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To……………………………………………………………………….and family. 
 

 

Welcome to Acorn Under Fives Pre-School 
 

Your session times are as follows: 

 

 

Monday 8.30 – 11.30 Lunch 11.30 -12.30 12.30 – 3.30 

Tuesday 8.30 – 11.30 Lunch 11.30 -12.30 12.30 – 3.30 

Wednesday 8.30 – 11.30 Lunch 11.30 -12.30 12.30 – 3.30 

Thursday 8.30 – 11.30 Lunch 11.30 -12.30 12.30 – 3.30 

Friday 8.30 – 11.30 Lunch 11.30 – 12.30 12.30 – 3.30 

 

 

Your Pre-School staff will be………………………………………………………………………………………………………. 

 

Key Points 

The service is offered by Acorn Under Fives Pre-school. 

The pre-school is open 38 weeks each year and term time only. 

We are closed Bank Holidays and statutory school holidays.  

We are open 5 days each week between 8.30am and 3.30pm. 

We provide care and education for young children between the ages of 2 and 5 years. 

 

Acorn room contact number: 0116 2672795 
 

 
About Acorn 

 

Acorn under Fives (Birstall) is a registered charity organised by a parents committee which is elected 

each year at the Annual General Meeting which is open to all parents to attend.  All parents have 

different things to offer and our needs are many and varied. Please don’t wait to be asked, Acorn Pre-

school can use your help.  If you would like to become involved, do consider joining the committee.  The 

committee meets informally about once a term to discuss and make decisions. If you have any 

suggestions, comments or problems please write them down and place in the suggestion book outside 

the Acorn room. 

http://www.acornunderfives.co.uk/
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Welcome to Acorn Under Fives (Birstall) and thank you for registering your child with Acorn.  

 

Acorn knows how important your child is and we aim to deliver the highest quality of care and 

education to help them to achieve their best. 

 

This prospectus aims to provide you with an introduction to Acorn, the routines, the 

approaches to supporting your child’s learning and development and how Acorn aims to work 

together with you to best meet your child’s individual needs.  

 

Acorn’s setting aims are to: 

 provide high quality care and education for children below 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 and values diversity. 

 

Parents 

You are regarded as members of Acorn who have full participatory rights. These include a 

right to be: 

 valued and respected; 

 kept informed; 

 consulted; 

 involved; and 

 included at all levels. 
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As a voluntary managed setting, we also depend on the good will of parents and their 

involvement to keep going. Membership of the setting carries expectations on you for your 

support and commitment. 

 

Children's development and learning 

Acorn aims to ensure that each child: 

 is in a safe and stimulating environment; 

 is given generous care and attention, because of the ratio of qualified staff to children, 

as well as volunteer helpers; 

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

together; 

 is helped to take forward her/his learning and development by being helped to build on 

what she/he already knows and can do; 

 has a key person who makes sure each child makes satisfying progress; 

 is in a setting that sees parents as partners in helping each child to learn and develop; and 

 is in a setting in which parents help to shape the service it offers 
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The Early Years Foundation Stage 

Provision for the development and learning of children from birth to 5 years is guided by the 

Early Years Foundation Stage. Acorn’s provision reflects the four overarching principles of 

the Statutory Framework for the Early Years Foundation Stage (DfE 2014): 

 

 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 years 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 Acorn helps children to continue to do this by providing all of  
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the children with interesting activities that are appropriate for their age and stage of 

development. 

 

The Areas of Development and Learning comprise: 

 Prime Areas 

- Personal, social and emotional development. 

- Physical development. 

- Communication and language. 

 

 Specific Areas 

- Literacy. 

- Mathematics. 

- Understanding the world. 

- Expressive arts and design. 

 

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. 

 

The Early Years Outcomes (DfE 2013) guidance sets out the likely stages of progress a child 

makes along their progress towards the Early Learning Goals. Acorn has regard to these when 

we assess children and plan for their learning. Acorn’s programme supports children to 

develop the knowledge, skills and understanding they need for: 
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Personal, social and emotional development 

 making relationships; 

 self-confidence and self-awareness; and 

 managing feelings and behaviour. 

 

Physical development 

 moving and handling; and 

 health and self-care. 

