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The Mulberry Bush Pledge 
 

The Mulberry Bush Montessori nursery is committed to providing high quality, inclusive care 

and education for children between the ages of two and a half years and five years of age. We 

place great emphasis upon the prepared, enabling environment. It must be a welcoming, fun, 

stimulating, secure and safe place, where children will flourish and grow with confidence and 

positive self-esteem, developing the social communication skills, the physical skills and the 

knowledge and understanding to achieve and form good, firm foundations on which to build 

throughout their education and their lives.  
 

The adult’s role at the Mulberry Bush is to consistently model positive behaviour, language and 

attitudes, to be reflective and flexible in her approach. It is one of support and encouragement, 

building trusting and respectful relationships, particularly with key children and their families. 

Developing positive parent partnerships in order to share information and maintain continuity 

by forging positive links between home, community and nursery.  
 

We are committed to the Montessori Approach, both in philosophy and in Method. We believe 

the Modern Montessori Approach is the ideal catalyst to facilitate the requirements and the 

guidance for good practice within the Early Years Foundation Stage framework (EYFS 14). At 

the Mulberry Bush every child is unique, with individual needs and learning styles. We aim to 

support the home learning environment by working in partnership with parents to provide 

every child with the opportunities, resources and the support to reach their full potential and 

achieve the best outcomes. We embrace difference and diversity with positivity and we pledge to 

ensure everyone at the Mulberry bush is listened to, valued and treated with respect. All 

children and their families will be welcomed and supported; children with English as an 

additional language will be supported and their home language and cultural background will be 

promoted within the setting. 
 

There are seven areas of learning and development in the EYFS. There are three Prime areas 

and four specific areas, which are: PRIME: Personal, Social and Emotional development (PSE), 

Communication and Language (CL) and Physical development. SPECIFIC: Understanding, 

Mathematics, Literacy and Expressive Arts and Design. Each of these areas are then broken 

down into subheadings. All areas are interlinked and the progress in the prime areas will 

support learning in the specific areas. These areas are not taught in isolation, but are 

interlinked throughout the Montessori curriculum of activities and purposeful play 

opportunities we plan and provide. We provide a careful balance of adult-led and child initiated 

activities, more heavily weighted towards child initiated, as we strongly believe children are 

competent learners from birth and it is our role to scaffold the child’s learning by following their 

pace and their path of interest, schemas and sensitive periods for learning through the 

Montessori Method. Extending their knowledge and understanding of the world around them by 

challenging them, encouraging independent thought and problem solving skills. By encouraging 

young children to make decisions, choices, have a voice and by allowing them the time and the 

opportunities to explore, to investigate, problem solve, through hands on, concrete experiences, 

where they can make mistakes, take responsibility and appropriate risks in a safe and 

supportive environment, developing life skills,  self-control and the ability to self-discipline.  
 

We pledge to provide an environment rich in opportunities, resources and activities. A 

welcoming, child centred, safe and caring environment where children feel valued, respected, 

supported and listened to.  
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The Mulberry Bush Montessori Nursery Ltd 

Welcome to The Mulberry Bush Montessori Nursery and thank you for your enquiry. 

Hopefully this brochure will give you an insight into a little of what we do and how we do it. 

We will try to give you as much information as we can, as we do appreciate how difficult 

this decision is for you, and how important it is you feel completely happy and confident 

with your choice of childcare. We feel it is vital for us to have shared goals and aspirations 

in order to develop a positive partnership with parents that will support close, informed 

relationships with the children.  
 

We aim to provide a warm, homely and welcoming environment where parents and children 

feel valued, respected, supported and cared for. We strive to provide children with the 

opportunities to reach their full potential through fun, interesting, challenging and 

inspiring activities and positive experiences that will encourage and support their holistic 

development and learning to achieve the best outcomes. 
 

OUR SETTING AIMS TO: 

 Provide high quality care and education for children from two and a half years to   

statutory School age; 

 Work in partnership with parents to help children to learn and develop; 

 Add to the life and well-being of the local community; and 

 Offer children and their parents a service that promotes equality, inclusion and values 

diversity. 
 

PARENTS 

You are regarded as members of our setting who have full participatory rights. These 

include a right to be: 

 Valued and respected; 

 Kept informed; 

 Consulted; 

 Involved; and 

 Included at all levels. 
 

CHILDREN'S DEVELOPMENT AND LEARNING 

We aim to ensure that each child: 

 Is in a safe and stimulating environment; 

 Is given generous care and attention, because of our high ratio of qualified and 

experienced staff who ensure the children are safe and cared for, that support and scaffold 

children’s learning through one to one engagement of the Montessori curriculum taking 

them forward by building on what she/he already knows and can do;  

 Has the chance to join in with other children and adults to play, work and learn 

together; 

 Has a personal key person who makes sure each child is settled, happy and makes 

satisfying progress; 

 Is in a setting that sees parents as partners in helping each child to learn    and 

develop 

 

THE EARLY YEARS FOUNDATION STAGE (EYFS 2014) 
 

The EYFS provides the statutory framework that all early years registered provision must 

adhere to. It provides a set of welfare standards that must be met by all EY providers and 

best practice guidelines for high quality provision. (please speak to a member of staff for 

further information on the EYFS or pick up an information booklet from the nursery). 

Provision for the development and learning of children from birth to 5 years is guided by 
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the Early Years Foundation Stage framework. Our provision reflects the four overarching 

principles of the Every Child Matters agenda that supports the Statutory Framework for 

the Early Years Foundation Stage (DfE 2014), and these are closely linked to the principles 

of the Montessori Approach. 
 

 A Unique Child 

Every child is a unique child who is constantly learning and can be resilient, capable, 

confident and self-assured. 
 

 Positive Relationships 

Children learn to be strong and independent through positive relationships. 
 

 Enabling Environments 

Children learn and develop well in enabling environments, in which their experiences 

respond to their individual needs and there is a strong partnership between practitioners, 

parents and carers. 
 

 Learning and Development 

Children develop and learn in different ways and at different rates. The framework covers 

the education and care of all children in early year’s provision including children with 

special educational needs and disabilities. 
        

HOW WE PROVIDE FOR DEVELOPMENT AND LEARNING:  
 

Children start to learn about the world around them from the moment they are born. The 

care and education offered by our setting helps children to continue to do this by providing 

the children with interesting activities that are appropriate for their age and stage of 

development with the support of a well-established team of qualified and experienced staff 

who scaffold each child’s learning and development through one to one engagement of the 

Montessori curriculum within a safe, enabling environment. The Montessori philosophy 

promotes a calm and consistent ethos which in turn promotes a positive learning 

environment, where children are encouraged and free to explore, experiment and learn 

through hands on active learning experiences. 
 

For each area, the level of progress that children are expected to have attained by the 

end of the Early Years Foundation Stage is defined by the Early Learning Goals. These 

goals state what it is expected that children will know, and be able to do, by the end of 

the reception year of their education. We will plan your child’s individual learning and 

development in each area of learning through a continual observation and assessment 

process, following their individual path, interests and working at their pace, one step a 

time. 
 

The EYFS outcomes sets out the likely stages of progress a child might make as they 

work towards the Early Learning Goals (ELG’s) which they should normally reach or 

exceed by the end of the foundation stage. We regard these when we assess children 

and plan for their learning, working towards, within or beyond the ELG’s and 

preparing each child so they are school ready when they leave us. Our Montessori 

programme supports children to develop the knowledge, skills and understanding in all 

of the EYFS areas and sub areas of learning, which are 

PERSONAL, SOCIAL AND EMOTIONAL DEVELOPMENT (PRIME AREA) 

 Making relationships; 

 Self-confidence and self-awareness; and 

 Managing feelings and behaviour. 
 

PHYSICAL DEVELOPMENT (PRIME AREA) 

 Moving and handling; and 

 Health and self-care. 
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COMMUNICATION AND LANGUAGE (PRIME AREA) 

 Listening and attention; 

 Understanding; and 

 Speaking. 
 

LITERACY (SPECIFIC AREA) 

 Reading; and 

 Writing. 
 

MATHEMATICS (SPECIFIC AREA) 

 Numbers; and 

 Shape, space and measure. 
 

UNDERSTANDING THE WORLD (SPECIFIC AREA) 

 People and communities; 

 The world; and 

 Technology. 
 

EXPRESSIVE ARTS AND DESIGN (SPECIFIC AREA) 

 Exploring and using media and materials; and 

 Being imaginative. 
 

THE MONTESSORI APPROACH TO LEARNING AND DEVELOPMENT AND 

ASSESSMENT: 
 

Being active and playing supports young children’s learning and development through 

doing and talking. This is how children learn to think about and understand the world 

around them. We use the Montessori Method to plan and provide opportunities which 

will help children to make good progress in all areas of learning in line with the EYFS 

learning and development requirements.  Our programme is made up of a careful 

balance of activities that children self-initiate, self-select, and self-direct and adult led 

activities. The Montessori Practitioners role is to observe, tune into the child’s 

interests, to support, to scaffold and extend children’s learning and development, one 

step at a time, following the child’s path, allowing them to set the pace, building 

positive self-esteem, confidence and the skills that will promote independence and 

effective learning. 
 

CHARACTERISTICS OF EFFECTIVE LEARNING 
 

We understand that all children engage with other people and their environment 

through the characteristics of effective learning that are described in the Early Years  

Foundation Stage as: 

 Playing and exploring - engagement; 

 Active learning - motivation; and 

 Creating and thinking critically - thinking. 
 

We aim to provide for the characteristics of effective learning by observing how a child 

is learning and being clear about what we can do and provide in order to support each 

child to remain an effective and motivated learner. 
 

ASSESSMENT 

We assess how young children are learning and developing by developing close informed 

and knowledgeable relationships with key children, tuning in to their interests, sensitive 

periods for learning and learning styles. Through positive interactions, observations and 

assessment, which will inform future planning and next steps. We take notes, use 

photographs or videos and keep examples of their work to document their progress and 

where this may be leading them. Each child will have an activity bag and home link book 
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which is shared between nursery (key person) and home to help maintain continuity in your 

child’s learning by sharing information, ideas and resources. We believe that parents know 

their children best and through the home link book we can share information and we ask 

you to contribute to assessment by sharing information about what your child likes to do at 

home. We will also keep you informed through informal chats or arrange private meetings 

with you and we have parent’s evenings during the Spring term. 
 

We make periodic assessment summaries of children’s achievement based on our on-

going development records. These form part of children’s records of achievement. We 

undertake these assessment summaries at regular intervals, as well as times of 

transition, such as when a child moves into a different group or when they go on to 

school. 
 

PROGRESS SUMMARY CHECK AT AGE TWO 

The Early Years Foundation Stage requires that we supply parents and carers with 

a short written summary of their child’s development in the three prime areas of 

learning and development - personal, social and emotional development; physical 

development; and communication and language - when a child is aged between 24 - 

36 months. Your child’s key person is responsible for completing the check using 

information from on-going observational assessments carried out as part of our 

everyday practice, taking account of the views and contributions of parents and 

other professionals.  
 

RECORDS OF ACHIEVEMENT 

We keep a record of achievement for each child called their Individual EYFS profile 

and a personal Learning Journey which evidences their achievements through 

photographs, examples of their work, comments and reports. Each child‘s 

achievement records are kept in their individual tray and are available for parents 

(your own child’s only) at any time. Your child's record of achievement will facilitate 

ongoing assessment that your child’s key person will use to complete regular reports 

that will help us to celebrate together her/his achievements and to work together to 

provide what your child needs for her/his well-being and to continue to make 

progress, it also supports the home learning environment which will help your child 

achieve the best outcomes.  
 

Your child's key person will work in partnership with you to keep this record.  She 

will collect information about your child's needs, activities, interests and 

achievements. This information will enable the key person to identify your child's 

stage of progress and plan their next steps. Together, we will then decide on how to 

help your child to move on to the next stage.  
 

    WORKING TOGETHER  
 

We maintain and exceed the ratio of adults to children in the setting that is set by the 

Safeguarding and Welfare Requirements. We also have volunteers and long term students 

who complement these ratios. This helps us to: 

 Give lots of time and attention to each child; 

 Talk with the children about their interests and activities; 

 Scaffold children’s learning by helping children to experience and benefit from the 

activities we provide; and 

 Allow the children to explore and be adventurous in safety. 
 

LEARNING OPPORTUNITIES FOR ADULTS 

As well as gaining childcare qualifications, our staff take part in further training and 

refresher courses to help them to keep up-to date with current thinking, best practice 



7 

 

and legislation. As a setting we support our staff in their continual professional 

development and welcome early years students and volunteers to gain further 

experience and support in their studies. From time to time we hold learning events for 

parents, such as first aid courses and we also sign post parents to local community 

groups, reading material, information sites, training organisations and how parents 

can help their children at home. Any parent that would like more information please 

speak to your child’s key person or the nursery Principal. 
 

KEY PERSON AND YOUR CHILD 

Our setting uses a key person approach. This means that each member of staff has a 

group of children for whom she is particularly responsible. Your child's key person 

will be the main person who works with you to make sure we are meeting your 

child's particular needs and interests. The Principal will support key persons and 

work as the second key person in their absence. When your child first starts at the 

setting, the key person will help your child to settle and throughout your child's time 

at the setting she will be responsible for planning their individual learning and 

development assessments and planning. We try to ensure your child has the same 

key person throughout their time with us. However, occasionally we do have to 

change your child’s key person, we will always do an overlap to make the transition 

run smoothly and the new key person will work closely with the old one to ensure 

they are fully informed before taking over. 
     

PROMOTING EQUALITY AND INCLUSION:  

The Mulberry Bush Montessori Nursery is committed to equality and inclusion. We 

make sure that our provision meets the individual needs of each child, we take account 

of any special/additional needs and/or disability a child may have and work with 

parents and within a multi-agency/professional framework (with parental consent) in 

order to meet the child’s needs effectively.  We work in line with our Local Offer and we 

meet the requirements of the SEND Code of Practice (2014). (please see The Mulberry 

Bush SEND Local Offer) 
 

THE SETTING'S TIMETABLE AND ROUTINES 

Our setting believes that care and education are equally important in the experience which 

we offer children. Our sessions promote the Montessori work cycle and the routines and 

activities that make up the day in our setting are provided in ways that: 
 

 help each child to feel that she/he is a valued and respected member of the setting; 

 ensures the safety of each child; 

 helps children to gain from the social experience of being part of a group; and 

 Provides children with opportunities to learn and help them to value learning. 

