikiland nursery we aim to make the process as smooth as possible. All children and families are 

unique and as such their individual needs are considered throughout the settling in process. Through discussion with 

each child’s key carer individual arrangements are agreed for each child. 
We hope that by working with parents/carers we can provide the best possible start for your child’s entry into 

nursery, laying firm foundations for the future. 

                                                                                  OUR SESSION TIMES 

                                    9.00am-12.00pm: morning session -£15 

12.00-3.00pm: afternoon session -£15 

8.15am-5.45pm: All day session - £47.50 

Extended hours 

8.15am-9am:  £3.75 

3pm-5.45pm: £13.75 

Fees will still have to be paid for, even if your child does not attend as their place is booked and cannot be allocated 

to another child. 

Fees should be paid each week on the 1st day your child attends for that week. 

It is important to arrive and collect on time. 

 

Some of the children are only here for 3 hours and we really want them to make the most of their time with us. It 

also helps them to learn the necessity for good timekeeping. 

 

If you will be unavoidably late picking up-please telephone so that we can explain this to your child. 

Late fees will incur a charge of £10 for every 15 minutes. 

 

If someone other than yourself or a regular person that we have met before is picking up, then you must phone or 

send a note with that person. A password will need to be exchanged for any adults who do not regularly pick up your 

child before we let them go. If we are in any doubt, we will not send the child home until we have phoned you or 

your emergency contact. 

 



If your child is not going to be in for any reason, please ring up on the morning of their session to make the staff 

aware. 

You must ensure that your Childs booking pattern is regular and they attend the sessions that are booked every 

week, unless unwell or on holiday. 

 

                                    OUR DAILY ROUTINE 
Children and parents are asked to wait outside nursery until a member of staff opens the door and welcomes you in. 

The children’s first task is to come find their photo and add it to the children’s self-register area. Next is to put their 

bag and coat on their peg and then say goodbye to their parents/carer. Once every one is in they then have 

registration time, where everyone says good morning to one another and the staff talk about what they are going to 

be doing throughout the day. 

When registration time has finished, children can choose where they would like to play.  Members of staff supervise 

different areas of the nursery. Children are free to move throughout the nursery and take part in a variety of 

activities. During the session, each child can visit the rolling snack table for a drink and a snack which comprises of 

water, milk fruit  and things like wraps,  crackers, Toast etc that the children are encouraged to prepare themselves. 

This is a quiet time where the children and staff get to talk amongst themselves. Everyone helps to tidy up towards 

the end of the session. Children are encouraged to tidy up in the area they have been playing in. The session usually 

finishes with group time. Group time may be where they do singing or share a story. At the end of a session parents 

are asked to knock at the door and wait for it to be opened before they come in. The children are then able to go the 

parent/carer. You must make sure you take all personal belongings such as bag, coat and don’t forget to take home 

the daily communication book. 

 

                                                           HOW WE LEARN IN NURSERY 
We believe that children learnt through play. They are encouraged to join in all the activities, to be independent and 

to make choices. 

We offer a rich and varied curriculum in a safe but inviting environment. We understand that children develop at 

their own pace, but with encouragement and opportunity will reach their full potential. Children learn best when 

they are happy, safe, and secure. The staff are here to guide and teach and will get to know you and your child well 

during your time here. 

We have several curriculum documents, statements, and policies available for you to see. Please ask if you would 

like to look through these documents. You can also ask any of our staff about the curriculum. The polices are also 

available for you to read on the website. 

 

Our environment is planned to enable children the opportunity to extend and develop their thinking and learning 

across all areas of the curriculum. Although the resources in each area tend to reflect a curriculum area, they are 

planned together enabling children to consolidate and apply their learning in a way that makes sense to them. 

Our environment consists of several areas. Each area offers a different variety of learning experiences for our 

children. 

The areas are: 

 

Knowledge and understanding of the world (KUW) 

Mathematics (MATHS) 

Communication and Literacy (C&L) 

Literacy (LIT) 

Expressive arts and Design (EAD) 

Physical Development (PD) 

Personal, social, and emotional development (PSED) 

 

The area is split up into 2 categories Prime areas and Specific, as this is a Pre-School nursery and every child is over 2 

years old we will concentrate on all the areas. Below is a breakdown of each area and what it covers. 