 

Communication and language 

 listening and attention; 

 understanding; and 

 speaking. 

 

Literacy 

 reading; and 

 writing. 

 

Mathematics 

 numbers; and 

 shape, space and measure. 

 

Understanding the world 

 people and communities; 

 the world; and 

 technology. 

http://www.acornunderfives.co.uk/
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Expressive arts and design 

 exploring and using media and materials; and 

 being imaginative. 

 

Our approach to learning and development and assessment 

Learning through play 

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/I use the EYFS statutory guidance on education programmes to plan and provide 

opportunities which will help children to make progress in all areas of learning. This 

programme is made up of a mixture of activities that children plan and organise for 

themselves and activities planned and led by practitioners. 

 

Characteristics of effective learning 

Acorn understands 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. 

 

Acorn aims to provide for the characteristics of effective learning by observing how a child 

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

to remain an effective and motivated learner. 
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Assessment 

Acorn assesses how young children are learning and developing by observing them frequently. 

Acorn uses information which is gained from observations, as well as from photographs and 

videos of the children, to document their progress and where this may be leading them. 

Acorn believe that parents know their children best and Acorn will ask you to contribute to 

assessment by sharing information about what your child likes to do at home and how you, as 

parents, are supporting development. 

 

Acorn makes periodic assessment summaries of children’s achievement based on the on-going 

development records. These form part of children’s records of achievement. Acorn 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. 

 

The progress check at age two 

The Early Years Foundation Stage requires that Acorn 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 and Learning Journeys 

Acorn keeps a record of achievement for each child called a learning Journey. Your child's 

record of achievement helps us to celebrate together her/his achievements and to work  
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together to provide what your child needs for her/his well-being and to make progress.  

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

and 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. Together, we will then decide on how to help your child to move on to the next 

stage.  

 

Working together for your children 

Acorn maintains the ratio of adults to children in the setting that is set by the Safeguarding 

and Welfare Requirements. Acorn also have volunteer parent helpers, where possible, to 

complement these ratios. This helps to: 

 give time and attention to each child; 

 talk with the children about their interests and activities; 

 help children to experience and benefit from the activities provided; and 

 allow the children to explore and be adventurous in safety 
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In the setting… 

The staff who work at Acorn 

are: 

Name Job Title Qualifications and Experience 

Jackie Bateman Manager 

SENCO 

B.Ed (Hons) - Homerton College 

Cambridge 

Qualified teacher Status 

Early Years Professional 

Tania Tennant Deputy 

Health and Safety Officer 

Foundation Degree – Derby 

University 

Debbie Wood Deputy 

Behaviour Officer 

NNEB – Southfields College of 

Education 

Miriam Kirk Assistant Foundation Degree – Open 

University 

Janet Cooper Assistant Level III in Early Years – 

Stephenson College 

Nicola Sinclair Assistant Level II in Early Years and 

Young People  

Sarah Gill Assistant Level III in Early Years 

Jill Chappell One-to one worker, 

Lunchtime Supervisor and 

Bank worker 

Level III in Early Years  
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How parents take part in the pre-school 
 

Acorn recognises parents as the first and most important educators of their children. All of 

Acorn staff see themselves as partners with parents in providing care and education for 

their children. There are many ways in which parents take part in making Acorn a welcoming 

and stimulating place for children and parents, such as: 

 exchanging knowledge about their children's needs, activities, interests and progress; 

 contributing to the progress check at age two; 

 helping at sessions of the setting; 

 sharing their own special interests with the children; 

 helping to provide and look after the equipment and materials used in the children's play 

activities; 

 being part of the management of the setting where appropriate; 

 taking part in events and informal discussions about the activities and curriculum provided 

by the setting; 

 joining in community activities, in which the setting takes part; and 

 building friendships with other parents in the setting. 

 

Joining in 

Acorn parents are welcome to offer their help in any of the sessions which their child 

attends, either offer help at the start of the session or prearrange a date. Helping at the 

session enables parents to see what the day-to-day life of our setting is like and to join in 

helping the children to get the best out of their activities. 

