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Dear Parents 
 
Thank you for registering your child with Anthony Roper Pre-School & Kindergarten. This handbook 
contains useful information to help your child settle in at our Pre-School, as well as some information on 
our curriculum and policies. If you have any queries, please feel free to speak to the Childcare Managers, 
Donna Gifford and Sam Aitchison. 
 
Our contact details are:  

Anthony Roper Pre-School & Kindergarten 
The Nursery Unit 
c/o The Anthony Roper Primary School 
High Street 
Eynsford 
Kent  DA4 0AA 

01322 865469    office@anthonyropernursery.co.uk  

Our adopted mission statement 

At Anthony Roper Pre-School & Kindergarten we will focus on the whole child by providing quality 
education to children from the ages of 2 to 5 years old. We provide a safe, educational and nurturing 
environment that the children and their families feel welcome and comfortable to learn in. 
Our professionally trained and qualified staff will support the children in their learning to reach their full 
potential. We believe that parents/carers have the most influence in a child's life. We view parents as our 
partners in the education of their children.  

Our aims 

• To enhance the development and education of children under statutory school age in a parent-
involving, community-based group. 

• To provide a safe, secure and stimulating environment. 

• To work within a framework that ensures equality of opportunity for all children and families. 
 
We offer: 

• a specially tailored curriculum to aid in the implementation of the requirements of the Early Years 
Foundation Stage, 

• a balance of adult-led and child-initiated learning opportunities,  

• individual care and attention made possible by a high ratio of adults to children, 

• fun and friendship with children and adults, 

• each child the support of a personal key person, 

• opportunities for you and your family to be directly involved in the activities of the Pre-School and 
in your own child’s progress. 

 
The Pre-School is run by a Committee of Trustees who work closely with the two Childcare Managers. 
The Committee is responsible for reviewing both policy and practice, and for the employment of staff.  
At our Annual General Meeting, the Committee is elected for the following year and parents will be 
informed in good time so they are able to attend. The Committee can be contacted by email at: 
admin@anthonyropernursery.co.uk 
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Opening times 
Morning session: 9 am to 12 pm   Afternoon session: 12 pm to 3 pm 
All day session: 9 am to 3 pm  
 
In addition, children attending for a morning session may stay an additional hour to have lunch, until  
1 pm. This additional hour is charged in line with our schedule of fees. We are open for 38 weeks per 
year (term time only), closing on Bank Holidays. During each academic year we are closed to children for 
five staff training days. These are the same staff training (INSET) days as the Anthony Roper Primary 
School. 
 

Schedule of Fees 
The table below explains the different pricing structures for funded and non-funded 2, 3 and 4 year olds.  
 

2 year olds not qualifying for FF2 funding 
3 hour AM session from 9am to 12pm - £18.00 
3 hour PM session from 12pm to 3pm - £18.00 
4 hour sessions from 9am to 1pm - £24.00 
 
 

2 year olds qualifying for FF2 funding 
Up to 15 hours a week of Free Early Education 
3 hour AM session from 9am to 12pm - FEE 
3 hour PM session from 12pm to 3pm - FEE 
4 hour sessions from 9am to 1pm - FEE 
Additional hours charged in line with non-funded 
2 year olds at a rate of £6 per hour. 
 

3 year olds not qualifying for Free Early 
Education 
3 hour AM session from 9am to 12pm - £16.05 
3 hour PM session from 12pm to 3pm - £16.05 
4 hour sessions from 9am to 1pm - £21.40 
 

3 and 4 year olds accessing 15 hours of Free 
Early Education 
Up to 15 hours a week of Free Early Education 
3 hour AM session from 9am to 12pm - FEE 
3 hour PM session from 12pm to 3pm - FEE 
4 hour sessions from 9am to 1pm – FEE 
Additional hours charged in line with non funded 
3 year olds at a rate of £5.35 per hour. 
 