 

 

 

 

 

 

 

 

 

 



8 

 

THE MULBERRY BUSH MONTESSORI NURSERY TEAM: 

Name Job Title Qualifications and Experience 

CHERYL 

KNIGHT 

NURSERY PRINCIPAL 

H & S OFFICER 

INCLUSION CO-ORDINATOR 

EQUAL OPPORTUNITIES CO-

ORDINATOR (ENCO) 

EARLY YEARS PROFESSIONAL STATUS  

BA EARLY CHILDHOOD STUDIES 

MONTESSORI INTERNATIONAL DIPLOMA 

FOREST SCHOOLS (Level 1) 

ELKLAN SPEECH & LANGUAGE (ACCREDITED 

LEVEL 3) 

LEANDER 

TRUNKS 

NURSERY DEPUTY MANAGER 

SPEECH & LANGUAGE CO-

ORDINATOR 

EARLY YEARS PROFESSIONAL STATUS  

BA EARLY CHILDHOOD STUDIES 

CACHE DIPLOMA 

FOREST SCHOOLS (Level 1) 

ELKLAN SPEECH & LANGUAGE 

 (ACCREDITED LEVEL 3) 

JO  

WALTON 

NURSERY DEPUTY MANAGER 

SPECIAL EDUCATIONAL 

NEEDS CO-ORDINATOR 

(SENCO) & AUTISM LEAD 

BEHAVIOUR MANAGEMENT 

CO-ORDINATOR 

LAC CHILD CO-ORDINATOR 

MONTESSORI INTERNATIONAL DIPLOMA  

CACHE DIPLOMA (UPDATE) 

ELKLAN SPEECH & LANGUAGE 

 (ACCREDITED LEVEL 3) 

LAURA 

AUGER 

NURSERY PRACTITIONER BA HONS EARLY CHILDHOOD 

WORKING TOWARDS EARLY YEARS TEACHER 

QUALIFICATION  

HANNAH 

WARD 

NURSERY PRACTITIONER CACHE DIPLOMA  

ELKLAN SPEECH & LANGUAGE 

 (ACCREDITED LEVEL 3) 

JOCELYN 

ANDREWS 

SEN LEARNING SUPPORT 

ASSISTANT 

TEACHING ASSISTANT (Level 2)  

DIANE 

HARDEN 

SEN LEARNING SUPPORT 

ASSISTANT 

ELKLAN SPEECH & LANGUAGE (Level 2) 

DAWN 

BERRYMAN 

BANK COVER STAFF QUALIFIED TEACHER STATUS 

FOREST SCHOOLS Level 3 

MONTESSORI TRAINING 

 

AS WELL AS OUR REGULAR TEAM WE HAVE A TEAM OF VOLUNTEERS; 

GEMMA GREEN; Gemma is a qualified and experienced level 3 Early Years practitioner. 

GERDA ZIMMERMEYER: Gerda is a qualified and experienced EY and primary school 

teacher. 

BARBARA ATKINS: Barbara is a local lady who has kindly offered to come in to do cooking, 

arts and crafts with the children. 

MICHAELA BURR: Local mum who’s three children have all attended the MB. 
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Montessori in a Nutshell 
 

Maria Montessori was born in Italy in 1870. She was the first women to graduate in medicine 

from Rome and in 1899 she began her study of educational problems of children with special 

needs. She achieved startling results and the children passed state examinations in reading 

and writing set for ‘normal’ children of the same age. Dr Montessori concluded that similar 

methods could be successfully applied to younger children who did not have special needs and 

so she set out to work with toddlers in private and public schools in Rome. She encountered 

much opposition from orthodox educationalists who regarded her system as undisciplined, for 

she encouraged freedom of choice and freedom of movement, which was much frowned upon in 

early education establishments, where children were made to sit uniformly, silently and 

obediently. However, she was welcomed by enthusiastic reformists. Maria Montessori was 

appointed Government inspector for schools in Italy in 1922.  She wrote many books and 

lectured on her methodology, pedagogical anthropology, cognitive development and the system 

of education and child development she developed is as we know it today.   

 

The ethos is one of a calm, safe, secure, ordered environment, where the child learns at their 

own pace, learning to discriminate through the senses, by activity, using concrete materials. 

The child must be given the freedom to move around and make their own choices, to learn how 

to self-discipline. It is the choices that we offer and the positive experiences within the 

prepared environment that hold the key. One of the best known principles of the Montessori 

Method is the prepared environment. Preparing an environment to encourage a child’s natural 

sense of order, to stimulate his/her senses, imagination and creativity , to develop the social 

and practical skills that will encourage greater self-esteem, confidence and the concentration 

and listening skills they will need to become enthusiastic independent learners. The adults 

role is to observe, assess, support and scaffold the child’s learning, to apply her/his knowledge 

of child development to provide the appropriate opportunities and activities, to recognise and 

feed the interests of the child’s absorbent mind at each stage of their  development.  

 

Maria Montessori has left a legacy for her followers, she was not just a theorist on child 

development and education, but she established a Method to put her theories into practice and 

provided training for Montessori directresses all over the world to ensure her Methods would 

not be misinterpreted or misunderstood and her standards would be maintained, this was 

continued following Maria’s death through her son Mario who founded the Montessori Centre 

International. Today there are perhaps two main Montessori camps, the purist die-hard 

Montessorian’s who believe as Mario did that nothing should be adapted or changed in order 

to fit the modern world, such as computers and non-Montessori equipment or imaginative role 

play areas that distracts the child from their purpose and by adapting or expanding on Dr 

Montessori’s original theories and Method it would eventually water down the original 

Montessori approach, rendering it unrecognisable. The more progressive, modern 

Montessorian’s however, feel it is important to adapt to the modern world and the community 

in which it serves, whilst maintaining the Montessori principles within the Montessori 

approach. Providing non-Montessori activities and equipment, which are carefully chosen to 

compliment the Montessori materials, developing technology skills and playing imaginatively 

in the role play area.  Progressive Montessorian’s do not feel this in any way devalues the 

Montessori Approach and believe that if Doctor Maria Montessori were alive today she too 

would have continued to develop and adapt in order to stay relevant within a contemporary 

society. 

 

The Montessori environment is a child centred hive of activity. The activities are carefully 

chosen for a specific purpose. By giving the child the opportunity to complete a self-chosen 

practical activity in order to perfect his/her skills and develop the confidence, perseverance 

and concentration skills for future learning. The child is learning new concepts and mastering 

skills at their own pace. The practical life and the sensorial activities are designed to 
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encourage the development of the fine and the gross motor skills, hand eye co-ordination, 

dexterity, sense of natural order, which in turn will encourage greater self-esteem, confidence 

and the concentration skills needed to become independent learners. The child learns through 

activity, playing, having fun, where the objective is ‘in the doing’, not in the end result.  The 

Montessori Method and philosophy maintains a holistic approach to education in the 

development of the whole self-resulting in a well-balanced child.   

 

The Montessorian appreciates the good in all children and knows the importance of 

consistency, fairness, kindness and respect for the child. Positive role models, who can 

differentiate and adapt practices to suit the needs, abilities and cultural differences of the 

individual child.  The child must know and understand the expectations and routines of the 

nursery in order to develop the confidence to feel happy and secure within it. To become 

independent learners, with respect for themselves, one another and their environment, 

knowing what’s right and wrong and to be able to demonstrate self-control and self-discipline 

for their own behaviour. We must lay good solid foundations for young children on which they 

will continue to build throughout their lives.    

 

We believe at the Mulberry Bush that our most valuable and important resource is our 

established and experienced team who through a shared belief in the high aspirations and 

expectations for every child are collectively committed to the delivery of high quality, 

outstanding, inclusive provision. It is the supportive and nurturing culture of the adults 

within a Montessori setting that scaffold the children’s individual learning and development 

one step at a time, combined with the physical and the spiritual environment that sets the 

true Montessori setting apart. 

 

If you would like more information on the Montessori Approach please speak to Cheryl the nursery 

has books and Montessori International magazines parents can borrow (in the blue chest of 

drawers in the lobby) or you can subscribe (www.montessori.org.uk). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.montessori.org.uk/
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THE MULBERRY BUSH MONTESSORI NURSERY LTD 

The Role of the Key Person and Settling-in New Children 

Policy statement 

We believe that children settle best when they have a key person to relate to, who knows them 

and their parents well, and who can meet their individual needs. Research shows that a key 

person approach benefits the child, the parents, the staff and the setting by providing secure 

relationships in which children thrive and parents have confidence. Our staff are committed to 

high quality provision and the setting is a happy and dedicated place to attend and work in. 

We want children to feel safe, stimulated and happy in the setting and to feel secure and 

comfortable with our staff. We also want parents to have confidence in both their children's 

well-being and their role as active partners with our setting. We aim to make our setting a 

welcoming place where children settle quickly and easily because consideration has been given 

to the individual needs and circumstances of children and their families. 

 

The key person role is set out in the Safeguarding and Welfare Requirements of the Early 

Years Foundation Stage. Each child must have a key person. These procedures set out a model 

for developing a key person approach that promotes effective and positive relationships for 

children. 
 

Procedures 
 

 We allocate a key person when the child starts, who works with the support of the 

Principal as each child’s second key person. 
 

  The key persons are responsible for 

 Providing an induction for the family, gathering information about the child and their 

background so we can develop informed relationships which will facilitate a positive 

settling in period for the child into our setting.  

‒ Offering unconditional regard for the child and being non-judgemental. 

‒ Working with the parents/carers to plan and deliver a personalised plan for the child’s 

well-being, care and learning. 

‒ Acting as the key contact for the parents/carers.  

 Maintaining developmental and learning progress and attainment records and for 

sharing information on a regular basis with the child’s parents/carers to keep those 

records up-to-date, reflecting the full picture of the child in our setting and at home. 

(Individual profiles/learning journey/progress reports/home link books/informal 

chats/organised private discussions, parents evenings and review meetings) 

‒ Having links with other carers/settings involved with the child and co-ordinating the 

sharing of appropriate information about the child’s development and wellbeing with 

those carers. 

‒ Encouraging positive relationships between children in the group, spending time with 

them as a group each day. 
 

  We promote the role of the key person as the child’s primary carer in our setting, and as 

the basis for establishing relationships with other adults and children. The Principal 

provides support and seconds the key worker relationship with each child and their 

families. 
 

Settling-in 
 

 Before a child starts to attend our setting, we use a variety of ways to provide his/her 

parents with information. These include written information (including our prospectus 

which holds key policies, and information, a lengthy and detailed show round, activity 

session(s) and discussion, written information to support the transition. 
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 Before a child is due to start, we provide opportunities for the child and his/her parents to 

visit the setting for an activity session. This provides the opportunity to get to know the 

parents and the child, see how they are and decide with the parent on the best transition 

process for each child and parent on an individual basis. 
 

 The key persons will welcome and look after the child and his/her parents at the child's 

first session and during the settling-in process. Parents are encouraged to stay for as long 

as they feel they need to, whilst we are experienced in settling in new children, you know 

your child best. 
 

 We use these pre-start activity visits to check the child's registration records, 

permission to collect forms, gather information and discuss any concerns parents 

may have. 
 

 During the activity session parents will be asked to basic share information on their 

child’s development with the key person/Principal to establish their interests, likes 

and dislikes and a base line starting point which alongside observations will inform 

individualised planning for their child. 
 

 Younger children may take longer to settle in, as may children who have not previously 

spent time away from home. Children who have had a period of absence may also need 

their parent to be on hand to re- settle them. 
 

 We judge a child to be settled when they have formed a relationship with their key 

persons; for example, the child looks for the key person when he/she arrives, goes to them 

for comfort, and seems pleased to be with them. The child is also familiar with where 

things are and is pleased to see other children and participate in activities. 
 

 When parents leave, we ask them to say goodbye to their child and explain that they 

will be coming back, and when.  
 

 We recognise that some children will settle more readily than others, but that some 

children who appear to settle rapidly may not be ready to be left or may regress and begin 

to get upset a few sessions in. We expect that the parent will honour the commitment to 

stay for at least the first week, or possibly longer, until their child can stay happily without 

them. We also recognise that some parents are not ready to leave their child immediately 

and need time to do it gradually. 
 

 We do not believe that leaving a young child to cry for any length of time will help them to 

settle any quicker. We believe that a child's distress will prevent them from learning and 

gaining the best from the setting. If a child is distressed and we cannot settle a child 

within a short time frame of the parent leaving we will phone and ask the parent/carer to 

return and review the transition process with the parent. It may mean the parent stays 

and gradually withdraws for short periods of time until the child settles.  
 

 Some children may always find the initial separation and saying goodbye difficult, this 

may be a time staff suggest they take the child from the parent and say goodbye rapidly, in 

this case the child is usually fine once the parent is out of sight, if not staff will agree a 

time frame and if the child does not settle they will contact the parent to return to the 

setting 

 We reserve the right not to accept a child into the setting without a parent or carer if the 

child finds it to distressing to be left. This is especially the case with very young children 

and we may suggest deferring their start date for a while. 
 

The progress check at age two 
 

 The child’s key person carries out the two year progress check in the term that they start 

in accordance with the requirements of the Early Years Foundation Stage framework 
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(EYFS 2014). We will check with parents at the activity session if a two year progress 

check has already been completed by another setting, health visitor or other agency and if 

a report is available to support our assessment, otherwise this will be carried out by the 

child’s key person towards the end of the term in which they start at age two and a half. 
 

 The progress check aims to review the child’s progress and attainment in the prime areas 

of the EYFS which are: Personal, Social and Emotional Development, Communication and 

Language and Physical development which ensures that parents have a clear picture of 

their child’s development. It will note areas where the child is progressing well and 

identify areas where progress is less than expected and early intervention and additional 

support may be beneficial. If areas of concern are identified a meeting will be arranged 

with parents to decide on any actions that may be taken by us to address any 

developmental concerns, including working with the nursery Senco and other professionals 

where appropriate as agreed with the consent and participation of parent(s). 
 

 The key person will work closely with the nursery Senco and parents to plan, implement 

and review activities to meet the child’s needs within the setting and together they will 

support parents, share ideas, resources and information in order to enhance their 

development at home. 
 

 The Key person will continue to observe, assess, plan and review each child’s holistic 

development and learning, keep careful records and complete regular reports of the child’s 

progress and attainment for parents and other settings. 

 

HOW PARENTS TAKE PART IN OUR SETTING 

Our setting recognises parents as the first and most important educators of their 

children and we fully support the home learning environment. Our staff see 

themselves as partners with parents in providing care and education for their 

children. We strive to make our setting a welcoming and stimulating place for 

children and parents, and support this by encouraging parents to: 
 

 Exchange knowledge about their children's needs, activities, interests and 

progress with our staff; 

 Contribute to our base line assessment on entry and the progress check 

at age two; 

 Share their own special interests with the children; 

 Take part in events and informal discussions about the activities and 

curriculum provided by the setting; 

 Join in community activities, in which the setting takes part. 
 

We welcome parents/carers/grandparents into the setting to join in with our 

activities and projects. Parents can offer to take part in a session by sharing their 

own interests and skills with the children such as cooking, gardening, music, art & 

craft activities. Parents have visited the setting to play an instrument or read a book 

they have written to the children, show pictures and artefacts of interest, talk about 

their profession such as policeman, fire person, life boat crew, ambulance driver, air 

pilot, nurse, dentist, fishermen, digger driver or events taking place in their 

neighbourhood, and show the children their collection of shells. The children enjoy 

someone new visiting. All visitors, volunteers will be supervised with the children. 

 

THE MONTESSORI WORK CYCLE:  
 

We organise our sessions in line with the Montessori work cycle, so that the children 

can choose from, and work at, a range of activities and explore the different areas of 

the setting, in doing so, build up their ability to select and work through a task to its 

completion. The children are also helped and encouraged to take part in adult-led 
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small and large group activities, which introduce them to new experiences and help 

them to gain new skills, as well as helping them to learn to work with others. Outdoor 

activities contribute to children's health, their physical development and their 

knowledge of the world around them. The children have the opportunity, and are 

encouraged, to take part in outdoor child-chosen and adult-led activities, as well as 

those provided in indoors. Our high ratios of qualified and experienced staff enable us 

to provide the children with high levels of one to one teaching time and engagement 

across the Montessori curriculum which enhances and promotes the children’s 

learning and development to achieve positive outcomes of the EYFS. (A service charge 

is included in the nursery fees and is applied as an optional payment on funded places 

to provide snacks, extra curriculum activities, parties and events and to receive high 

levels of one to one engagement across the Montessori curriculum to enhance the 

requirements of the EYFS. Please see Fees below for further information). 