 



 

 

 

 

                                                                                                                                                                                                

RECORD KEEPING 

To plan for your Childs development, all staff contribute to observations on your Childs development. These begin 

with the information you share with us during the first visits/settles, we collect written observations, children’s 

drawings, and photographs of things they have done at nursery. These make up the child’s individual learning journal 

that you are free to view and add to when you wish. When your child leaves the nursery, the journal is yours to 

share with their next setting or school. 

                                                                   CHILDREN’S ILLNESSES 

Please inform us of the reason your child is absent from nursery and of any infectious illness so that we can inform 

parents/carers. The following apply: 

 Conjunctivitis- Please do not bring your child into nursery if their eyes are ‘gunky’ wait until 24 hours after 

the treatment has been started. 

 Chicken Pox- Please do not bring your child to nursery until the last spot has scabbed. 

 Hand, foot, and mouth- There is no incubation period for this but some children can become incredibly 

unwell and it is highly contagious, so we do recommend and ask parents to not bring your child to 

nursery until the last blister has dried up. 

Following a bout of sickness or diarrhoea, we ask that you keep your child at home for a full 48 hours after the last 

episode. On some occasions antibiotics, can cause an upset stomach, this will be up to the manager’s discretion to 

whether the child can come in depending on how long they have been on the antibiotics for, how many loose soils 

they are having etc. 
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Notwithstanding the above, it is expected that parents/carers use their discretion and if their children remain unfit 

for school beyond the above guidelines their children stay at home. 

Should your child become ill in nursery, we will try to contact you as soon as possible so they can be collected. Please 

help us to keep contact numbers up to date. 

 

ACCIDENTS AND ACCIDENT REPORTING 

All accidents requiring treatment are recorded in our accident book/ or on a form. Whoever picks up your child will 

be asked to sign the form to confirm they have been informed of what has happened. If in our opinion the child 

requires medical treatment, we will contact you immediately. If your child has a bump to the head we will telephone 

you straight away to let you know. Again, please make sure we have up to date contact numbers.  

 

ABSENCE 

We ask that you ensure that your child makes full and regular use of the place offered to them. If for any reason your 

child will not be able to attend, for example due to an illness, or holiday please could you telephone to let us know. 

In the event of unexplained absences, decisions may have to be made to withdraw a child’s place if it is not being 

used, so that it may be offered to another child, if you are entitled to the free funding and again do not attend 

nursery regular you will unfortunately lose your free hours for that term, Kent county council who fund for the 

funding will not pay for children who are not regularly using their hours, these will be taken away.                           

Please note fee’s still need to be paid for your child’s sessions whether they attend or not. 

 

Safety and Security 

A security system operates in the setting, please help us to maintain a safe and secure environment. 

We ask parents to wait to be let in the front gate, please do not open it yourself as this could allow people getting in 

an out. When leaving the setting please do not let yourself out, ask one of the members of staff at the front desk to 

let you out. This is to ensure that children are not let out of the building by mistake. When you enter the nursery 

please close the door behind you again to stop children from escaping. 

Visitors are asked to report to the front desk and sign in the visitor’s book. 

If anyone different is picking your child up from nursery, please inform he staff members. A password system is in 

place to ensure that anyone picking children up from the nursery has been endorsed to do so. If the staff have never 

seen the person before we also suggest that you bring a photograph in, or email one over to the manager, as well as 

asking he person to bring some photographic ID. 

If someone comes to collect and the staff are not aware even if they have seen that person before, the child will not 

be allowed to leave the premises. The staff will ring you to confirm that it is okay for your child to go home. 

                                                      INTIMATE CARE OF CHILDREN 

During their time at Kikiland Limited your child may need intimate care. Staff who provide intimate care to children 

have a high awareness of child protection issues and all have a current DBS.  This can be when cleaning up child after 

they have soiled themselves, helping them to change clothes when wet to changing nappies for those children who 

are not yet toilet trained. Kikiland Limited Is committed to ensuring that all staff responsible for the intimate care of 

children will undertake their duties in professional manner are always. The team recognise that there is a need to 

treat all children with respect when intimate care is given, and no child should be attended to in way that causes 

distress or pain. 

                                                                            



                                                                   SAFEGUARDING 

The nursery has a duty of care to all children to ensure they are safe and free from harm. If your child has any 

accidents or has hurt themselves please let their keyperson, or a relevant staff member know. We are duty bound to 

follow up any unusual marks or injuries reporting them to the safeguarding authority who may need to follow them 

up. 