 3 and 4 year olds accessing 25 hours of FEE 
(Free Early Education) – Model A 
Up to 25 hours a week FEE (Free Early Education) 
for 38 term time weeks a year 
Daily 6-hour sessions from 9am to 3pm 
5 hours of Free Early Education + £10.00 
  
We have the equivalent of 7 full time Model A 
places available. Parents can secure a model A 
place, on a first come first served basis. A place 
will be secured on receipt of a DfE qualifying code 
via email to admin@anthonyropernursery.co.uk.  
 
Once a place has been secured, the place will be 
available to the parent for as long as they wish 
to hold the place and remain eligible. 
  

 3 and 4 year olds accessing 25 hours of FEE 
(Free Early Education) – Model B 
Up to 25 hours a week FEE (Free Early Education) 
for 38 term time weeks a year 
Daily 5-hour sessions from 9am to 2pm 
5 hours of Free Early Education 
  
We have the equivalent of 1 full time Model B 
place available. Parents can secure a model B 
place on a first come first served basis. A place 
will be secured on receipt of a DfE qualifying code 
via email to admin@anthonyropernursery.co.uk.  
 
Once secured a place will be held for the 
duration of one term. Places will hence be 
allocated on a term by term basis. Parents must 
therefore reapply for a model B place termly. 
The Pre-School will open applications at 9am, 
one full week prior to the end of each term. 

mailto:admin@anthonyropernursery.co.uk
mailto:admin@anthonyropernursery.co.uk
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All fees are payable termly in advance. Fees continue to be payable if your child is absent due to illness 
or holidays. Fees are payable by you within 1 month of receipt of the invoice. If payment of fees is 
outstanding beyond this time, you may incur a late payment fee of £25 per week. We may also suspend 
the provision of your child’s fee paid sessions. 
 
For fee-paying children, we require at least 1 month’s notice if you wish to terminate your child’s place. 
 
If you require extra sessions for your child, please ask for an Extra Session Request Form and hand in to 
the office once completed. 
 
Free Early Education (FEE)  
All children become eligible for 15 hours of Free Early Education the term after they become 3.  
 
Some 3-year-olds may be eligible for 30 hours of Free Early Education and some 2-year-olds may be 
eligible for 15 hours of Free Early Education. Please speak to one of the Childcare Managers if you think 
your child may qualify. 
 
As of April 2015, the introduction of the Early Years Pupil Premium scheme means that, under certain 
circumstances, the Pre-School may be able to claim funding for your child once they are 3. Please speak 
to one of the Childcare Managers if you think your child may qualify for Pupil Premium funding. 

 
Learning and our curriculum 
 
Anthony Roper Pre-School & Kindergarten implements The Early Years Foundation Stage to ensure that 
children are supported in reaching their full potential. This framework consists of seven areas, with 
three prime areas and four specific areas. 
 
Learning through play is essential for children’s development. It builds their confidence as they learn to 
explore, and enables them to think about problems and relate to others. Our approach is to ensure the 
children’s learning and development is a holistic approach extending the child’s development at their 
own pace. 
 

Starting at the Pre-School  
 
The first days 

A child who is anxious or unhappy will not be able to play or learn effectively, so it is important for 
parents and the Pre-School staff to work together to ensure children feel confident and secure in the 
group. This takes longer for some children than others and you should not feel worried if your child 
takes a while to settle. The Pre-School policy on settling is available in the Policy Documents folder in 
the reception area. 
 
Settling in 

Our aim is to work in partnership with parents/carers even before the ‘first day’. We will encourage you 
to: 

• come into the Pre-School for part of a session before your child’s first day, 

• take time to discuss your child’s background, special needs, likes/dislikes, etc. with us, 

• arrange a ‘first day’ start time so your child’s key person can spend some quality time with you and 
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your child, 

• keep ongoing contact with your child’s key person and the Pre-School managers. 
 