We organise the day and our environment so that children can take part in a variety 

of child-initiated and adult-led activities, they have opportunities throughout the day 

to play/work alone, with an adult and with other children. Our routines take account 

of children's changing energy levels throughout the day and ensure children have 

time for rest and relaxation.  
 

SNACKS AND MEALS 

We make snacks and lunch time a special, social time at which children and adults sit 

together. We  provide the children with a balanced and substantial mid-morning 

snack of multi grain cereals, raisins, fresh fruit salad, milk or water to drink 

(occasionally we have vegetables we have grown in the garden, cake, biscuit, popcorn, 

malt loaf, milk shake, hot chocolate, ice lollies). The children are encouraged to serve 

themselves and good table manners are encouraged. At lunch time the children bring 

a packed lunch (which is stored in the refrigerator, we do not heat food). Parents are 

encouraged to provide a healthy balanced meal for their child. The lunch tables are 

laid with table cloths and china plates and the children are encouraged to eat the 

healthy options first. Please tell us about your child's dietary needs and requirements 

and we will plan accordingly. (Snacks are included in the nursery fees and are 

included in the service charge on funded places, please see terms and conditions for 

further information for funded places only). 
 

CLOTHING 

We provide protective clothing (aprons) for the children when they play with messy 

activities, however we ask parents not to dress their child in expensive/special 

clothing as they may still get messy. We encourage children to gain the skills that 

help them to be confident and independent and look after themselves. This includes 

self-help skills such as taking themselves to the toilet and taking off, and putting on, 

outdoor shoes, boots and clothes. Clothing that is easy for them to manage will help 

them to do this. We ask parents to supply a named pair of Wellington boots that they 

can leave at nursery. The nursery supplies puddle suits for all weather outdoor play, 

(but children can bring their own). Parents are asked to ensure their child has a full 

supply of (named) spare clothing in a drawstring bag on their peg in case of accidents 

and spills and any spare nappy changing requirements. In the summer parents are 

asked to provide (named) sun screen and a sun hat for their child.  SLIPPERS: We are 

introducing a new slipper policy  we ask parents to supply your child with a pair of 

slippers or plimsolls to put on when you arrive and continue to wear indoors whilst at 

nursery. 
 

POLICIES 

Our full dossier of nursery policies and procedure documents and any related 

documents and information about our nursery are stored in the nursery Operational 

file which is located in the small chest of drawers in the lobby. Some of the chore 
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policies are included in this nursery prospectus. The nursery Principal and staff can 

explain our policies and procedures to you if you prefer. Copies of all nursery policies 

are available on request either in hard copy or by email. If you require a copy of any of 

the nursery policies or documents in another language or format please speak to the 

Principal. 
 

Our policies help us to make sure that the service provided by our setting is of high 

quality and that being a member of our setting is an enjoyable and beneficial 

experience for each child and her/his parents. Our staff and parents have the 

opportunity to participate in the annual review process of our policies. The review 

helps us to make sure that our policies are enabling us to provide a quality and 

effective service for our children, families and the local community. If you would like 

to take part in the nursery policy review process please speak to the Principal or a 

member of the team. We have a bi-annual questionnaire for parents and carers which 

we hope you will complete and return. We value your honesty, your views, ideas, 

comments, compliments and complaints are important to us to help us to continually 

improve our provision and ensure we are meeting the needs of our children, parents 

and the local community. 
 

SAFEGUARDING CHILDREN 

Our setting is committed to the safety and wellbeing of children. We recognise we 

have a moral and a legal duty to promote children’s welfare and wellbeing and to 

help safeguard children against harm. We will strive to safeguard and protect 

children against suspected or actual ‘significant harm’. Our recruitment and 

employment policy and practices ensure children against the likelihood of abuse in 

our setting and we have a procedure for managing complaints or allegations against 

a member of staff. 
 

Our way of working with children and their parents ensures that we are in tune with 

our key children and parents so we can be aware of problems that may emerge and 

offer support and early intervention where appropriate. This may include a referral to 

the appropriate agencies with parental consent (exceptions apply see safeguarding 

and child protection policy), to help families in difficulty.  
 

NURSERY FEES 

The Mulberry Bush offers a high level of quality provision from the outset. We provide 

high adult to child ratios so that every child receives substantial levels of one to one 

engagement across the Montessori Curriculum with highly qualified and experienced 

staff to enhance each child’s outcomes within the Early Years Foundation Stage (EYFS). 

Keeping them safe and providing positive experiences, promoting their learning and 

development and emotional wellbeing. We also provide healthy balanced snacks, extra 

curriculum activities, parties and celebrations which are included in our fees.  Fees will 

be reviewed annually and parents will be notified in advance of any increase to be 

implemented. Invoices are provided in advance for the following term and show clearly 

sessions, fees, free entitlement hours where applicable and service charges on funded 

sessions as agreed on enrolment. Fees are payable termly within 30 days of the new term 

or monthly in arrears (by the 23rd of each month). Fees may be paid directly to the 

nursery, into the bank and through nursery employer voucher schemes. A 10% payment 

charge may be applied per term on late payments. Fees must still be paid if children are 

absent due to sickness/holiday or other reasons. Fees are not charged for nursery 

holidays/bank holidays. Fees may still be charged in the unlikely event that the nursery 

has to close for a short period due to reasons beyond our control e.g. adverse weather 

conditions means it is unsafe or enough staff cannot get in to maintain appropriate 

ratios, power cut meaning we have no heating in winter, flooding, staff illness resulting 

in not having adequate staff to child ratios and all other avenues have been exhausted. 
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For your child to keep her/his place at our setting, you must pay all fees due and any 

service charge as agreed in full.  
 

FREE ENTITLEMENT:   

The Mulberry Bush is registered with Essex County Council (ECC) to provide the Free 

Entitlement, which entitles all children from the term following their third birthday to 

a free nursery place; the cut off dates for 3 year old are: 31st Dec for the Spring term, 

31st March for the Summer term and the 31st August for the Winter term. The free 

entitlement provides a funded place for a minimum of 2.5hrs up to a maximum of 15hrs 

per week, for 38 weeks per year. (This funding is also available for some two year olds 

who are eligible by meeting the Essex County Council criteria, please speak to the 

Principal if you think you may meet the criteria or you have been informed you are 

eligible for two year funding which can be claimed at The Mulberry Bush from the 

starting age of two and a half years). Funded weeks per term will be set by ECC, this 

may vary, but will total 38weeks per year. This may not always be the same as the 

nursery terms as we open up to 45 weeks per year, 41 weeks per year plus 4 weeks 

optional holiday clubs, so there are some weeks per term that will not be funded and 

charged at the full rate. 
 

    ADDITIONAL SERVICE CHARGE ON FUNDED PLACES:   

The Mulberry Bush offers a high level of quality provision from the outset which is 

reflected in our fees. We provide high adult to child ratios so that every child receives 

substantial levels of one to one engagement across the Montessori Curriculum with 

qualified and experienced staff to enhance each child’s outcomes within the EYFS, 

keeping them safe and providing positive experiences, promoting their learning and 

development and emotional wellbeing. We also provide healthy balanced snacks, extra 

curriculum activities, parties and celebrations all of which are included in our fees.  In 

order to maintain this level of service on all free, funded places we offer an additional 

inclusive package for which an optional service charge is applied, as unfortunately the 

ECC hourly rate paid to the nursery for a free place does not cover the full cost for this 

high level of service. The service charge enables us to maintain a fully inclusive 

package of these additional services over and above the Early Years Foundation Stage 

requirements and expectations as stated above. The additional service charge on free 

funded sessions is optional, any parent not wishing to contribute by paying the 

additional service charge on funded sessions or access any additional hours or sessions 

over and above their free entitlement may do so at a reduced service level. This must be 

agreed at enrolment and cannot be a dip in, dip out arrangement as advance 

arrangements must be made for staff deployment and ratios to facilitate the level of one 

to one engagement across the Montessori curriculum and organisation of snacks, extra 

curriculum activities, parties etc. to ensure future sustainability of the setting. Parents 

will be notified at least one term in advance of any increases to nursery fees or service 

charges. Any additional hours, sessions or hours requested after headcount day will be 

charged at the normal fee rate. Any parent wishing to claim the full free entitlement 

with no additional hours or service charges may do so for five afternoon sessions per 

week. Every child at The Mulberry Bush will be treated equally and this will not affect 

a child’s place or impact upon the EYFS requirements and expectations for a high 

quality, outstanding provision. We will always maintain the appropriate adult to child 

ratios to ensure children’s safety and wellbeing. Please see The Mulberry Bush terms 

and Conditions for further information. 
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STARTING AT THE MULBERRY BUSH:  THE FIRST DAYS 

We want your child to feel happy and safe with us. To make sure this is the case, our 

staff will work with you to decide on how to help your child to settle into the setting. 

Once your child in registered we will contact you before they are due to start to invite 

you both along for a play session. We are experienced in settling in new children and 

reassuring parents, as we understand it can be a traumatic time for both the child and 

the parents leaving your little one for the first few times. We do not have any hard and 

fast rules or time scale and will discuss a plan of action with you before your child is 

due to start. We hope that you and your child feel welcome and enjoy being members of 

our setting. We value our parent partnerships and it is important you feel comfortable 

and happy and that you feel as much a part of the Mulberry Bush as your child. The 

nursery Principal and our team are always ready and willing to talk with you about 

your ideas, views, questions or concerns. 
 

We understand that choosing the right child care setting is a really important step. The 

experiences your child has in the early years will set the path for future learning.  

Developing the confidence, positive self-esteem, self-discipline, independence and the 

thinking. listening and concentration skills that will form the firm foundations on 

which they will build throughout their education and their lives. Once you have read 

through the prospectus you should have a pretty good idea about who we are and a 

little of what we do, but it is really important that you come and see us in action. You 

need to get a feel of it and meet the team before you make a decision. Please call 01206 

383898 to arrange a visit. 

 

A DAY AT THE MULBERRY BUSH  

MONTESSORI NURSERY 
 

9am- GOOD MORNING EVERYONE!!  A WARM WELCOME   REGISTRATION  

This is the usual, general routine for the day, however we are flexible and routines do change 
occasionally. 
 

THE MONTESSORI WORK CYCLE 

We all meet in the main room until everyone has arrived and been given a warm welcome!! 

Once everyone has settled in the main door and garden gate are locked and the art room and 

the home corner are opened up, the children are then free to access the whole nursery, play 

with their friends in the home corner or out in the all-weather play area, participate in group 

or individual activities. Staff value all areas of the learning environment equally, both inside 

and out are resourced and supported to promote children’s holistic development and learning. 

In the arts & craft room there are resources available to do; sticking, painting, cooking, 

sewing, play –dough, clay modelling, printing, drawing, cutting, always lots to do in there!! 

Developing language and communication skills with opportunities to engage in imaginative 

and creative role play in the home corner, dressing up, making tea, cooking Teddies lunch,  

small world play with the train set, dolls house, castle or constructing a master piece with 

Lego, Duplo etc. etc. etc. Whatever they choose there will always be qualified staff on hand to 

support, encourage and scaffold their learning and development or just simply observe their 

play from a distance encouraging independence and social development, assessing their 

progress and planning their next steps. 
 

THE MONTESSORI PREPARED ENVIRONMENT 

In the Montessori prepared and enabling environment we have lots of fun and inspiring 

activities which provide opportunities for hands on experiences. These activities give children 

the opportunities to develop, learn and perfect their skills and techniques, new concepts, 

problem solving and self-correction through planned purposeful play opportunities, developing 
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the physical and the thinking skills, confidence, concentration and greater independence. The 

practical life activities are fun and are what they say on the tin, about learning practical 

skills, all have a specific purpose, developing hand eye co-ordination, dexterity, fine motor 

skills, pincer grip and control development, balance, greater concentration, and self-control 

and the ability to complete a cycle of activity by choosing an activity, completing and repeating 

a sequence of movements for as long as they wish, reinforcing concepts and skills. Whilst the 

children have the freedom to move around the nursery and self-select their own activities, key 

staff spend time with each child in turn, scaffolding their learning and development one step 

at a time. This might involve introducing him/her to a new activity, refining another or 

extending their interest or knowledge through observation, assessments and planning their 

next steps. At the Mulberry Bush this is done on an individual basis, each child learns at their 

own pace and their key person and the Principal will monitor their progress and scaffold their 

learning appropriately, keeping comprehensive records and profiles on every child. Any child 

raising concerns or having difficulties in any area will be observed and monitored, it will be 

discussed with the nursery SENCO and the child’s parents/carers, deciding together on the 

best action, strategies or teaching styles to suit the individual child, referral to outside 

professional advice or assessment may be sought with parental consent.  Planning and 

assessment is in line with the Early Year’s Foundation Stage developmental outcomes, the 

Montessori Approach is employed to facilitate the EYFS effectively and foster the holistic 

development of the individual child. We provide a careful balance of adult planned and child 

led/initiated activities and opportunities to engage in group learning and play opportunities 

both inside and out. We value our continuous provision and have an all-weather outdoor play 

area which the children can access through the main room throughout the day. This outdoor 

classroom promotes all areas of learning with large digging plots, sand and water play, large 

construction, role play such as a market stall, shop, kitchen, dolls, prams, ride-ons, sand tray, 

garage, mark making, counting games, connect four, weighing/balancing scales, a conker tree 

and lots, lots more. 
 

The art room and the home corner is open during the work cycle and each day a different 

member of the team will plan and deliver an activity in the art room. There is usually an 

objective to the planned activity which is focused on the project for that half term. It will vary 

and can be cooking, modelling clay, play dough or paper Mache, painting, sticking, music and 

movement, musical instruments, anything creative and usually involves getting messy . The 

art room is full of exciting resources, materials and mediums to explore and experiment with, 

where the fun and the learning is in the doing, not in the end result. We also have lots of 

construction materials, small world play and natural materials such as sea shells and fossils 

to explore and build with. The home corner room is such a friendly place to explore different 

roles, play imaginatively, dressing up, acting out and replaying different roles and scenarios 

whilst forming social interactions and building friendships.  
 

Our main objectives when selecting and planning activities are: Is it safe; age / ability 

appropriate for the children in our setting? What is the objective behind it? What do we want 

them to learn / achieve from it? Is it open ended? Can we differentiate / extend it to scaffold 

their learning and challenge them, encouraging critical thinking and problem solving skills. Is 

it fun ? Does it encourage independent learning? For a child to learn effectively the activity 

must be fun, interesting, inspiring and engaging. Children of this age learn though hands on 

active experiences, exploration, finding what interests them and knowing they are safe to have 

a go, regardless of the result, having the time to repeat an activity for as long as they wish. 

Through careful observation, assessment and planning,  the adult will scaffold each child’s 

holistic development and learning, extending at his/her own individual pace, one small step at 

a time, following their individual path, tuning in to their personal interests, schemas and 

learning styles.  Ensuring each child is offered the opportunities and the support to access a 

wide range of activities and resources across the curriculum to encourage positive self-esteem, 

confidence, social communication and language and the practical motor skills, concentration, 

listening skills, sharing and turn taking skills that will facilitate greater independent learning 

and achieve the best outcomes.  
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MORNING SNACK: From 10.30am until 11.30am snack is on offer in the art room, it is a 

lovely social time when we practice our best table manners. The children join the snack table 

as they wish, where a practitioner is on hand to ensure they have washed their hands and 

encourage independence by serving themselves and pouring their own drinks and of course to 

promote good manners. We offer a healthy, balanced snack of raisins, multi-grain cereals, 

fresh fruit salad, and milk or water to drink. Occasionally we have vegetables we have grown 

in the garden, cake or biscuit, popcorn, hot chocolate or milk shake. 
 