                                                                              CLOTHING 

Please dress your child in comfortable clothes that are easy to manage so that your child can learn to be 

independent. Young children need to wear clothing that enables them to go to the toilet easily and independently so 

dungarees, belts, braces, lace up shoes and tight-fitting clothes are inappropriate.  Due to spare clothes not being 

returned we currently have none available in case of accidents and would appreciate Spare clothes being brought in 

your child’s bag. 

Aprons are provided to protect the children’s clothes when necessary, but we ask that children come to school in 

washable, practical clothes. 

On most days’ children need to have warm clothes to wear outside. When it is sunny we advise that children wear 

clothing that protects them, as well as a sun hat and sun block. 

ALL CLOTHING SHOULD CLEARLY BE LABELLED especially coats and boots. We also recommended that children do 

not come to school wearing long skirts or flip flop type footwear as these can be dangerous for when we go for 

walks. 

                                                                      TOYS FROM HOME 

Occasionally children like to bring in toys from home to show other children or an adult in the nursery, or just for 

security. Could you please discourage this as much as possible. Treasures can easily be lost or misplaced which can 

be very upsetting for the children and we cannot be held responsible if they get broken or lost. 

                                                                              FRUIT/SNACK 

Each day we set aside time for children to have a drink and a snack. The nursery provides milk or water for the 

children to drink and fruit/vegetables, as well as breadsticks, crackers, muffins or other healthy alternatives. Some 

parent prefer to bring their own food in from home. We do ask you to bring in healthy food which is similar to what 

we offer. Please try to limit the amount of chocolate, crisp etc. 

 

 PARENTS 

Communication with parents and carers is very important to us at Kikiland Limited. This partnership between 

preschool and home begins from the first settling in session and we hope it develops and continues throughout your 

child’s stay at Kikiland. Your main point of contact within the setting will be your child’s key person. Please come in 

and talk to your child’s key person if you have any worries/concerns- sometimes a chat is all that is needed to set 

your mind at rest.  

                                                                 BABIES AND BUGGIES 

You are welcome to bring in other siblings to the setting when dropping or and collecting your child.  Some 

parents/carers walk to the nursery which means they must leave the buggy. Can we please ask you to remove all 

valuables from the buggy as we are not reliable for these, also if you can fold the buggy down to make more room 

for the customers who are attending kikiland play centre. We try to ask parents to try not to bring buggies as they do 

take up a lot of room. If the buggies do not fold down, then please can you ensure they are parked up against the 

wall next to the nursery entrance. 

                                                                        COMPLAINTS 
We hope that during your child’s stay with us you will be happy with the nursery, and be able to discuss any worries 

you may have with your child’s key person. If, however you do feel it is necessary to talk to someone else please 

come and talk to the manager who will endeavour to resolve the problem or issue. 

If concerns are not resolved they can then be passed on to the owner Ade, who you can get the contact details from 

a member of staff. 



 Childs Name……………………………………………………………………………………. 

 

Key person 

Your child’s Key person whilst in the nursery will 

be………………………………………………………………………. 

 

Settling in and start date. 

1. Settling visit:  Date…………………………………………………  

Time……………………………… 

2. Settling visit: 

Date…………………………………………………..Time………………………………. 

3. Start date…………………………………………………………………….. 

 

I agree to the pre-arranged settling visits and start date. 

Parent/carer signature……………………………………………….. 

Print name…………………………………………………………………. 

 

Fee agreement 

I agree to the fee conditions 

Parent/carer Signature………………………………………………. 

Print name…………………………………………………………………. 

Date……………………………………………………………………………. 

 

Please write the confidential password below 

………………………………………………………………… 

Please specify any dietary requirements below. 

 

General Data protection Privacy notice. 

 I Have received and read a copy of this document 

Parent/Carer signature………………………………….. 

Print name…………………………………………………… 

Date………………………………………………………………. 

 

 

Has your child had a 2 year check with the health visitor?   Yes/No 

 



 

 

                                                                   Photo consent 

I do/do not give consent for my child’s photo to be taken and used on wall 

displays in the nursery, in their individual portfolio and for the local press. 

Childs Name……………………………………………………… 

Parent/carer name……………………………………………….. 

                                       Sun protection Consent 

I do/do not give my consent for a member of the nursery staff to apply sun 

protection cream to my child 

Parent/Carer signature………………………………………….. 

                                              Outings. 

I do/do not give my consent for my child to leave the nursery for outings to the 

shopping centre, the library and Brenchley gardens. 

Parent/Carer signature…………………………………………………. 

 

                                        Face paints 

I give/do not give permission for my child to have face paints on 

Parent/carer Signature……………………………………………………… 

 