The role of parents 

We recognise that parents are the first and most important educators of their young children. As such, 
we aim to support parents and encourage you to be actively involved with the Pre-School. All parents 
are welcome to visit the setting, for example by joining the parent rota, volunteering during cooking 
week, coming in to tell a story or helping with our beautiful allotment garden. 
 
In addition, as we are a registered charity, we rely upon fund raising in order to provide craft materials, 
snacks, equipment and toys, etc. for the children, as our fees cover just our basic costs. Parents are 
encouraged to participate in social and fund raising events and the PTA are always looking for new 
members. 
 
Communication with parents/carers plays a vital part in our role as practitioners and our partnership 
with parents. On your first visit to the Pre-School, we will inform you of the positions of the parent 
information board and our digital signage screen in the reception area. This screen displays information 
such as term dates and forthcoming events as well as pictures of the children. We maintain regular 
contact with parents on a day-to-day basis and use Parentmail to communicate via email and text. Upon 
joining the Pre-School you will be allocated an authorisation code for this service. 

 
Our policies 
 
All of our policies are available in the Policies folder located in the reception area of the Pre-School. Our 
policies are designed to offer the best possible experience for the children and are reviewed on a 
regular basis. Comments and suggestions from parents are always welcome. If you would like an 
electronic copy of any of our policies emailed to you, please ask. 
 
Illness and collection of sick children 

Parents are asked to keep their children at home if they have any infection, and to inform the Pre-
School as to the nature of the infection. This will allow the Pre-School to alert other parents as necessary 
and to make careful observations of any child who seems unwell. If your child has vomited or had 
diarrhoea, please do not bring them back to Pre-School until at least 48 hours have elapsed since the 
last episode. 
 
Please check your child regularly for head lice and thread worms and, if detected, keep your child at 
home until the necessary treatment is complete. Please inform the Pre-School staff of any episodes. 
 
If your child is going to be absent from a session, please contact the Pre-School to inform a member of 
staff of the absence. 
 
Staff will always act in the children’s best interest. If a child is thought to be ill during a session, the 
parent/carer will be contacted and will be expected to take the child home. 
 
Accidents 

Pre-School staff will record any accidents or incidents a child may have during their time in the Pre-
School in an accident/incident book, and the parent/carer will be asked to sign the form at the end of 
the session. If a child bumps their head, staff will use their knowledge and experience and, if it is 
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considered necessary, will contact the parent/carer to let them know. Head bumps are always recorded 
on an accident form and the chid monitored for the remainder of the session. 
 
Medication 

Where necessary, the Pre-School staff will administer medication prescribed by a child’s doctor as long 
as it is clearly labelled with the child’s name and the prescribed dosage. The parent/carer must complete 
and sign an individual care plan to give staff authorisation to administer the medication and must 
ensure that they have read the Medicines Policy (found in the Policies folder located in the reception). 
The staff will then complete a form once administered and the parent/carer will sign when collecting 
their child at the end of the session. 
 
Children must be kept off Pre-School for 48 hours when starting antibiotics to prevent infection being 
spread amongst other children and adults. If at all possible, please administer any antibiotics to your 
child at home. 
 
Nappies 

If a child attends Pre-School in pull-ups or nappies, it is the responsibility of the parent to supply these.  
Pre-School staff will be happy to discuss each child’s individual needs with regard to toileting and will 
encourage each child to gain ‘toilet confidence’.  
 

Dummies 

We have a specific Dummies Policy which can be found in the Policies folder located in the reception 
area of the Pre-School.  
 

Use of mobile phones by parents and visitors 

Anthony Roper Pre-School & Kindergarten operates its own mobile phone policy in relation to staff in 
the setting. In addition, in order to ensure the safety and welfare of the children in our care, parents and 
visitors are kindly asked to refrain from using their mobile phone whilst in the Pre-School, collecting or 
dropping off their children. If a parent/carer will be spending any time in the rooms with the children 
they will be required to store any personal belongings, including mobile phones, away from the areas 
where the children are playing (unless it is an organised event specifically for parents, such as the Easter 
Bonnet Parade). We have specific policies regarding the safeguarding of the children (including the use 
of mobile phones). These can be found in the Policies folder located in the reception area. 
 