BIG GARDEN: From 11.30am (ish) we open up the big garden (if it has not been accessible 

throughout the morning). The children are supervised and supported in the big garden, staff 

organise group games such as; What’s the time Mr Wolf? Going on a bear hunt and Duck, duck 

goose as well as; bat and ball games and making dens and treasure hunts. The children are 

also encouraged to help water the vegetables and flowers and rake and sweep leaves. We have 

space and equipment to support gross and fine motor skills, balance, coordination, spatial 

awareness, apparatus that will challenge and encourage children to begin to risk assess and 

manage some risk independently, but develop confidence in their ability, challenge themselves 

and persevere. 

 

CIRCLE TIME: 12.10pm – 12.30pm: We all come together for a story, letter of the week, 

action songs and rhymes, celebrate birthdays, share news or show and tell etc. etc. 

12.30PM: WE SAY GOODBYE TO THE MORNING CHILDREN GOING HOME 

 

AFTERNOON SESSION: REGISTRATION  
 

LUNCH TIME!  12.40pm – 1.30pm ‘ish;  Everyone washes their hands and we lay the tables. 

Although the children bring packed lunches we have table cloths, china plates and glasses, 

unless we are eating outside. We say our thank you prayer and enjoy our packed lunches 

together, healthy options first please!! We encourage parents to offer a balance of foods with 

healthy options, and NO nuts please as this can be extremely dangerous for other children 

with a nut allergy to come into contact with them.  It is also helpful if egg products such as egg 

sandwiches, scotch or boiled eggs are in your child’s lunch box, they are clearly labelled or you 

inform us so we can ensure your child is not sitting near to anyone with an egg allergy. We 

discourage the children from sharing food to ensure everyone’s safety and wishes are met. 

Grapes, cherry tomatoes are cut (long ways) in half as they can be a choking hazard. Lunch is 

again a nice social occasion when we practice our table manners. (Packed lunches are stored in 

the refrigerator during the morning, we do not have the facilities to heat up food). 
 

1.30PM: MONTESSORI WORK CYCLE: After lunch we resume the work cycle, the children 

are free to choose activities inside or out in the all-weather play area and we play group board 

games and do large floor puzzles together.  
 

QUIET TIME: Then around 1.50pm pm we all tidy up and have a little rest time, 10minutes of 

relaxation, a story or soft music to recharge our batteries.  
 

GROUP ACTIVITY: Then we have a whole group activity, music, gym trail, bean bag games, 

outdoor games, memory games, sound lotto, puppets, drama, storytelling etc. etc.  
 

AFTERNOON SNACK: Around 2.30pm we have a quick group snack. 
 

BIG GARDEN: 2.40PM ‘ish  we open up the big garden again until 3.15pm, 
 

CIRCLE TIME: then we all come together for circle time again and enjoy a story, recap on our 

day, sing action songs and  
 

3.30PM: HOME TIME:  time to say goodbye. 
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THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Behaviour Management Policy 

Promoting and Achieving Positive Behaviour 

Policy statement 

We believe that children flourish best when their personal, social and emotional needs are 

understood, supported and met and where there are clear, fair and developmentally 

appropriate expectations for their behaviour. 
 

As children develop, they learn about boundaries, the difference between right and wrong, and 

to consider the views and feelings, and needs and rights, of others and the impact that their 

behaviour has on people, places and objects. The development of these skills requires adult 

guidance to help encourage and model appropriate behaviours and to offer intervention and 

support when children struggle with conflict and emotional situations. In these types of 

situations key staff can help identify and address triggers for the behaviour and help children 

reflect, regulate and manage their actions. 
 

Procedures: 

The named person who has overall responsibility for behaviour management, is: Jo Walton 

(Deputy manager and nursery SENCO). 

Who will:  

- Attend relevant training to develop her understanding and implementation of the role; 

- Help to ensure all staff, students and volunteers are able to implement the setting’s 

behaviour management policy to maintain a consistent and effective approach across 

the setting.  

- Have the necessary skills to advise and cascade training to other staff on how to 

address behaviour issues and to make referrals and access expert advice with parental 

consent, if necessary. 
 

Stepped approach 
 

Step 1:  
 

 Ensure that EYFS guidance relating to ‘behaviour management’ is incorporated into 

relevant policy and procedures. 

  Will work closely with the child’s key person and the nursery SDP when concerns of a 

child’s behaviour is highlighted in supervision or reported as a possible safeguarding issue. 

 Be knowledgeable with, participate in the writing and review process of the nursery 

behaviour management policy and to monitor the environment, routines, activities and 

compliance to ensure all staff are promoting positive behaviour. 

 Participate in the audit process of the staff, provision and resources and the nursery self-

evaluation (SEF) process to ensure the environment and practice supports healthy social 

and emotional development. Findings from the audit/SEF are considered by the 

management and staff and relevant adjustments applied. 

 Ensure that all staff are supported to address issues relating to behaviour including 

applying initial and focused intervention approaches (see below). 
 

Step 2  
 

 We address unwanted behaviours using the agreed and consistently applied initial 

intervention approach. If the unwanted behaviour does not reoccur or cause concern then 

normal monitoring will resume.  

 Behaviours that result in concern for the child and/or others will be discussed between the 

key person, the behaviour coordinator and Special Educational Needs Co-ordinator 
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(SENCO) and Principal (SDP). During the meeting, the key person will use their 

knowledge and assessments of the child to share any known influencing factors (new baby, 

additional needs, illness etc.) in order to place the behaviour into context. Appropriate 

adjustments to practice will be agreed and if successful normal monitoring resumed. All 

concerns and interventions will be discussed and agreed with parents. 

 If the behaviour continues to reoccur and remain a concern then the key person, Principal 

and the behaviour co-ordinator should liaise with parents to discuss possible reasons for 

the behaviour and to agree next steps. If a cause for the behaviour is not known or only 

occurs whilst in the setting then the behaviour coordinator will suggest using a focused 

intervention approach to identify a trigger for the behaviour.  

 If a trigger is identified then the behaviour co-ordinator/SENCO, Principal and key person 

will meet with the parents to plan support for the child through the graduated approach 

and may agree and implement a behaviour plan to provide continuity between nursery and 

home. If relevant, recommended actions for dealing with the behaviour at home should be 

agreed with the parent/s and incorporated into the plan. Other members of the staff team 

should be informed of the agreed actions and implement the actions to maintain a cohesive 

and collective approach. The plan should be monitored and reviewed regularly by the key 

person, behaviour coordinator, the Principal and parents until improvement is noticed. 
 

Step 3  

 If, despite applying the initial intervention and focused intervention approaches, the 

behaviour continues to occur and/or is of significant concern, then the behaviour co-

ordinator will invite the parents to a meeting to discuss external referral and next steps for 

supporting the child in the setting.  

 It may also be agreed that the Common Assessment Framework (CAF) would be beneficial 

and that effective support for the child and the family or referral for specialist help be 

sought for the child if deemed necessary – this support may address either developmental 

or welfare needs. (See Supporting Children with SEN policy 9.2 and the nursery 

Safeguarding Children policy). If the child’s behaviour is part of a range of welfare 

concerns that also include a concern that the child may be suffering or likely to suffer 

significant harm, we will follow the Safeguarding and Children and Child Protection Policy 

procedures (1.2).  

 Advice provided by external agencies should be incorporated into the child’s individual one 

plan profile and regular multi-disciplinary meetings held to review the child’s progress. 
 

Initial intervention approach 

 We use an initial problem solving intervention for all situations in which a child or 

children are distressed or in conflict. All staff use this intervention consistently. 

 This type of approach involves an adult approaching the situation calmly, stopping any 

hurtful actions, acknowledging the feelings of those involved, gathering information, 

restating the issue to help children reflect, regain control of the situation and resolve the 

situation themselves. 
 

Focused intervention approach 

 The reasons for some types of behaviour are not always apparent, despite the knowledge 

and input from key staff and parents. 

 Where we have considered all possible reasons, then a focused intervention approach 

should then be applied. 

 This approach allows the key person and behaviour coordinator to observe, reflect, and 

identify causes and functions of unwanted behaviour in the wider context of other known 

influences on the child. 

 We follow the ABC method which uses key observations to identify a) an event or activity 

(antecedent) that occurred immediately before a particular behaviour, b) what behaviour 

was observed and recorded at the time of the incident, and c) what the consequences were 

following the behaviour. Once analysed, the focused intervention should help determine 
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the cause (e.g. ownership of a toy or fear of a situation) and function of the behaviour (to 

obtain the toy or avoid a situation) and suitable support will be applied. 
 

Use of rewards and sanctions  

 All children need consistent messages, clear boundaries and guidance to intrinsically 

manage their behaviour through self-reflection and control. 

 Rewards such as excessive praise and stickers may provide an immediate change in the 

behaviour, but will not teach children how to act when a ‘prize’ is not being given or 

provide the child with the skills to manage situations and their emotions. Instead, a child 

is taught how to be ‘compliant’ and respond to meet adult’s own expectations in order to 

obtain a reward (or for fear of a sanction). If used then the type of rewards and their 

functions must be carefully considered before applying. 

 Children should never be labelled, criticised, humiliated, punished, shouted at or isolated 

by removing them from the group and left alone in ‘time out’ or on a ‘naughty chair’. 

However, if necessary children can be accompanied and asked to leave the group in order 

to calm down and if appropriate helped to reflect on their behaviour or on what has 

happened.  
 

Use of physical intervention 

 The term physical intervention is used to describe any forceful physical contact by an adult 

to a child such as grabbing, pulling, dragging, or any form of restraint of a child such as 

holding down. Where a child is upset or angry, staff will speak to them calmly, 

encouraging them to vent their frustration in other ways by diverting the child’s attention. 

The child may be asked to leave the group/activity and supported to sit quietly for a 

minute to give them time to calm down and to reflect. 

 Staff should not use physical intervention – or the threat of physical intervention, to 

manage a child’s behaviour unless it is necessary to use “reasonable force in order to 

prevent children from injuring themselves, others or damage property” (EYFS).  

 If “reasonable force” has been used for any of the reasons shown above, parents are to be 

informed on the same day that it occurs. The intervention will be recorded as soon as 

possible within the child’s file, which states clearly when and how parents were informed. 

 Corporal (physical) punishment of any kind will never be used or threatened which could 

adversely affect a child's well-being. 
 

THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Confidentiality and Client Access to Records 

Policy statement 
 

At The Mulberry Bush, the nursery Principal and staff can be said to have a 

‘confidential relationship’ with families. It is our intention to respect the 

privacy of children and their parents and carers, while ensuring that they 

access high quality early years care and education in our setting. We aim to 

ensure that all parents and carers can share personal information in the 

confidence that it will only be used to enhance the welfare and wellbeing of 

their children. We have record keeping systems in place that meet legal 

requirements; the means that we use to store and share that information 

takes place within the framework of the Data Protection Act (1998) and the 

Human Rights Act (1998). 
 

Confidentiality procedures 
 

 Most things that happen between a family, the child and the setting are 

confidential to our setting. In exceptional circumstances information is shared, 

for example with other professionals or possibly social care or the police. 
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 Information shared with other agencies is done in line with our Information 

Sharing Policy. 
  

 Some parents may share information about themselves with other parents as 

well as with our staff; we cannot be held responsible if information is shared by 

those parents whom the person has ‘confided’ in. 
 

 Information shared between parents in a discussion or training group is usually 

bound by a shared agreement that the information is confidential to the group 

and not discussed outside of it. We are not responsible should that 

confidentiality be breached by participants. 
 

 We inform parents when we need to record confidential information beyond the 

general personal information we keep (see our Children's Records Policy) - for 

example with regard to any injuries, concerns or changes in relation to the child 

or the family, any discussions with parents on sensitive matters, any records we 

are obliged to keep regarding action taken in respect of child protection and any 

contact and correspondence with external agencies in relation to their child. 
 

 We keep all children and family personal information records securely (see our 

Children's Records Policy). 
 

 Most information is kept in a manual file. However, the Principal and our staff 

may use a computer to type reports, or letters to parents. Where this is the case, 

the typed document is deleted from the PC and only the hard copy kept after a 

reasonable length of time once the child has left the setting. We do not keep 

electronic records on children, other than registers,  and financial data. 
 

 Where it is helpful to keep an electronic copy, we download it onto a disc, 

labelled with the child’s name and kept securely in the child’s file. No 

documents are stored indefinitely on the hard drive. This is because the 

settings’ PC’s do not have facilities for confidential user folders. 
 

 Our staff discuss children’s general progress and wellbeing together in 

meetings, but more sensitive information is restricted to our manager, SDP, 

nursery SENCO and the child’s key person, and is shared with other staff on a 

need to know basis. 
 

 We do not discuss children with staff who are not involved in the child’s care, 

nor with other parents or anyone else outside of the setting other than outside 

agencies and other setting staff involved in the child’s care and education as 

agreed with parents (Please see Information Sharing policy and Safeguarding, 

Child Protection Policy for clarification). 
 

 Our discussions with other professionals take place within a professional 

framework and not on an informal or ad-hoc basis. 
 

 Where third parties share information about an individual with us; our 

practitioners and manager check if it is confidential, both in terms of the party 

sharing the information and of the person whom the information concerns. 
 

Client access to records procedures 
 

Parents may request access to any confidential records we hold on their child and 

family following the procedure below: 
 

 The parent is the ‘subject’ of the file in the case where a child is too young to 

give ‘informed consent’ and has a right to see information that our setting has 

compiled on them. 
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 In certain circumstances a request to see the child’s personal file by a parent or 

person with parental responsibility must be made in writing to the Principal. 
 

 We may acknowledge the request in writing, informing the parent that an 

arrangement will be made for him/her to see the file contents, subject to third 

party consent.  
 

 Our written acknowledgement allows 40 working days for the file to be made 

ready. 
 

 Legal advice may be sought before sharing a child’s file. 
 

 Our manager goes through the file and ensures that all documents have been 

filed correctly, that entries are in date order and that there are no missing 

pages. We note any information, entry or correspondence or other document 

which mentions a third party.  
 

 We write to each of those individuals explaining that the subject has requested 

sight of the file, which contains a reference to them, stating what this is. 
  

 They are asked to reply in writing to our manager giving or refusing consent for 

disclosure of that material. 
 

 We keep copies of these letters and their replies on the child’s file. 
 

 ‘Third parties’ include each family member noted on the file; so where there are 

separate entries pertaining to each parent, step parent, grandparent etc, we 

write to each of them to request third party consent. 
 

 Third parties also include workers from any other agency, including children's 

social care and the health authority for example. Agencies will normally refuse 

consent to share information, preferring instead for the parent to be redirected 

to those agencies for a request to see their file held by that agency. 
 

 Members of our staff should also be written to, but we reserve the right under 

the legislation to override a refusal for consent or to just delete the name of the 

staff member and not the information. We may grant refusal if the member of 

staff has provided information that could be considered ‘sensitive’ and the staff 

member may be in danger if that information is disclosed; or if that information 

is the basis of a police investigation. However, if the information is not 

sensitive, then it is not in our interest to withhold that information from a 

parent. In each case this should be discussed with members of staff and 

decisions recorded. 
 

 When we have received all the consents/refusals our manager takes a photocopy 

of the complete file. On the copy of the file, our manager removes any 

information that a third party has refused consent for us to disclose and blank 

out any references to the third party, and any information they have added to 

the file, using a thick marker pen. 
 