 

Joining the rota is not the only means of taking part in the life of the setting. Parents can 

offer to take part in a session by sharing their own interests and skills with the children.  
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Parents have visited the setting to play the clarinet for the children, show pictures of the 

local carnival held in their neighbourhood, and show the children their collection of shells. 

 

Acorn welcomes parents to drop into the setting, to see it at work or to speak to any member 

of staff at any time. 

 

Key person and your child 

Acorn uses the key person approach. This means that each member of staff has a group of 

children for whom they are particularly responsible for, making sure that the childcare that 

Acorn provides is right for your child's particular needs and interests. When your child first 

starts at Acorn your key person will help your child to settle and throughout your child's time 

at the setting, they will help your child to benefit from the activities. 

 

Learning opportunities for adults 

As well as gaining childcare qualifications, Acorn staff also regularly take part in further 

training to help them to keep up-to date with thinking about early years care and education. 

Also keeping up-to-date with best practice, as a member of the Pre-school Learning Alliance, 

through the Under 5 magazine and other publications produced by the Alliance. The current 

copy of Under 5 is available for you to read. From time to time Acorn hold learning events for 

parents. These usually look at how adults can help children to learn and develop in their early 

years. 

 

The setting's timetable and routines 

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

we offer children. The routines and activities that make up the day in our setting are 

provided in ways that: 
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 help each child to feel that she/he is a valued member of the setting; 

 ensure the safety of each child; 

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

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

 

The session 

Acorn organises the sessions so that the children can choose from, and work at, a range of 

activities and, 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 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 the indoor playroom(s). 

Therefore, there is a wide range of activities which include: 

Painting – printing – gluing – making models – collage – cutting out – mark-making  - sand and 

water play – stories – singing – jigsaw puzzles – board games – construction toys – messy play 

– cooking – role play – physical play – computer – small world play etc. 

 

Acorn provides a small plastic bag for children’s creations to be taken home and we ask that 

it is returned every week to refill. 

 

Snacks and meals 

Acorn provides health snacks and makes meals a social time at which children eat together. 

Acorn plans the menus for snacks so that they provide the children with healthy and 

nutritious food. Please tell Acorn about your child's dietary needs. There is a charge for  
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snacks during the morning and afternoon sessions with the cost being £1.00 per week for 

children attending 2/3 sessions and £1.50 per week for those attending 4/5 sessions. 

Parents may provide their children with a snack if they prefer. 

For children attending for lunch there is the option of ordering a lunch form the school 

kitchen (parent to contact the kitchen) or provide a packed lunch from home. We ask that 

parents do not send their children to preschool with any products which contain nuts and 

provide a range of healthy foods. There is advice about preparing healthy lunch boxes  

available on the Acorn noticeboards. It is also recommended that the lunch box is packed 

with an ice block to ensure that the contents are kept fresh.  

The lunch period is not part of our funded hours and is available at £5.50 for the hour each 

day. 

 

Clothing 

Acorn will provide protective clothing for children when they play with messy activities. This 

includes aprons for painting and water play and waterproofs to play outside. Although aprons 

are provided, occasionally there are accidents with paint etc.  so please do not send your child 

in their best clothes. Acorn T-shirts are 

available to purchase to avoid 

unnecessary upset. 

Acorn encourages children to gain the 

skills that help them to be independent 

and look after themselves. These include 

taking themselves to the toilet and taking off, and putting on, outdoor clothes. Clothing that 

is easy for them to manage will help them to do this. 

All children are required to bring a change of footwear for inside play e.g. plimsolls or 

slippers (named) as this ensure that they can use the climbing apparatus safely and keeps the 

http://www.acornunderfives.co.uk/
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playroom clean. Children also need a change of clothing in a small bag (named) in case of any 

toileting accidents or getting wet through water play. 

 

 

The statutory Frame work for the Early Years states that children should have access to the 

outdoors on a daily basis. Therefore, it is essential that your child brings a cot which is 

named. There are wellington boots and waterproof outfits to enable your child to play outside 

adequately dressed. 

 

Policies 

Acorn staff can explain our policies and procedures to you. Copies of which are available in 

the corridor and within the play room. 

Acorn policies help to make sure that the service we provide is off a high quality and that 

being a member of the setting is an enjoyable and beneficial experience for each child and 

her/his parents.  

