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Dear Parent/Carer,
Thank you for requesting our nursery prospectus.
Stepping Stones Nursery was established in 2004 and we strive to offer quality childcare for
children from birth to five years of age.
If you would like to view our nursery, please feel free to contact us and make an
appointment.
We hope you find this prospectus interesting and informative, and that it helps you to
understand how we operate. We do look forward to hearing from you to arrange a viewing,
but in the meantime if you have any questions or queries, do not hesitate to call us.
Kind regards,
Najam Khan
Head Manager
Stepping Stones Nurseries

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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1. Introduction
Our approach to childcare...
§

Established in 2004, Stepping Stones Nursery aims to provide high quality childcare to children from
birth to five years of age.

§

We aim to provide an educationally stimulating environment, where children are valued as
individuals, feel happy and secure and therefore develop to their full potential.

§

We believe that children learn through their play. So we should value and support their play. Children
should be cared for by adults who respect and comprehend them, with open and honest adult-child
relationships.

§

Our daily routine provides us with help to achieve this, with adult initiated activities, small group time,
work time (when children plan their own activities), and large group time (see Daily Routine, on page
7).

§

The Daily Routine is displayed in each area. Clear boundaries and a problem solving approach help to
support children further. Members of staff work in partnership with the children in their care and
with the children’s families.

§

We use the Early Years Foundation Stage (EYFS) Records for learning, development and care for
children from birth till five years of age.

2. Opening Times
Monday to Friday 8.00am to 6.00pm...
§

Our nursery operates from Monday to Friday between 8.00am and 6.00pm.

§

Full time sessions are run as a maximum of ten hours per day between 8.00am and 6.00pm.
§

Half day sessions are run as a maximum of five hours per day:
Morning Session:
Ø 8.00am to 1.00pm
Afternoon Session:
Ø 1.00pm to 6.00pm

§

The nursery closes on bank holidays and for a few days over Christmas (from 4pm on 24 Dec to 1 Jan
incl. which is usually about a week). Parents are informed of all closure dates in advance.

3. Location
§

Stepping Stones Nursery is conveniently situated in the heart of Thornton Heath town centre on
Whitehall Road (off London Road), opposite the Thornton Heath Bus Garage and minutes walking
from Mayday Hospital.

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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4. Registration, admission, deposit and fees
...and settling in
§

You may register your child for a place at any time during the year, provided that there is a suitable
vacancy available in the nursery.

§

If a suitable vacancy is not available, your child’s name will be placed on the waiting list. You can fill
out a pre-registration/interest form which we will keep in order to contact you once a suitable
vacancy becomes available to offer you a place.

§

When you come in to register your child, you must bring the following FIVE THINGS
with you:
1.

§

2.
3.
4.
5.
6.

A deposit which will be equivalent to two weeks’ worth of fees either by cheque made payable to
“Stepping Stones Nursery” or cash. The deposit will be taken towards notice.
One week’s worth of fees in advance by cheque or cash.
You will also be charged a one off non-refundable registration cost of £20.
Proof of your identity (passport/driving license)
Proof of your address (utility bill/bank statement) which must be dated within the last 2 months
After this, the fees will be paid strictly in advance.

§

We prefer that fees are paid on a monthly basis, on the first day of each calendar month by standing
order, however you may pay by cheque or cash provided that you pay in advance. If your child starts
at the nursery mid month, your first payment of fees will be adjusted proportionally. After this, the
fees will be due on the first of each month.

§

If you are not able to pay monthly, you can pay weekly provided that it is in advance on every
Monday. We regret that failure to meet the deadline for paying fees may result in the cancellation of
the child’s place.

§

There is a £30.00 administration charge for bounced cheques and no further cheques will be
accepted.

§

Once you have registered with us and paid the deposit (two weeks of fees) and the one week advance
of fees, we will agree a start-date with you and arrange suitable settling-in sessions for you to attend
with your child.

§

We recommend that settling-in takes place over the course of a week starting with an hour where you
both attend together, and working up to a half day session or a full day session without you. We aim
to meet each family’s unique requirements and will discuss these with you when we agree a
commencement date. The Settling-in week is free of charge. The Settling-in week will only start once
the registration form is complete, you have paid the deposit and the one week advance of fees.

§

We regret that failure to meet the deadline for paying fees may result in the cancellation of the child’s
place.

§

Fees will be revised each year.

§

Sick leave and holiday leave taken by parents must be paid for in full. The fees must also be paid for
all bank holidays and the Christmas break when the nursery closes as the fees we set have taken this
into account already. Fees will not be refunded or waived for absence through sickness or any other
reason. This rule is necessary so that the nursery can properly budget for its own expenditure. No
compensation will be paid or refund given if the nursery has to be closed due to any reason beyond
the control of the nursery, such as power failures or weather conditions.

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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Fee Structure
Babies: 0 - 2 Years
FULL TIME
Days

HALF DAYS
Amount
per week
£170.00

Days

5 Days

Amount
per month
£736.66

4 Days

£650.00

3 Days
2 Days
Example of how monthly
fees are calculated: £170
per week multiplied by
52 weeks divided by 12
months = £736.66 per
calendar month