 The copy file may then be checked by legal advisors to verify that the file has 

been prepared appropriately. 
 

 What remains is the information recorded by the setting, detailing the work 

initiated and followed by them in relation to confidential matters. This is called 

the ‘clean copy’. 
 

 We photocopy the ‘clean copy’ again and collate it for the parent to see. 
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 Our manager informs the parent that the file is now ready and invites him/ her 

to make an appointment to view it. 
 

 Our manager meets with the parent to go through the file, explaining the 

process as well as what the content of the file records about the child and the 

work that has been done. Only the person(s) with parental responsibility can 

attend that meeting, or the parent’s legal representative or interpreter. 
 

 The parent may take a copy of the prepared file away; but, to ensure it is 

properly explained to and understood by the parent, we never hand it over 

without discussion. 
 

 It is an offence to remove material that is controversial or to rewrite records to 

make them more acceptable. Our recording procedures and guidelines ensure 

that the material reflects an accurate and non-judgemental account of the work 

we have done with the family. 
 

 If a parent feels aggrieved about any entry in the file, or the resulting outcome, 

then we refer the parent to our complaints procedure.  
 

 The law requires that the information we hold must be accurate. If a parent 

says that the information we hold is inaccurate, then the parent has a right to 

request for it to be changed. However, this only pertains to factual inaccuracies. 

Where the disputed entry is a matter of opinion, professional judgement, or 

represents a different view of the matter than that held by the parent, we retain 

the right not to change that entry, but we can record the parent’s view of the 

matter. In most cases, we would have given a parent the opportunity at the 

time to state their side of the matter, and it would have been recorded there and 

then. 
 

 If there are any controversial aspects of the content of a child’s file, we will seek 

legal advice. This might be where there is a court case between parents, where 

social care or the police may be considering legal action, or where a case has 

already completed and an appeal process is underway. 
 

 We never ‘under-record’ for fear of the parent seeing, nor do we make ‘personal 

notes’ elsewhere. 
 

The Mulberry Bush Montessori Nursery Ltd is registered with the information 

Commissioners office (ICO), our registration number is: ZA062542 
 

THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Information Sharing Policy 

Policy statement 

We recognise that parents have a right to know that the information they share with us will 

be regarded as confidential, as well as to be informed about the circumstances when, and the 

reasons why, we are obliged to share information. We are obliged to share confidential 

information without authorisation from the person who provided it, or to whom it relates, if it 

is in the public interest.  
 

That is when: 
 

 It is to prevent a crime from being committed or to intervene where one may have been, or 

to prevent harm to a child or adult  

or 
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 Not sharing it could be worse than the outcome of having shared it. 
 

The decision should never be made as an individual, but with the back-up of the nursery 

safeguarding designated person (SDP).  
 

The three critical criteria are: 
 

 Where there is evidence that the child is suffering, or is at risk of suffering, significant 

harm. 
 

 Where there is reasonable cause to believe that a child may be suffering, or is at risk of 

suffering, significant harm. 
 

 To prevent significant harm arising to children and young people or adults, including the 

prevention, detection and prosecution of serious crime. 
 

Procedures 
 

Our procedure is based on the seven golden rules for information sharing as set out in 

Information Sharing: Guidance for Practitioners and Managers (DCSF 2008). 
 

 The Data Protection Act is not a barrier to sharing information, but provides a framework 

to ensure that personal information about living persons is shared appropriately. 
 

 Our policy and procedures on Information Sharing provide guidance to appropriate 

sharing of information both within the setting, as well as with external agencies. 
 

 We are open and honest with parents/carers/staff / students/volunteers from the outset 

about why, what, how and with whom information will, or could be shared, and seek their 

agreement, unless it is unsafe or inappropriate to do so. 

 

In our setting we ensure parents: 
 

 Receive information about our Information Sharing Policy in our nursery prospectus and 

when registering their child in our setting. Parents are asked to sign their informed 

consent on our Registration/Enrolment Form. It explains the circumstances in which 

information may need to be shared with and without parental consent. Sharing 

information without parental/carer consent will only be when it is a matter of safeguarding 

a child or vulnerable adult (Please see safeguarding and child protection policy for further 

information); Prior to signing consent on the registration form Parents/Carers will have: 
 

 Information about our Safeguarding Children and Child Protection Policy; and 
 

 Information about the other circumstances when information will be shared with external 

agencies, for example, with regard to any special needs the child may have, other settings 

the child have attended, attend or will be attending and during the transition to school. 
 

 The right to withdraw their consent.  
 

 We will seek advice if you are in any doubt, without disclosing the identity of the person 

where possible. 
 

 Our staff discuss concerns about a child routinely in supervision and any actions are 

recorded in the child’s personal file/records. 
 

 Our permanent staff undertake safeguarding children training. 
 

 Our staff will seek advice and support from the nursery SDP manager about possible 

significant harm.  
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  Our Safeguarding Children and Child Protection Policy sets out the duty of all members of 

our staff, students and volunteers to refer concerns to the nursery SDP (the nursery 

Principal or deputy, as second designated person in her absence or if the concerns raised 

concern the nursery Principal), who will follow the ECSB procedures and contact children’s 

social care. 
 

  Our nursery SDP will seek advice if they need to share information without consent to 

disclose. 
 

 We will share with consent where appropriate and, where possible, respect the wishes of 

those who do not consent to share confidential information. We may still share 

information without consent if, in our judgement, that lack of consent can be overridden in 

the public interest. We will base our judgement on the facts of the case. 
 

 We base decisions to share information without consent on judgements about the facts of 

the case and whether it is ‘in the public interest’. 
 

 Our guidelines for consent are part of this procedure. 
 

 Our Principal is conversant with this and she is able to advise staff accordingly. 
 

 We consider safety and well-being: We base our information sharing decisions on 

considerations of the safety and well-being of the person and others who may be affected 

by our actions. 
 

In our setting we: 
 

 Record concerns and discuss these with our safeguarding designated person (Nursery 

Principal). 
 

 Record decisions made and the reasons why information will be shared and to whom; and 
 

 Follow the procedures for reporting concerns and record keeping as set out in our 

Safeguarding Children and Child Protection Policy. 
 

 We ensure that the information we share is necessary for the purpose for which we are 

sharing it, is shared only with those people who need to have it, is accurate and up-to-date, 

is shared in a timely fashion, and is shared securely. 
 

 Our Safeguarding Children and Child Protection Policy and Children's Records Policy sets 

out how and where information should be recorded and what information should be shared 

with another agency when making a referral. 
 

 Where information is shared, we record the reasons for doing so in the child's file; where it 

is decided that information is not to be shared that is recorded too. 
 

Informed Consent 
 

When parents choose our setting for their child, they will share information about themselves 

and their families. This information is regarded as confidential. Parents have a right to be 

informed and that although they may have signed their consent on registration we will liaise 

with them and seek their consent to share information in most cases, such as SEN or concerns 

that have been identified and further assessment or support from other agencies and 

professionals may be required. We may not seek further consent, if given on registration and 

has not since been withdrawn, to share information about the child’s development, learning 

and wellbeing with other settings the child has attended, attends or will be attending such as 

the transition to school, as well as the kinds of circumstances when we may not seek their 

consent, or may override their refusal to give consent to safeguard the child.  

We inform them as follows: 
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 Our policies and procedures set out our responsibility regarding gaining consent to share 

information and when it may not be sought or overridden. 
 

 We may cover this verbally when the child starts and include this in our prospectus. 
 

 Parents sign our Registration/Enrolment Form at registration to confirm that they 

understand this. 
 

 We ask parents to give written consent at enrolment to permit us to. 
 

  Share information about any SEN and additional needs their child may have with the 

relevant agencies.  
 

 To share information with other registered settings the child has attended, attends, will be 

attending and that we may share or give copies of a child’s EYFS development 

summaries/profiles/reports to the next provider/school to maintain continuity in their 

development and learning. 
 

 We give parents copies of the forms they sign which states they are entitled to withdraw 

their consent in writing. 
 

 We respect parents’ wishes if they choose not to sign their consent for us to share 

information with some or all of the categories on the registration form and will comply 

with their instructions not to share information except in circumstances where it may be 

overridden. 
 

 We consider the following questions when we need to share: 

– Is there legitimate purpose to us sharing the information? 

– Does the information enable the person to be identified? 

– Is the information confidential? 

– If the information is confidential, do we have consent to share? 

– Is there a statutory duty or court order requiring us to share the information? 

– If consent is refused, or there are good reasons for us not to seek consent, is there 

sufficient public interest for us to share information? 

– If the decision is to share, are we sharing the right information in the right way? 

– Have we properly recorded our decision? 
 

 Consent must be informed - that is the person giving consent needs to understand why 

information will be shared, what will be shared, who will see information, the purpose of 

sharing it and the implications for them of sharing that information. 
 

 Consent may be explicit, verbally but preferably in writing, or implicit, implied if the 

context is such that sharing information is an intrinsic part of our service or it has been 

explained and agreed at the outset. 
 

 We share our Information Sharing Policy with parents. 
 

Separated parents 
 

 Consent to share need only be sought from one parent. Where parents are separated, this 

would normally be the parent with whom the child resides. Where there is a dispute, we 

will consider this carefully.  
 

 Where the child is looked after, we may also need to consult the Local Authority, as 

‘corporate parent’ before information is shared. 
 

All the undertakings above are subject to our paramount commitment, which is to the safety 

and well-being of the child. Please also see our Safeguarding Children and Child Protection 

Policy. 
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THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Equal Opportunities and Inclusion Policy 

Policy statement 

We will ensure that our service is inclusive in meeting the needs of all 

children. We recognise that children and their families come from diverse 

backgrounds. All families have needs and values that arise from their 

individual, social, economic, ethnic, cultural or religious backgrounds and 

situations.  
 

Children grow up in diverse family structures that include two parent and one 

parent families; some children have two parents of the same sex. Some 

children have close links with extended families of grandparents, aunts, uncles 

and cousins; while others may be more removed from close kin, or may live 

with other relatives or foster carers. Some children have needs that arise from 

a disability, or may have parents that are affected by disability. Some children 

come from families who experience social exclusion or severe hardship; some 

have to face discrimination and prejudice because of their ethnicity, the 

languages they speak, their religious or belief background, their gender or 

their impairment.  
 

We understand that these factors affect the well-being of children and can 

impact on their learning and attainment. We are committed to anti-

discriminatory practice to promote equality of opportunity and valuing 

diversity for all children and families.    
 

We aim to: 

 provide a secure and accessible environment in which all children can 

flourish and in which all contributions are considered and valued; 

 include and value the contribution of all families to our understanding of 

equality and diversity; 

 provide positive non-stereotyping information about gender roles, 

diverse family structures, diverse socio-economic, ethnic and cultural groups 

and disabled people; 

 improve our knowledge and understanding of issues of anti-

discriminatory practice, promoting equality and valuing diversity; 

 challenge and eliminate discriminatory actions;  

 make inclusion a thread that runs through all of the activities of the 

setting; and 

 foster good relations between all communities. 
 

Procedures 
 

Admissions Policy: Our setting is open and accessible to all members of the 
community. 
 We advertise our service within the local community and surrounding 

areas. 

 We reflect the diversity of our society in our publicity and promotional 

materials. 

 We provide information in clear, concise language, whether in spoken or 

written form. 

 We provide information in other languages (where ever possible). 

 We base our Admissions Policy on a fair system. 

 We ensure that all parents are made aware of our Valuing Diversity and 

Promoting  
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Equality Policy. 
 

 We do not discriminate against a child or their family, or prevent entry 

to our setting, on the basis of a protected characteristic as defined by the 

Equalities Act (2010).  

These are: Disability, race, gender reassignment, religion or belief, sex, sexual 

orientation, age, pregnancy and maternity and marriage and civil partnership. 
 

 We do not discriminate against a child with a disability or refuse a child 

entry to our setting for reasons relating to their disability. 

 We ensure, wherever possible, that we have a balanced intake of boys 

and girls in the setting.  

 We make adjustments to ensure that disabled children can participate 

successfully in the services offered by the setting and in the curriculum 

offered. 

 We take action against any discriminatory behaviour by our staff, 

students, volunteers or parents whether by: 

- direct discrimination – someone is treated less favourably because of a 

protected characteristic e.g. preventing families of some racial groups 

from using the service; 

- indirect discrimination - someone is affected unfavourably by a general 

policy e.g. children must only speak English in the setting; 

- association – discriminating against someone who is associated with a 

person with a protected characteristic e.g. behaving unfavourably to 

someone who is married to a person from a different cultural 

background; or 

- perception – discrimination on the basis that it is thought someone has a 

protected characteristic e.g. making assumptions about someone's sexual 

orientation because of their mannerisms or how they speak. 

 Displaying of openly discriminatory and possibly offensive materials, 

name calling, or threatening behaviour are unacceptable on, or around, 

our premises and will be dealt with immediately and discreetly by asking 

the adult to stop using the unacceptable behaviour and inviting them to 

read and to act in accordance with the relevant policy statement and 

procedure. Failure to comply may lead to the adult being excluded from 

the premises.  
 

Employment 

 We advertise posts and all applicants are judged against explicit and fair 

criteria. 

 Applicants are welcome from all backgrounds and posts are open to all. 

 We may use the exemption clauses in relevant legislation to enable the 

service to best meet the needs of the community. 

The applicant who best meets the criteria is offered the post, subject to references and 

suitability checks. This ensures fairness in the selection process. 

   Our job descriptions include a commitment to promoting equality, and 

recognising and respecting diversity as part of their specifications. 

 We monitor our application process to ensure that it is fair and 

accessible. 
 

Training 

 We seek out training opportunities for our staff, students  and volunteers 

to enable them to develop anti-discriminatory and inclusive practices, 

which enable all children to flourish. 
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 We ensure that our staff are confident and fully trained in administering 

relevant medicines and performing invasive care procedures when these are 

required. 

 We review our practices to ensure that we are fully implementing our policy 

for Valuing Diversity and Promoting Equality. 
 

Curriculum 

The curriculum offered in our setting encourages children to develop positive 

attitudes about themselves as well as people who are different from 

themselves. It encourages children to empathise with others and to begin to 

develop the skills of critical thinking. 
 

Our environment is as accessible as possible for all visitors and service users. 

If access to the setting is found to treat disabled children or adults less 

favourably, then we make reasonable adjustments to accommodate the 

needs of disabled children and adults. We do this by: 

 making children feel valued and good about themselves and others; 

 ensuring that children have equality of access to learning; 

 undertaking an access audit to establish if the setting is accessible to all 

disabled children and adults; 

 making adjustments to the environment and resources to accommodate a 

wide range of learning, physical and sensory impairments; 

 making appropriate provision within the curriculum to ensure each child 

receives the widest possible opportunity to develop their skills and abilities, 

e.g. recognising the different learning styles of girls and boys; 

   positively reflecting the widest possible range of communities in the 

choice of resources; 

 avoiding stereotypes or derogatory images in the selection of books or 

other visual materials; 

 celebrating  locally observed festivals; 

 creating an environment of mutual respect and tolerance; 

 differentiating the curriculum to meet children’s special educational 

needs; 

 helping children to understand that discriminatory behaviour and 

remarks are hurtful and unacceptable; 

 ensuring that the curriculum offered is inclusive of children with special 

educational needs and disabled children; 

 ensuring that children learning English as an additional language have 

full access to the curriculum and are supported in their learning; and 

 Ensuring that children speaking languages other than English are 

supported in the maintenance and development of their home languages. 
 

Valuing diversity in families 

 We welcome the diversity of family lifestyles and work with all families. 