 

Acorn staff and parents (committee) work together to adopt the policies and they all have 

the opportunity to take part in the annual review of the policies. This review helps Acorn to 

make sure that the policies are enabling Acorn to provide a quality service for its members 

and the local community. 

 

Safeguarding children 

Acorn has a duty under the law to help safeguard children against suspected or actual 

‘significant harm’. Acorn employment practices ensure children against the likelihood of abuse 

in the setting and we have procedures for managing complaints or allegations against a 

member of staff. 

http://www.acornunderfives.co.uk/
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Acorn’s way of working with children and their parents ensures that Acorn is aware of any 

problems that may emerge and can offer support, including referral to appropriate agencies 

when necessary, to help families in difficulty.  

 

 

 

Collection 

A password is required if anyone not known to the setting arrives to collect a child. Please 

ensure that the Acorn has a password listed on the registration form.  

 

Special needs 

To make sure that Acorn meets the needs of each individual child, Acorn takes account of 

any special needs a child may have. Acorn works to the requirements of the Special  

Educational Needs Code of Practice (2001). 

Our Special Educational Needs Co-ordinator is Jackie Bateman 

 

The management of Acorn 

Acorn is a charity and as such is managed by a volunteer management committee - whose 

members are elected by the parents of the children who attend Acorn. The elections take 

place at our Annual General Meeting. The committee is responsible for: 

 managing our finances; 

 employing and managing our staff; 

 making sure that we have, and work to, policies that help us to provide a high quality 

service; and 

 making sure that we work in partnership with parents. 
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  Venue: Birstall Highcliffe County Primary School Community Centre 

Greengate Lane, Birstall, Leicester, LE4 3DL, Tel: 0116 2672795 

www.acornunderfives.co.uk 

 

Page 19 of 22 

ACORN UNDER FIVES (BIRSTALL) 

Reg.Charity No: 1030959 

The Annual General Meeting is open to all the parents of the children who attend Acorn. It is 

our shared forum for looking back over the previous year's activities and shaping the coming 

year's plan. 

 

 

 

 

 

Fees 

The fees are £5.00 per hour for 3 year olds and £5.25 per hour for 2 year olds and payable 

half-termly in advance. Fees need to be paid to keep a place at Acorn and must still be paid if 

children are absent without notice for a short period of time. If your child has to be absent 

over a long period of time, talk to Acorn’s Manager who will liaise with the committee to 

discuss the situation.  

We are in receipt of nursery education funding for two, three and four year olds; where 

funding is not received, then fees apply. Funding for two year olds is available for children in 

families meeting a certain criteria and funding for two, three and four year olds is accessible 

for the term after the child turns three. 

A copy of the child’s birth certificate is required to claim nursery education funding. 

Further information on accessing FEEE (Free Early Education Entitlement) is available in the 

leaflet for parents entitled Free Early Education Entitlement (FEEE) – A Guide for Parents 

and Carers on the noticeboard. 

The lunch time is not included in the funded hours and a fee of £5.50 is applied for each 

lunch hour taken. 

 

Absence 

Please notify the setting if your child is to be absent for any reason and complete the 

absence form at the next convenient time. The form requires parents to provide the setting 

http://www.acornunderfives.co.uk/
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with the date and reason for the absence. This is very important as the LEA monitor 

attendance and if children are absent without a valid reason, funding is likely to be reclaimed. 

If this situation arises, parents will be asked to reimburse Acorn with the outstanding 

monies. 

 

 

 

Illness 

Please keep children at home if they are not well. Acorn reserves the right to refuse 

admittance to children who are not well and have a temperature, sickness and diarrhoea or a 

contagious infection or disease. Children who have suffered with sickness and diarrhoea must 

be kept at home until 48 hours after the last bout of illness. 

Acorn has a list of excludable diseases and current exclusion times. The list is obtainable 

from the Health Protection Agency www.hpa.org.uk . 

 

Starting at Acorn 

The first days 

Acorn wants your child to feel happy and safe. To make sure that this is the case, Acorn will 

work with you to decide on how to help your child to settle into the setting. Please refer to 

the policy on the Role of the Key Person and Settling-in which should be read alongside this 

prospectus. 