Special educational needs 

At Anthony Roper Pre-School & Kindergarten, we aim to provide equality of opportunity for all members 
of our group, including children with special educational needs. Each child is able to progress at her/his 
own rate in all areas of development. This is the case for children with or without additional needs. We 
are experienced in working in close liaison with professionals across the range of special needs, and we 
operate in accordance with the Government’s Code of Practice on Special Educational Needs and 
Disabilities 2014. We have a named SENCO in the setting. 
 
If you would like to discuss the group’s ability to meet your own child’s needs, please talk to one of the 
Childcare Managers or your child’s key person. Our Equality and Inclusion Policies are available to read 
at the Pre-School and can be found in the Policies folder located in the reception area. 
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Collection policy 

Emergency collection procedure 
If you, or your regular carer, are unable to collect your child, please telephone the Pre-School to let us 
know who will be coming in your place and to provide us with a password. When the appointed person 
arrives to collect your child, we will ask for the password that you have given before letting your child 
leave. 
 
Non-emergency collection (not parent/carer) 
In the event of a non-emergency, when your child is being collected by someone other than you or your 
regular carer, Pre-School staff MUST be informed in advance in writing, or a record made in the log 
book. 
 

 
 
Food and diet 
 
Refreshments 

The children have access to a selection of fruit and vegetables, and a snack such as toast, cereal, 
crackers, etc. during the morning and afternoon sessions. Please notify the Pre-School Managers and 
your child’s key person of any dietary requirements your child may have.  
 

Packed Lunches 

Children attending the Pre-School for a full day session, and those attending for the afternoon session, 
will need to bring in a packed lunch. For those children staying all day, lunches will be stored in a chilled 
trolley until lunchtime at approximately 12 pm. We ask that no peanut butter sandwiches, or nuts of any 
kind, are included in lunchboxes as some children may have allergies. We aim to promote healthy eating 
within the setting, therefore we would encourage you to prepare a healthy packed lunch for your child. 
(We kindly request that no sweets be included in packed lunches.) 
 

What to wear 
 
In order to feel free to explore and experiment with all kinds of materials, including messy ones, it is 
best to send children into Pre-School in clothes which are easily washable or not too new. Sweatshirts 
and T-shirts are available to purchase from the Pre-School office. It is good for children to practise the 
skills which make them independent. Simple clothing that they can take on and off themselves will 
enable them to go to the toilet when they want to, and to put on and take off their outdoor clothes 
without being too dependent on other people’s help. Children will have access to the outside area in all 
weathers. They will therefore need appropriate clothing, such as sun cream and sun hat in hot weather 
and warm clothing and waterproofs in cold and wet weather. 
 

A final thought 
 
Here is a poetic look at how your child spends their time at our Pre-School – with a lesson for parents 
too! 

Child’s Play 
Oh! What a busy morning! I’ve been playing with the dough, 

And with a little help, upon a card I learned to sew, 
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I helped my friend ‘Nurse Sarah’ to perform an operation, 
Then I fixed the track together for my train, and built a station, 

I popped inside the Wendy house to make a cup of tea, 
But instead was very busy making lunch for twenty-three! 

I found some brightly coloured bricks and built a smashing crane, 
And had a turn on all the bikes, the slide and climbing frame, 

I handed round the biscuits at ‘milk and biscuit’ time, 
Then I listened to the story and sang a nursery rhyme, 

But now the morning’s over and our mummies and daddies are all waiting, 
I hope my mummy/daddy doesn’t say 

‘I WISH YOU’D DONE A PAINTING’. 
 
We hope that your child’s time in the Pre-School will be a very happy and productive one. If you have 
any queries, or if we can be of help in any way, please contact a member of staff. 