 We encourage children to contribute stories of their everyday life to the 

setting. 

 We encourage mothers, fathers and other carers to take part in the life of 

the setting and to contribute fully. 

 For families who speak languages in addition to English, we will develop 

means to encourage their full inclusion. 

 We offer a flexible payment system for families experiencing financial 

difficulties and offer information regarding sources of financial support. 

 We take positive action to encourage disadvantaged and under-

represented groups to use the setting. 
 

Food 
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 We work in partnership with parents to ensure that dietary 

requirements of children that arise from their medical, religious or 

cultural needs are met where ever possible. 

 We help children to learn about a range of food, and of cultural 

approaches to mealtimes and eating, and to respect the differences 

among them. 
 

Meetings 

 Meetings are arranged to ensure that all families who wish to may be 

involved in the running of the setting. 

 We positively encourage fathers to be involved in the setting, especially 

those fathers who do not live with the child. 

 Information about meetings is communicated in a variety of ways - 

written, verbal and where resources allow in translation – to ensure that 

all mothers and fathers have information about, and access to, the 

meetings. 
 

Monitoring and reviewing 

 So that our policies and procedures remain effective, we monitor and 

review them annually to ensure our strategies meet our overall aims to 

promote equality, inclusion and to value diversity. We welcome parents 

to participate in the review process. Please see review dates in the 

Operational file in the Lobby or speak to Cheryl for more information. 

 We provide a complaints policy and procedure for parents. 
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THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Safeguarding Children and Child Protection Policy 
Synopsis  

 

Policy 
 

The Mulberry Bush Montessori Nursery Ltd is committed to good practice to promote 

children’s safety and wellbeing. Our setting will work with children, parents and the 

community to ensure the rights and safety of children are paramount and to give them the 

very best start in life. All staff, students and volunteers are fully aware of and share our 

commitment to safeguarding children and understand their personal responsibility and 

duty to recognise and respond to any concerns they may have and the appropriate action to 

take to share their concerns and to whom.  
 

We recognise that: 
 

 The welfare of the child/young person is paramount. 

 All children, regardless of age, disability, gender, racial heritage, religious belief, 

Sexual orientation or identity, have the right to equal protection from all types of harm or 

abuse. 

 Working in partnership with children, young people, their parents, carers and other 

agencies is essential in promoting young people's welfare. 
 

The purpose of the policy: 
 

 To provide protection for the children and young people who use the Mulberry Bush 

Nursery services. 

 To provide staff, students and volunteers with guidance on procedures they should adopt in 

the event that they suspect a child or young person may be experiencing, or be at risk of 

harm. 
 

We will seek to safeguard children and young people by:  
 

 Developing close, informed and knowledgeable relationships with key children. Valuing 

them, listening to and respecting them. 

 Working in partnership with parents. 

 Recruiting staff and volunteers safely, ensuring all necessary checks are made including: 

Enhanced DBS clearance checks – Reference and ID checks – qualification checks – a 

rigorous induction process -  Probationary period, peer mentoring and effective staff 

supervision) 

 Ensuring all staff are trained to recognise and identify all forms of child abuse and neglect 

and are aware of the procedure to follow if they have concerns. 

 Ensuring all staff, students and volunteers are aware of and comply with the nursery 

safeguarding children and child protection policy, staff code of conduct, whilst blowing 

policy and mobile phone and recordable devices policy 

 Sharing information about child protection and good practice with children, parents, staff 

and volunteers 

 Sharing information about concerns with relevant agencies, involving parents and children 

appropriately. 

 Providing effective management for staff and volunteers through supervision, support and 

training. 
 

The Mulberry Bush Montessori Nursery Safeguarding Designated Person (SDP) is:  

Cheryl Knight, Nursery Principal  

The second nursery SDP is: Jo Walton and in her absence Leander Trunks. 
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This is a synopsis of the Mulberry Bush Montessori Nursery’s Safeguarding Children and 

Child Protection Policy for the purpose of this Prospectus. The full and comprehensive 

nursery Safeguarding Children and Child Protection policy and supporting documents such 

as the; Whistle Blowing Policy, Mobile Phones and Recordable Devices Policy, Information 

sharing, data protection and confidentiality Policies, Staff Code of Conduct, Safe 

recruitment practices, H & S, Security and the nursery behaviour management Policy can 

be viewed in the nursery Operational File or a copy will be provided to interested parties 

upon request. 
 

If anyone has concerns relating to the welfare of a child they must report their concerns to 

the nursery Safeguarding Designated Person (SDP) (Cheryl Knight) (Deputy SDP Jo 

Walton) and record the information at the first opportunity with as much detail and 

information as possible. Confidentiality rules must be observed and other team members 

should only be informed on a need to know basis. The nursery SDP will make decide on the 

cause of action to take. In most circumstances parents/carers will be informed however if 

the nursery SDP has reason to believe this may put the child, another person at risk of 

immediate harm or vital evidence may be lost as a result then a direct referral to social care 

/child protection team will be made by telephone and followed up in writing. All permanent 

staff at the Mulberry Bush Nursery have undergone Safeguarding Children Training. 
 

This policy applies to all staff, including the Principal, senior managers, paid staff, 

volunteers, students on long term placements and anyone working at or on behalf of The 

Mulberry Bush Nursery Ltd. Please see the nursery comprehensive safeguarding children 

and child protection policy and supporting documents in policies section for further 

information. 
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THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Admissions Policy 

Policy statement 

The Mulberry Bush Montessori nursery is committed to providing high quality, inclusive care 

and education for young children in the foundation stage between the ages of two and a half and 

five years of age. It is our main aim and intention to ensure our provision is accessible and 

inclusive to all sections of the community through open, fair and clearly communicated 

procedures.  
 

Procedures 

 We ensure that the existence of our setting is advertised in places accessible to all sections 

of the local community. 
 

 We ensure that information about our setting is accessible, using simple plain English, in 

written and spoken form and, where appropriate, provided in different community 

languages and in other formats on request. 
 

 Admissions: We arrange our waiting list on a first come basis. A deposit is required to secure a 

place. Once your enrolment form and deposit (unless otherwise agreed with the Principal) has 

been received, acceptance for a place at The Mulberry Bush will be logged by date to ensure fair 

handling. Whilst discrimination will not take place between any child being offered a place at 

the Mulberry Bush in preference to another, siblings of children already attending will take 

precedence unless an offer of a place has been confirmed following receipt of a deposit to secure 

the place or as otherwise agreed with the Principal. An exception may be that we need to delay 

the start date for a child with significant SEND/medical needs following a risk assessment 

identifies the child requires one to one support or staff need specific training for the 

administration of their medication or treatment, in an exceptional case we may have to 

terminate the offer of a place if, following full consultation with parents/carers and other 

professional bodies and outside agencies involved if their needs are beyond our capacity. Please 

see the nursery SEND Local offer and supporting documentation such as the nursery SEND 

policy, Inclusion and Equal opportunities policy for more information. 
 

 We offer funded places in accordance with the Code of Practice and any local conditions in 

place at the time. We keep a place vacant, if this is financially viable, to accommodate an 

emergency admission. 
 

 Our setting and its practices are welcoming and make it clear that fathers, mothers, other 

relations and carers are all welcome. 
 

 Our setting and its practices operate in a way that encourages positive regard for and 

understanding of difference and ability -  whether gender, family structure, class, 

background, religion, ethnicity or competence in spoken English. 
 

 We support children and/or parents with disabilities where it is practicably possible to 

take full part in all activities within our setting. 
 

 We monitor the needs and background of children joining our setting on the nursery 

Registration Form, to ensure that no accidental or unintentional discrimination is taking 

place. 

 

 We share and promote our SEND Local Offer, our SEN, Inclusion, Safeguarding Children 

and Equal Opportunities Policy as well as our Admissions policy and terms and 

conditions. 
 

 We consult with families about the opening times of our setting to ensure that we 

accommodate a broad range of families' needs. 
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 We are flexible about attendance patterns to accommodate the needs of individual 

children and families, providing these do not disrupt the Montessori work cycle which is 

the pattern of continuity in the setting that provides stability for all the children. 
 

 We strive to build and work in positive parent partnerships in order to best support the 

children in our care, we therefore ask parents to read the nursery core policies and 

procedure documents and the terms and conditions prior to registration to ensure we are 

meeting their requirements and that they are in agreement with the terms of our 

provision. 

 

 Failure to comply with the nursery terms and conditions may ultimately result in the 

provision of a place being withdrawn. 

 

The Mulberry Bush Montessori Nursery Ltd 

Special Educational Needs and Disability (SEND) 

Children and Families Act 2014 

Local Offer 

The Children and Families Act 2014 requires local authorities to publish, in a single place, 

information on services and provision across education, transport, health and social care for 

children and young people aged 0-25 with special educational needs and disabilities (SEND). 

The purpose of this ‘Local Offer’ is to enable parents, carers and young people to get a clear 

view of what services are available for children and young people (0-25yrs) with SEND in their 

area. The process extends to registered early years settings and the information below forms 

our setting’s offer and shows how we provide for children with special educational needs and 

disabilities.  

In defining special educational needs the Education Act (1996) states ‘A child or young person 
has SEN if they have a learning difficulty or disability which calls for special educational 
provision to be made for him/her. A child of compulsory school age or young person has a 
learning disability if he/she has a significantly greater difficulty in learning than the majority 
of others of the same age or has a disability which prevents or hinders them from making use 
of facilities of a kind generally provided for others of the same age’. The definition for children 

below the compulsory school age has special educational needs if; ‘he/she is likely to fall in the 
definition above when they reach compulsory school age or would if special educational 
provision were not available to them’. 
 

The Mulberry Bush Montessori Nursery has regard for the SEND code of practice and is 

committed to meeting the individual needs of children with special educational needs and/or 

disabilities. We promote equality and inclusion. The Mulberry Bush recognises that all 

children have a right to protection from abuse and is committed to protect and safeguard the 

welfare of all children. The Mulberry Bush values the abilities and achievements of individual 

children, and is committed to providing for each child the best possible environment for 

learning and development, working with parents to give each child the support to fulfil their 

potential. 
 

Our policy 

 The Mulberry Bush meets the requirements of and applies good practice to the SEND 

Code of Practice (2014) in conjunction with the Statutory Framework for the Early 

Years Foundation Stage (EYFS) 2014, Working Together to Safeguard Children (2013) 

and the Equality Act 2010. 

 We ensure our provision is welcoming and inclusive to all children with special 

educational needs and disabilities. 
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 We support parents of children with special educational needs and disabilities. 

 We identify the specific needs of children with special educational needs and 

disabilities and meet those needs through a range of SEN strategies and support. 

 We work in partnership with parents and other agencies in meeting individual 

children’s needs. 

 We monitor, review and evaluate our policy, practice and provision and, if necessary, 

make adjustments. 

 We have an experienced and cohesive team at The Mulberry Bush who are all 

committed to promoting inclusion. Staff at all levels are supported and mentored by the 

nursery designated Special Educational Needs Coordinator (SENCO) who is our 

Deputy Manager Jo Walton. Jo is also the nursery Autism lead person and behaviour 

management coordinator. The nursery Principal, Cheryl Knight has overall 

responsibility for ensuring children’s special educational needs and disabilities are 

known and met within the provision and plays a supportive role to the nursery SENCO 

as the Inclusion Development Coordinator, Equality Coordinator (ENCO) and 

Designated Safeguarding Person (SDP). Our second nursery deputy manager, Leander 

Trunks is the nursery Speech and Language coordinator and also supports children 

with EAL. 

Identifying children with Special Educational Needs and Disabilities 

 From the parents/carers first visit and induction and throughout the transition process 

at our nursery the Principal takes time to get to know the parents/carer and share 

information about the strengths and needs of the child to facilitate an informed 

starting point and forge a positive parent partnership from the outset. 

 Families will be supported for as long as it takes during the transition for their child to 

settle. We want all children to feel happy and safe with us and for parents/carers to feel 

confident in leaving their child. 

 Each child has a Key person who works closely with the family, and through building 

positive parent partnerships and close, trusting and informed relationships with each 

key child they are able to identify any possible individual special educational need. The 

nursery Principal is the child’s second key person. 

 We have a clear overall approach to monitoring the progress and development of all 

children, ongoing observations and assessments are linked to the Early Years 

Outcomes and Development Matters ages and stages of development, as outlined in the 

EYFS. Using this as a guidance tool we are able to assess the extent to which a young 

child is developing at expected levels for their age and effectively identify any possible 

SEN. 

 We undertake a progress check at age two and three quarters, children do not start at 

The Mulberry Bush until they are two and a half years old. The two year progress 

summary supplies parents/carers with a short written summary of their child’s 

development in the prime areas of the EYFS. This will identify difficulties the child 

may be experiencing and by sharing this information with parents/carers we can work 

together to put early support strategies into place and with their consent make 

external referrals to the appropriate agencies for further assessment. 
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 Reports from parents, health care professionals and/or other settings the child has 

attended may have identified a child’s individual needs and we will include these in our 

assessments and planning for the child’s learning and development. 

Supporting children with SEND 

 Our SENCO (Jo) works with and mentors all staff, students and volunteers to ensure 

our SEND provision is relevant and appropriate and that we are maintaining 

continuity and a cohesive and positive inclusive approach. Our Montessori ethos and 

philosophy promotes a ‘can do’ attitude towards inclusion, rather than focusing on what 

we or the child ‘cannot do’. 

 We use the ‘graduated approach system’ for identifying, assessing and responding to 

children with special educational needs. This is a four stage continuous cycle of action: 

Assess > Plan > Do > Review. Using a step-by-step response through the various levels 

of intervention which are discussion of a concern, targeted support specialist support 

and Education, Health and Care Plan (EHC). 

 Our nursery SENCO will support the child’s key person, SEN support key worker and 

mentor the whole team to ensure we can support each child’s wellbeing and their 

individual needs can be met by subtle differentiation and planned support using a 

written Individual Learning and Provision Plan (ILPP), My Support Plan, EHC, or 

Health Care Plan. This will be developed by the nursery SENCO in cooperation with 

the child’s parents/carers, the child’s key person and may include any external agencies 

involved with the child. The starting point and focus for the plan will be on the parents 

aspirations and high expectations for the child, which will then be broken down into 

manageable steps and achievable outcomes.  

 The nursery SENCO and the child’s Key person will oversee the ILPP targets and 

ensure strategies are used universally and effectively across the setting and are shared 

with parents/carers and other settings the child may attend to maintain continuity, 

promote inclusion and achieve the best outcomes. We may adapt the environment, 

routines and resources as required to meet the individual needs of the child. 

 ILPP targets will be reviewed and new ones planned by the nursery SENCO, the child’s 

Key person and the parents/carers. 

 We will access additional support from other professionals and external agencies where 

necessary with parental consent. As a setting we will seek advice and support from our 

area SENCO. We have formed positive working relationships within a multi-agency 

framework in order to support children with SEND and   their families and to ensure 

we are meeting the requirements of the SEND code of practice and best practice for 

safeguarding children, instigating Early Help assessments if required.  

 Our nursery SENCO will monitor and work with all other staff to ensure effective 

implementation of the ILPP and subsequent continuity of care and education by 

everyone. 

 We ensure that parents are informed at all stages of assessment, planning, provision, 

monitoring and review of their child’s progress. Each child’s key person, SEN support 

worker and the SENCO will liaise with parents/carers informally at each session and 

more formally at review meetings and parent’s evenings. Staff at The Mulberry Bush 

staff values parent partnerships and are approachable and welcoming from the outset. 