 

Acorn hopes that you and your child enjoy being members of Acorn Under Fives and that you 

both find taking part in activities interesting and stimulating. Acorn is always ready and 

willing to talk to you about your ideas, views or question and welcomes your feedback. 

http://www.acornunderfives.co.uk/
http://www.hpa.org.uk/
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Acorn Under Fives Policies 
 

Policies for Acorn Under Fives (Birstall) include: 

 

Safeguarding children 

Children’s rights and entitlements, Safeguarding children and child protection (Including managing 

allegations of abuse against a member of staff), Looked after children, Confidentiality and client 

access to records, Information sharing, Uncollected children, Missing children, Supervision of children 

on outings and visits, Maintaining children’s safety and security on premises and Making a complaint. 

 

Equality of opportunity 

Valuing diversity and promoting equality, Supporting children with special educational needs and 

Achieving positive behaviour. 

 

Promoting health and hygiene 

Animals in the setting, Administering medicines, Managing children with allergies, or who are sick or 

infectious (Including reporting notifiable diseases), Nappy changing, No smoking, Food and drink, and 

First aid. 
 

Employment 
Employment and staffing (Including vetting, contingency plans, training and development), Induction of 

staff, volunteers and managers and Student placements. 

 

Health and Safety 
Risk assessment, Health and safety general standards, Health and safety risk assessment template, 

Fire safety and emergency evacuation, Recording and reporting of accidents and incidents (Including 

procedure for reporting to HSE, RIDDOR) and Food hygiene, (Including procedure for reporting food 

poisoning). 

 

Organisation 

 

Administration Admissions, Application to join, Registration form 

Child care practice The role of the key person in the setting and settling-in, Early years 

prospectus 

Partnership Parental involvement, Working in partnership with other agencies 

Documentation 

Record Keeping Children’s records, Provider records 

 

A full set of policies are in a folder outside the Acorn room in the corridor and can also be accessed 

online at www.acornunderfives.co.uk.  Please make yourself familiar with them as soon as your child 

starts the group.  Thank you. 

 

 

 

 

http://www.acornunderfives.co.uk/
http://www.acornunderfives.co.uk/
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Highcliffe primary school 

 
Attendance of Acorn Under Fives has no bearing on eligibility to enter Highcliffe Primary School.  

Acorn children are not given preference over other children in any way.  It is also not important to 

Acorn where a child intends to go to school.  No preference is given to children who intend to go to 

Highcliffe.  Although Acorn has a good relationship with Highcliffe, Acorn is not formally linked to 

Highcliffe in any way, other than being sited in the school grounds. 

 

Whichever Primary school you wish your child to attend, you must obtain a form to send to County Hall 

advising them of your preference whether or not you are in the ‘catchment area’ there is no guarantee 

you will be admitted to the nearest school if you fail to send a form.  These forms can be obtained 

from the school office on Greengate Lane.  It is advisable to register your child as soon as possible. 

 

Acorn Under Fives is one of the many groups using Highcliffe Primary School. 

 

This is a friendly liaison with the school and other users of the community centre which, in turn, has 

led to increased mutual respect.   

 

Although we realise the difficulties involved in dealing with lively children, as a user group there are 

certain things, which must be considered. 

 

 Under no circumstances must pushchairs or prams be left in the corridor, it is the main access 

and fire exit for the community wing. 

 The hall adjacent to the community wing is used by school at various times throughout the 

week.  If it is in use, please respect their need for quiet and privacy.  This also applies to 

groups in session in the community room.  The internal ramp is very attractive to young children 

but as it is hollow, it is very noisy!  Please encourage your child not to jump on it. 

 Children should not be allowed to climb on either the heaters or the coat racks, for their own 

safety and to avoid damage to these items. 

 Children are not allowed in the kitchen at any time. 

 The car park is a dangerous area and should be avoided.  Please do not park in the car park or 

use this for dropping off even for a short time, as this is for staff only during school hours. 

Access is required at all times for deliveries and emergency vehicles. 

 When leaving pushchairs outside, please leave the ramp and door area clear. 

 

 

Most of all, 

Welcome to Acorn Under Fives! 

Enjoy your time with us 

and have fun. 

http://www.acornunderfives.co.uk/