We strive to build positive partnerships that encourage parents to feel they can speak 
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freely, in confidence either informally or in private at any time. Written progress 

summary reports are shared with parents/carers and their comments, ideas and 

opinions are requested. We work with parents on an individual basis to establish and 

maintain a positive and informed partnership, we will adapt our practice to meet their 

needs and family commitments with regards to how we communicate. Particularly if 

parents/carers do not usually attend the nursery to drop off or pick up, separated 

parents or when their first language is not English or if written English is not suitable. 

 Each child has a Learning Journey book and an EYFS profile which are available to 

parents to view at any time. Each child will also have a home link book and an activity 

bag to share information and resources between the key person and parents/carers to 

help maintain continuity in their child’s learning and development by supporting the 

home learning environment. 

 All personal, sensitive documentation is kept in the child’s file in a locked cabinet to 

ensure confidentiality. We are registered with the Information Commissioner’s Office 

(ICO – Data control). 

 Further funding may be applied for to provide additional support for a child where 

appropriate. This may be to provide additional resources or support in order to keep 

them safe, for the safety and wellbeing of others or it may be to ensure the child has 

the opportunities and support to be included and to access the full breadth of the 

curriculum. A risk assessment may be carried out to ascertain the level of support a 

child might need and how staff can be deployed to achieve the most effective targeted 

support, this will be carried out by the nursery Principal, Cheryl Knight who is the 

nursery Inclusion and designated Health and Safety coordinator. 

 Our nursery SENCO has completed specific SENCO training and attends and 

completes ongoing continual professional development training and wider reading in 

order to keep her own knowledge and skills up-to-date and to support our team 

effectively. 

 Staff at The Mulberry Bush Montessori Nursery all attend and complete continual 

professional development training, including SEN training, paediatric first aid, 

safeguarding and health and safety training as well as specific training linked to the 

particular needs of a child attending. We have regular meetings, discussions and 

training events to ensure all staff are knowledgeable, confident and competent in 

meeting the needs of children within our setting with SEND. 

Accessibility of the environment 

 Handrails have been fitted in toilets. 

 Handrail to free-flow outdoor area. 

 The Montessori prepared, child centred environment means resources are easily 

accessible by the children, who have free choice within this continuous provision. We 

also operate free flow provision so the children can access the outdoor learning 

environment throughout the day. 

 There are limitations to access  the nursery by adults in wheel chairs due to the age 

and layout of the building. We will explain the limitations of the nursery building to all 

interested parties, parents and visitors and will make changes or adapt our provision 

wherever possible and we will continue to do whatever we can to welcome children at 

the nursery with disabilities. 
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Working with other professionals: We work with the following professionals:  

 Area SENCO Team. (Area Senco, Family support key worker, specialist teacher, 

behavioural support).  

 Early Years Advisor 

 Health Visitors 

 Speech and Language Therapist 

 Local Children’s Centre Staff  

 Physiotherapist 

 Occupational Therapist 

 CAMHS 

 Community / Consultant Paediatrician / Registrar 

 Social Care Team 

 Practitioners/Teachers from other settings  

Advice from professionals in other areas may be sought as the need arises e.g. allergy 

nurse, diabetic nurse, administering certain, specific medications, first aid, personal care or 

dietary requirements. 

Further information 

 The Key person and the nursery Principal are always available for advice and support 

to parents in the first instance. There is a list of every child and who their Keyperson is 

within the playroom. 

 Our nursery SENCO is also available to offer parents advice. She also shares good 

practice, resources ideas and strategies with other settings and parents to support the 

home learning environment. 

 We signpost parents to other professionals, relevant reading books and resources, 

training, support groups and websites, health visitor, GP, speech and language 

therapist, local children’s centre.  

 If a child’s needs have been referred to a specific team we can support parents by 

accessing these services, sharing information and working together. 

 We advertise our provision and we welcome families to visit our nursery. We aim to 

ensure we are actively promoting inclusion and equality in our setting. 
 

 As a team we share the same goals and aspirations for consistently high quality, 

inclusive provision for all children. The nursery Principal and the nursery Senco 

support all staff, students and volunteers to ensure they are individually and 

collectively confident and competent when working with children with special needs 

and that continuity across the setting is maintained. All staff  are able to identify 

concerns, follow the graduated response with the support of the nursery Senco, help to 

assess, plan, do and review. To maintain a flexible approach and implement activities, 

strategies, adapt and differentiate their practice or the environment in order to 

promote inclusion and effective development and learning opportunities for all 

children. We are currently participating in the Good Beginnings: Autism Friendly 

Environments Bronze Award scheme in which all staff contribute and participate. 

Moving on: Transition to school/or another setting 

 We first discuss the transition process with parents and arrange a transition meeting 

to plan the transition for a child with SEND into school/setting. As well as 

parents/carers and nursery staff, these meetings could involve reception school 
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teachers and LSA’s, school SENCO, specialist teacher, any other professionals involved 

such as speech and language therapist, family support key worker, area SENCO, 

physiotherapist, occupational therapist, CAMHS.  

 For a child with SEND the transition will be tailored to meet their individual needs 

and may be a longer and more involved process than for other children to aid a smooth 

and effective transition.  

 We share all documentation such as learning journeys, EYFS or Early support profiles, 

ILPPs, My Support Plans, early year’s assessments, observations.  

 We invite receiving schools/setting to visit our nursery and the child’s SEN support 

person or the nursery SENCO may visit the school/setting with the child prior to their 

starting date to familiarise themselves with the environment and the new teacher/LSA, 

and allow the new teacher/LSA time to observe the child in a setting and to share 

information and strategies that are in place to support the child, in partnership with 

parents. 

Supporting Documents: 

Parent Partnerships 

SEND Policy 

Inclusion Policy 

Promoting Positive Behaviour Policy and  Behaviour Management Coordinator. 

 

THE MULBERRY BUSH MONTESSORI NURSERY LTD 

Making a Complaint Policy 

Policy statement 

We believe that children and parents are entitled to expect courtesy and prompt, careful 

attention to their needs and wishes. We welcome suggestions on how to improve our setting 

and will give prompt and serious attention to any concerns about the running of the setting. 

We anticipate that most concerns will be resolved quickly, by an informal approach with the 

appropriate member of staff. If this does not achieve the desired result, we have a set of 

procedures for dealing with concerns. We aim to bring all concerns about the running of our 

setting to a satisfactory conclusion for all of the parties involved. 
 

Procedures 

All settings are required to keep a written record of any complaints that reach stage two and 

above, and their outcome. This is to be made available to parents, as well as to Ofsted 

inspectors on request.  

Making a complaint 

Stage 1 
 

 Any parent who has a concern about an aspect of our setting's provision should talk over 

his/her concerns with their child’s key person or the nursery Principal first of all. 

 Most complaints should be resolved amicably and informally at this stage. 

 We record the issue, and how it was resolved, in the child’s file. 
 

Stage 2 
 

 If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to 

this stage of the procedure by putting the concerns or complaint in writing. 
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 For parents who are not comfortable with making written complaints, there is a template 

form for recording complaints in the Complaint Investigation Record; the form may be 

completed by the Principal and signed by the parent. 

 Our setting stores all information relating to written complaints from parents in the child's 

personal file. However, if the complaint involves a detailed investigation, our manager may 

wish to store all information relating to the investigation in a separate file designated for 

this complaint. 

 When the investigation into the complaint is completed, the Principal contacts the parent 

to inform them of the outcome within 28 days of the complaint. 

 When the complaint is resolved at this stage, we log the summative points in our 

Complaint Investigation Record, which is made available to Ofsted on request. 
 

Stage 3 
 

 If the parent is not satisfied with the outcome of the investigation, he or she requests a 

meeting with the Principal. The parent may have a friend or partner present if they prefer 

and the Principal will be supported by the nursery deputy management. 

 An agreed written record of the discussion is made, as well as any decision or action to 

take as a result. All of the parties present at the meeting sign the record and receive a copy 

of it. 

 This signed record signifies that the procedure has concluded. When the complaint is 

resolved at this stage, we log the summative points in our Complaint Investigation Record. 
 

Stage 4 

 If at the stage three meeting the parent cannot reach agreement with us, we may invite an 

external mediator to help to settle the complaint. This person should be acceptable to both 

parties, listen to both sides and offer advice. A mediator has no legal powers, but can help 

us to define the problem, review the action so far and suggest further ways in which it 

might be resolved. 

 Staff or volunteers within the Pre-school Learning Alliance are appropriate persons to be 

invited to act as mediators.  

 The mediator keeps all discussions confidential. S/he can hold separate meetings with our 

staff and the parent, if this is decided to be helpful. The mediator keeps an agreed written 

record of any meetings that are held and of any advice s/he gives. 
 

Stage 5  

 When the mediator has concluded her/his investigations, a final meeting between the 

parent and our manager is held. The purpose of this meeting is to reach a decision on the 

action to be taken to deal with the complaint. The mediator's advice is used to reach this 

conclusion. The mediator is present at the meeting if all parties think this will help a 

decision to be reached. 

 A record of this meeting, including the decision on the action to be taken, is made. 

Everyone present at the meeting signs the record and receives a copy of it. This signed 

record signifies that the procedure has concluded. 
 

The role of the Office for Standards in Education, Children’s Services and Skills (Ofsted) and 

the Local Essex Safeguarding Children Board (ESCB) 
 

 Parents may approach Ofsted directly at any stage of this complaints procedure. In 

addition, where there seems to be a possible breach of the setting's registration 

requirements, it is essential to involve Ofsted as the registering and inspection body with a 

duty to ensure the Safeguarding and Welfare Requirements of the Early Years Foundation 

Stage are adhered to. 
 

 Parents can complain to Ofsted by telephone or in writing at: 

Ofsted National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD 

Tel: 0300 123 1231 
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 These details are displayed on our setting's notice board. 
 

 If a child appears to be at risk, we follow the procedures of the Local Safeguarding 

Children Board. 
 

 In these cases, both the parent and our setting are informed and our Principal will work 

with Ofsted and/or the Local Safeguarding Children Board to ensure a proper investigation 

of the complaint, followed by appropriate action. 
 

Records 

 A record of complaints in relation to our setting, or the children or the adults working in 

our setting, is kept for at least three years; including the date, the circumstances of the 

complaint and how the complaint was managed. 

 The outcome of all complaints is recorded in our Complaint Investigation Record, which is 

available for parents and Ofsted inspectors to view on request. 
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THE MULBERRY BUSH MONTESSORI NURSERY LTD 
 

PRICING STRUCTURE 
   
AGE OF ADMITTANCE:   
 

We provide inclusive high quality care and education for children from the age of two and a 

half years to five years.  
 

HOURS OF OPENING:   
 

Monday to Friday:  
 

Morning sessions: 9am to12.30am  

Afternoon sessions: 12.30pm to 3.30pm   

Full day sessions: 9am to 3.30pm.  
 

We are open term time only. Our terms will coincide with local mainstream schools as much 

as possible, however The Mulberry Bush operates for up to 41 weeks per year therefore we 

will occasionally overrun the school term. We request children attend for a minimum of two 

sessions per week. 
 

FEES:   
 

Nursery fees are charged per session (calculated at an hourly rate of £5.60 which is fully 

inclusive of all service charges, extra curriculum activities, snacks, parties, celebrations and 

substantial one to one engagement across the Montessori curriculum). (Fees are reviewed 
annually). The following fees apply from April 2015 
 

£19.60 per morning session  

£16.80 per afternoon session  

£36.40 for a full day  
 

The Mulberry Bush does not make any charges for bank holidays or when the nursery is 
closed for holidays.  
 

FREE ENTITLEMENT (FOR 3 AND 4 YEAR OLDS): 
 

We are registered for Government funded Free Nursery Entitlement for children from the 

term after their third birthday, until they start mainstream school. You are entitled to claim 

for a minimum of 2.5hrs and a maximum of 15hours of free nursery care per week for a 

maximum of 38 weeks per year. The number of funded weeks per term will be set by Essex 

County Council (ECC) and may not always match the nursery term as we open for up to 41 

weeks per year.  Any requested hours over and above the 15hrs and additional weeks not 

allocated by ECC free entitlement will be charged at the full rate. There is an expectation that 

parents will enrol their child for full sessions, in line with the nursery term times. Any parent 

wishing to access their 15hours free entitlement with no additional hours or services may do 

so by enrolling their child for 5 x 3hr afternoon sessions so as not to disrupt the Montessori 

work and planning cycle. Afternoon sessions only will be limited to ensure spaces are available 

for parents who have requested full days. 
 

Once your child is eligible for the free entitlement funding following their third birthday we 

will provide you with a parent declaration form (PDF) to complete. Once we are in receipt of 

your declaration we will claim the hours specified on your behalf. The free entitlement may be 

spread between two registered providers, so long as you do not exceed the maximum 15 hours 

or claim less than the minimum of 2.5hrs across the two settings. A parent declaration form 

must be completed for both settings and received by the setting before headcount day each 

term. Please complete and return your PDF promptly as invoices will be estimated on the 
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assumed funded hours required, but will be recalculated once the PDF has been returned if 

different. The nursery will not be able to claim funding for children without a completed 

Declaration form. Invoices may also be recalculated if ECC have received an over claim and 

will therefore not fund your child with the hours you have requested. Parents/carers are 

responsible for paying the full fees if funding is not secured. If you require any help 

completing your PDF please speak to the Principal. 
 

ADDITIONAL SERVICE CHARGE:  (ON 3 AND 4 YEAR OLD FEE FUNDED SESSIONS 

ONLY) 
 

The Mulberry Bush prides itself on always aiming to go above and beyond with our high 

quality provision. We maintain high adult to child ratios of qualified and experienced 

practitioners who facilitate the substantial one-to-one engagement across the Montessori 

Curriculum which enhances each child’s experiences and promotes positive outcomes of the 

EYFS. We also provide substantial, healthy balanced snacks, extracurricular activities, 

parties and events. These features and services are all embedded within our provision and we 

value our inclusive and equality ethos where every child is included. Therefore we ask parents 

to contribute by agreeing to pay an optional all-inclusive service charge on all funded sessions 

to enable us to continue to provide these additional services over and beyond the EYFS 

requirements and expectations for high quality provision. We understand that while there is a 

lot of choice for quality early year’s settings in the local area, parents choose to place their 

children with us for many reasons, including these additional services.  Unfortunately, the 

free entitlement (£3.82hr) doesn’t cover the full cost required to maintain staff and running 

costs. In order to provide these additional services and remain sustainable we ask parents to 

contribute by paying a service charge on funded places. The service charge is optional and 

Parents not wishing to pay the additional service charge and wish to claim their free 

entitlement must accept they will not receive the full services listed above and agree to 

provide their child with healthy balanced snacks and withdraw their child from extra 

curriculum activities, parties and celebrations or except additional charges will be levied. 

Whilst every child at the Mulberry Bush will receive high quality provision and will be 

supported in their wellbeing, learning and development in line with the requirements, 

expectations and best practice of the EYFS, the high level of one to one engagement their child 

will receive will be reduced, as adult to child ratios will need to be decreased to maintain 

sustainability. Please see our Admissions policy, Registration form and Terms and Conditions 

for more information or please contact the nursery Principal. 
 

ADDITIONAL SERVICE CHARGE: Current service charge rates from April 2015 (reviewed 

annually). 
 

£5.00 PER MORNING SESSION  

£4.29 PER AFTERNOON SESSION 

£8.00 FOR ALL DAY 

 
The Mulberry Bush is registered for two year funding for children from 2.5years that meet the 
eligibility criteria. For further details please speak to the Principal. 
 

PAYMENT: Invoices will be sent out at the end of each term for the following term and may 

be paid in full within 30 days or in regular monthly instalments, received by the 23rd of each 

month.  The nursery bank details are printed on invoices. 

(Payment can be made by: DC / SO / employer nursery schemes /cash. Cheques will be 

accepted for one off termly fee payments only, but are not optional for monthly instalments 

unless by special agreement with the Principal. Please ensure your fees are paid on time. If 

you are experiencing difficulty paying your nursery fees please speak to the Principal as soon 

as possible. A 10% late payment fee may be charged on late payments. 
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Please be aware the registration form is a formal contract of agreement between parents and 

The Mulberry Bush Montessori Nursery Ltd. It is important you have read and understood 

the Terms and Conditions prior to signing the registration form. One full terms notice in 

writing is required or fees in lieu of notice in the event of the cancellation or termination of 

your child’s place or you wish to make significant changes to the sessions or the terms you 

have agreed (exemptions apply). Any significant changes to the agreed sessions must be 

through consultation with the nursery Principal.  
 

If you would like any further information or you would like to arrange a visit, please contact 

Cheryl Knight. 

 

The Mulberry Bush Montessori Nursery Ltd aims to be clear and transparent in our pricing 
structure of nursery fees, your free entitlement and additional service charges.  If you would 

like any further information or you would like to arrange to visit us, please get in touch. 
 

THE MULBERRY BUSH MONTESSORI NURSERY LTD 

TERMS AND CONDITIONS 

The document and the terms and conditions within it govern the basis on which 

The Mulberry Bush Montessori Nursery Ltd (referred to here as we’ / ‘our’ / ‘us’] 

agree to provide childcare services to parent(s)/guardian(s) (referred to as ‘you’).  
 

Only a parent/guardian with parental responsibility for a child can register that 

child for a childcare place with us. We will ask to see your child’s birth certificate, 

or other relevant documentation, to confirm that you have parental responsibility 

for the child as part of our registration process. 
 

Our offer for a childcare place for your child:                  Terms and conditions 

1.0 Our obligation to you 

 

1.1 We will inform you as soon as possible whether your application for a place has 

been successful. You must confirm within one month of putting your child’s name 

on the list to enrol that you still wish to take up a place by returning the 

registration form and paying the £100 deposit where applicable. If you do not then 

the offer of a place may be withdrawn. Once you have confirmed the place, a 

deposit payment will be required to hold the place for your child. The deposit will 

be deducted on your first terms fee invoice where applicable. 
 

1.2 We will provide the agreed childcare facilities for your child at the agreed times 

(subject to any days when we are closed). If we change the opening hours, term 

dates, holidays we will give you as much notice of our decision as possible and, if 

necessary, will work with you to agree a change to your child’s hours of attendance. 
 

1.3 We will try to accommodate any requests you may make for additional sessions 

and/or extended hours of childcare. 
 

1.4 We will notify you as soon as possible of any days we will be closed. 
 

1.5 We will treat your child with the utmost respect and dignity. We will never use or 

threaten any type of punishment that could adversely affect a child’s wellbeing. 
 

1.6 We will provide you with regular verbal updates, notes in your child’s home link 

book and regular progress reports as to your child’s progress and we will agree 

times to discuss with you the progress of your child or any other aspects of our 

childcare services as and when required. We will always share any concerns with 

you. 



47 

 

 

1.7  We will comply with the requirements of the Early Years Foundation Stage and 

our Ofsted registration in regards to the childcare services we provide for your 

child. 
 

1.8 We will provide you with details of our policies and procedures, which outline how 

we satisfy the requirements of the EYFS in our everyday practice; and we will 

notify you as and when any changes are made to our policies and procedures. We 

will be available to discuss or explain our policies and procedures, and/or any 

relevant changes, at a mutually agreed time. Our policies are freely available to 

parents and interested parties and copies will be given on request. 
 

1.9 We will maintain appropriate insurance to cover our childcare activities.  
 

1.10 We will try to make a place available to any of your other children at your request. 

However, we cannot guarantee that a place will be available. 
 

2.0 Your obligation to us 
 

2.1 You will need to complete and return our Registration Form, Terms and Conditions 

and Deposit (where applicable) to us before your child can be put on the waiting list 

or start at The Mulberry Bush. 
 

2.2 You must notify us immediately of any changes to the information you have 

provided to us and keep us informed of any other necessary information that may 

affect the childcare that we provide for your child. 

2.3 The Registration Form includes medicine consent and emergency treatment 

authorisations which you will need to complete prior to your child attending.  
 

2.4 You will read and abide by our policies and procedures. 
 

2.5 You will make yourself available as and when required to discuss the progress of 

your child or any factor relating to their childcare place with us at mutually agreed 

times. 
 

2.6 You must immediately inform us if your child is suffering from any contagious 

disease, or if your child has been diagnosed by a medical practitioner with a 

notifiable disease. For the benefit of other children attending you must not allow 

your child to attend whilst they are contagious and pose a risk to other children 

during normal daily activities. 
 

2.7 You must keep us informed of the identity of the persons who will be collecting 

your child. If the person who is due to collect your child is not usually responsible 

for collecting them and you have not informed us or included them on your 

permission to collect form we will require proof of identity and we will need to 

make contact with you before we release your child. If we are not reasonably 

satisfied that the person collecting your child is who we were expecting, we will not 

release your child into their care until we have checked with you. 
 

2.8 You must inform us immediately if you are not able to collect your child by the 

official collection time. You must make arrangements for another authorised 

person to collect your child as soon as possible. A late payment charge of £5 for up 

to every half an hour that you are late may be applied for persistent late 

collections;  
 

2.9 We ask that you inform us as far in advance as possible of any dates on which your 

child will not be attending. 
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2.10 You will provide us with at least one term’s notice of your intention to decrease the 

number of hours your child attends or to withdraw your child and end this 

Agreement or to change the terms of your registration. If insufficient notice is given 

you will be responsible for the full fees for your child for one full term from the date 

of notice. If you are ending this Agreement, notice must be given in writing or by 

completing our Notification of Leaving Date form which is available on request. 
 

2.11 You must inform us if your child is the subject of a court order and provide us with 

a copy of such order on request. 
 

3.0 Payment of fees and service charges 
 

3.1 Our fees and service charges are based on a sessional / day rates that shall be 

notified to you in advance of your child starting, you will receive an invoice for the 

following term in advance which will clearly show; sessions/days requested, weeks 

per term, free entitlement hours requested, fees for any additional hours or 

unfunded weeks in the term and additional service charges as agreed at enrolment 

(funded sessions only). We may review fees and service charges at any time 

(usually annually in April), we will inform you of increases at least one term before 

it will take effect. Parents on the waiting list are required to enquire of the current 

fees at least one term in advance of their expected starting date. If you do not wish 

to pay the revised fee, service charge you may end this agreement by giving us one 

full term’s notice in writing to the Principal or a full terms fees will be due in lieu 

of notice. 

3.2 Fees must be paid in full in the first month of the new term or on a monthly basis. 

We calculate the amount payable by you by multiplying the sessions requested by 

the number of weeks we are open during the following term, this will be divided 

into the months in the term to give equal monthly payments. Fees apply for all 

sessions agreed not covered by your free entitlement, when the nursery is closed for 

holidays we do not make any charges. Fees will be charged for absence either 

through sickness or holidays taken in the nursery term time.  
 

3.3 All payments made under the Agreement should be by standing order/direct 

credit/nursery/employee childcare voucher schemes/cash. Cheques are accepted for 

single payment of termly fees only, not monthly, unless by special request. All 

payment, regardless of method, should reach the nursery account by the 23rd of 

each month. If payment is made by cash it is your responsibility to obtain a receipt 

as proof of payment. Late payments incur a late payment fee of 10% of the total 

fees owing per term. In addition, daily interest will be charged on all outstanding 

amounts at the rate of [3%] above the Bank of England base rate outstanding fees. 
 

3.4 If the payment of fees/charges referred to in 3.3 is outstanding for more than 30 

days then we may terminate this Agreement by giving you 14 days’ notice in 

writing. Upon termination of this contract the child shall cease forthwith to be 

admitted, and the notice to so terminate shall be regarded as a formal demand for 

outstanding monies, including the full terms notice period as per the terms of this 

agreement. 
 

3.5 If you have requested additional sessions or have been unable to collect your child 

by the official collection time and we have as a result provided you with additional 

childcare facilities, we will raise the applicable charges under a separate invoice for 

payment. 
 

3.6 No refund will be given for periods of non-attendance due to illness, days off or 

holidays. We are closed on bank holidays for which we do not charge and we may in 

exceptional circumstances close for up to 3 days staff training days per year to 

support our continuing professional development for the benefit of children and 
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families in our setting for which we will not charge fees or service charges but will 

accept free entitlement funding. We may charge for sessions in the event we must 

close short term in an emergency due to staff sickness, extreme weather conditions 

or for reasons beyond our control, no heating. We accept no liability for other costs 

which you incur if we are unable to provide childcare for any reason. 
 

3.7 In the event of persistent late collection of your child, we reserve the right to 

charge for each additional time at a flat rate of £5 and then £5 per half hour 

thereafter. 
 

4.0 Suspension of a child 
 

4.1 We reserve the right to suspend the provision of childcare for your child at any 

time if you have failed to pay any fees or charges due following consultation with 

the manager. 
 

4.2 We do not support the exclusion of any child on the grounds of behaviour. However, 

if your child’s behaviour /language is deemed by us to endanger the safety or well-

being of your child and/or other children and adults, it may be necessary to 

suspend the provision of childcare whilst we try to address these issues with you 

and external agencies as appropriate. If you are not willing to work with us to 

support your child and/or you do not consent to us seeking advice and support from 

external agencies to address the issues following consultation we may terminate 

your contract with the nursery. 
 

4.3 During any period of suspension for behaviour-related issues we will work with you 

and liaise with the local authority and where appropriate other welfare agencies to 

identify appropriate provision or services for your child. 
 

4.4 If your child is suspended part way through the term, under the conditions stated 

in clause 4.3 we shall give you a credit for any fees you have already paid for the 

remaining part of that term, calculated on a pro rata basis. This sum may be offset 

against any sums payable by you to us. 
 

5.0   Termination of the Agreement 
 

5.1 You may end this Agreement at any time, giving us at least one full term’s notice 

in writing. 
 

5.2 We may immediately end this Agreement if: 
 

 You have failed to pay your fees, service charges as agreed; 
 

 You have breached any of your obligations under this Agreement and you have not 

or cannot put right that breach within a reasonable period of time after we have 

drawn it to your attention; 
 

 You behave unacceptably, as we do not tolerate any physical or verbal abuse or 

threats towards the children or their families in our setting, myself or my staff, 

volunteers or students; 
 

 We take the unlikely decision to close, withdraw our registration or our 

registration is withdrawn. We will give you as much notice as possible in the event 

of such a decision. 
 

5.3 It may become apparent that the support we are able to offer your child is not 

sufficient to meet his/her needs. In these circumstances we will work with you, the 

local authority and other welfare agencies as per our procedures in line with the 

SEND code of practice 2014 to identify appropriate support, at which point 
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following consultation with yourselves we may end this Agreement if you do not 

work with us and/or consent to us seeking advice and support from external 

agencies to support your child. 
 

5.4 You may end this Agreement if we have breached any of our obligations under this 

Agreement and we have not or cannot put right that breach within a reasonable 

period after you have drawn it to our attention. 
 

6.0 General 
 

6.1 If we have to close for a period of time due to events or circumstances beyond our 

control (e.g. extreme weather conditions, staff sickness, loss of power/heating, 

water, flood, unsafe conditions) the Fees, service charge will be payable in full and 

we shall be under no obligation to provide alternative childcare to you. If the 

closure exceeds three consecutive days in duration (excluding any days when we 

would otherwise have been closed), we will credit you with an amount that 

represents the number of days closed in excess of three days. 

6.2 If you have any concerns regarding our provision including the services we provide, 

fees or service charges please discuss them with the nursery Principal or in her 

absence the person in charge. Following consultation with the Principal if your 

concerns are not resolved to your satisfaction within a reasonable time frame, 

please make a formal complaint to the Principal. Positive parent partnerships and 

customer satisfaction is paramount at The Mulberry Bush and we hope to be able 

to solve any issues amicably. Complaints will be dealt with in line with our 

Complaints Policy. In the event your formal complaint is not met to your 

satisfaction within a reasonable time scale  
 

6.3 We seek your consent on the registration for as we will regularly take photographs 

and from time to time, video recordings of the children who attend. These 

photographs are used for on-going recording of our curriculum for wall display 

boards and for children’s individual development records. They may be stored on 

our computer whilst your child is with us then deleted. If we wished to use any 

image of your child for training, publicity or marketing purposes, we would always 

seek your written consent for each image we intend to use, as indicated on our 

Registration Form. Photographs are developed by a photographic company and you 

may have a copy of their privacy policy on request. 
 

6.4 We reserve the right to refuse to admit your child if they have a temperature, 

sickness and diarrhoea or a contagious infection or disease on arrival at our 

setting, or to ask you to collect your child if they become unwell whilst in our care, 

in line with our Managing Children who are Sick, Infectious or with Allergies 

Policy. 
 

6.5 Whilst food and drink is provided on the premises, we are not a commercial kitchen 

and cannot cater for lunches. We will try to accommodate parents’ wishes with 

regards to snacks, but we cannot cater for the individual needs of every child, 

therefore you may be asked to supply your child’s snacks if you prefer them to have 

alternative foods. As cross contamination cannot be ruled out, a risk assessment is 

conducted for children with any known allergies. We request that parents do not 

supply their child with nut products. Every effort is made to follow recommended 

food preparation guidance and to ensure that all staff involved in the preparation 

and serving of food are suitably trained in the storage, preparation and serving of 

food.  
 

6.6 Any personal information you supply to us will be collected, stored and used in 

accordance with the principles of the Data Protection Act and our Confidentiality 

and Client Access to Records Policy. We will always seek your consent (registration 
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form) where we need to share information about your child with any other 

professional or agency and will liaise with you prior to making referrals. We are 

required by law to override your refusal to give consent only in specific 

circumstances where the child or someone in the family may be in danger if we do 

not share that information. 
 

7.0    This Agreement 
 

7.1 We reserve the right to vary the terms and conditions contained in this Agreement.  
 

7.2  This Agreement contains the full and complete understanding between the parties 

and supersedes all prior arrangements and understanding whether written or oral 

relating to the subject of this Agreement except to the extent that we may vary 

terms from time to time. 
 

7.3 The option to access additional services on funded places or the option to accept a 

free place with no additional services must be agreed on registration, as this affects 

our staffing and deployment and would have a significant impact upon our 

sustainability and therefore cannot be accessed on a dip in and dip out service. 
 

7.4  A full terms notice is required to cancel or to make changes to the agreed terms 

and conditions of the registration contract. Any exceptions will be at the discretion 

of the Principal. 
 

7.5 Registration will be deemed as acceptance by you of these terms and conditions. 
 

The nursery Operational file holds copies of all current nursery Policy and 

Procedure documentation and other information regarding our provision. 

The operational file is located in the nursery lobby (blue chest of drawers) 

along with other reading material for parents and interested parties. Please 

feel free to access and read the nursery Operational file and copies of any 

information held, policies and procedure documents will be supplied on 

request. Parents/carers and other interested parties within the local 

community are invited to participate in or contribute to the annual review 

process of our policies and procedure documents. 
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