5 Days

Amount
per month
£563.33

Amount
per week
£130.00

£150.00

4 Days

£476.66

£110.00

£585.00

£135.00

3 Days

£390.00

£90.00

£476.66

£110.00

2 Days

£303.33

£70.00

Pre-school: 2 - 5 Years
FULL TIME
Days

HALF DAYS
Amount
per week
£150.00

Days

5 Days

Amount
per month
£650.00

5 Days

Amount
per month
£433.33

Amount
per week
£100.00

4 Days

£563.33

£130.00

4 Days

£390.00

£90.00

3 Days

£476.66

£110.00

3 Days

£346.66

£80.00

2 Days

£346.66

£80.00

2 Days

£260.00

£60.00

v Opening times: 8.00am – 6.00pm (Mon – Fri)
v Full Time days: Maximum of ten hours daily between 8.00am and 6.00pm
v Half days: Maximum of five hours either in the morning (between 8.00am to
1.00pm) or in the afternoon (between 1.00pm to 6.00pm)
v Fees must be paid strictly in advance on the first day of each calendar month
preferably by standing order, although we do accept cheque or cash
v If paying weekly, fees must be paid in advance every Monday. Please note that we
prefer that you pay monthly.
v Fees are subject to review each year

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001

Page 6

Stepping Stones Day Nursery Prospectus

5. Notice
§

One month’s notice is required should your child be leaving the nursery. This must be in writing and
addressed to the proprietor. One month’s written notice or payment in lieu of notice is required from
parents/carers if the child is to stop attending.

§

We reserve the right to cancel the Nursery/Parent Agreement without notice for the following
reasons:
v Where fees are not paid promptly
v Consistent late collection of a child that jeopardises our registration or the wellbeing of
carers who are prevented from going off duty at the end of their allocated shifts
v Behaviour from parents or family members that threatens the safety of children, staff or
visitors using the facility
v Any form of verbal abuse towards staff that causes emotional distress

6. Collection
§

If you send anyone else to collect your child from the nursery you must inform the nursery. No child
is sent home in the care of any unauthorised person.

§

Parents/carers are requested to collect their children on time. Late Collection of children incurs
charges as detailed on the parents’ notice board.

7. Early Years Funding
§

We do facilitate children who are funded by social services and children who receive early years
funding.

§

For children aged 3 - 4 year olds, Croydon Council provides free entitlement of 12.5 hours of early
years education/week for up to 38 weeks in a year. Parents will have this free entitlement’s worth
deducted from their monthly fees.

8. Daily Routine
§

Our daily routine aims to offer structure to the day. It is a meaningful plan that children can
understand, predict and rely upon. This helps children to feel secure in their environment.

§

We try to tailor daily routines to the individual child (especially in the baby unit, where the daily
structure of feeding, sleeping times etc. is dictated by the babies), however, the nursery follows a
general routine which provides a basis to work within.

§

ALL CHILDREN AND STAFF MEMBERS WASH THEIR HANDS BEFORE AND AFTER ANY MEALS OR
SNACKS, USING BATHROOM, MESSY PLAY AND AFTER OUTDOOR PLAY.

§

All staff wear disposable gloves when changing nappies or come into contact with bodily fluids such
as vomit and wash and disinfect hands before and after each nappy change.

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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BASIC DAILY ROUTINE
8.00am
8.00am
8.30am
9.15am
09.45am
10.30am
10.45am
11.45am
12.30pm
2.30pm
2.45pm
3.30pm
4.30pm
5.00pm

Arrival
Free Play Activities (According to child’s choices)
Breakfast time
Circle/Story/Reading
Outdoor/Garden Activities
Snacks
Planned Activities (According to themes set by room
leader) & Free Play Activities
Lunch time
Quiet/Sleep/Rest (Activities for those children who
are awake)
Snacks
Outdoor/Garden Activities
Planned Activities & Free Play Activities
Tea time
Free Play Activities

9. Menus and Mealtimes
Breakfast:
(served until 9.15am)
Porridge, toast and selection of cereals
Lunch:
(served at 11.45am)
A hot balanced meal with selection of vegetables
Pudding or fresh fruit with yogurt
Afternoon tea:
(served at 4.30pm)
Sandwiches, fruit
Snacks:
(served twice a day and at other times as needed)
Selection of fresh fruit, breadsticks, crackers with a selection of toppings,
toast, raisins, fruit yoghurt, biscuits etc
17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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Drinks:
(served throughout the day as needed)
Milk, juice, water
IMPORTANT NOTE:
BABY FORMULA/BABY FOOD/NAPPIES/BABY WIPES ARE ALL PROVIDED BY THE
PARENTS
We do not use salt in the cooking and only a very little sugar is used.
All daily menus contain fresh fruit and vegetables.
The menus reflect the multi-cultural diversity of the children and the area the nursery is
in.
Please let the nursery know if your child has any diet restrictions or special dietary
requirements.
Meal times are very sociable. Children sit in small groups and conversation is encouraged.
We encourage good table manners at all times.
The menu is displayed in the hallway.
§

We will inform you daily of how well your child has eaten, via the Contact Book. Staff will also be
happy to talk to you regarding your child’s appetite.

§

Meals are served to allow children to help themselves with the support of their carer. Our approach
to meal-times is relaxed and supportive.

10. The Early Years Curriculum
Meeting the Early Learning Goals...
§

The Early Years Foundation Stage (EYFS) offers statutory guidance for childcare settings. We consider
the whole child to be important – social, emotional, physical, intellectual and moral development are
therefore interwoven into a broad and balanced curriculum appropriate for all ages.

§

We have a well planned nursery curriculum that supports children’s learning based on the Early Years
Foundation Stage (EYFS). This is designed to support children to develop their potential at their own
pace. We aim to build on what the child already knows and has experienced, working together with
parents and carers.

§

By working and observing children, we can plan a curriculum tailored to each child’s individual needs
whilst covering all areas of the desirable learning and development goals in the EYFS. The six areas of
learning and development are:
Ø
Ø
Ø
Ø

Communication, language and literacy
Knowledge and understanding of the world
Personal, social and emotional development
Physical development

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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Ø
Ø
Ø

Problem solving, reasoning and numeracy
Creative development
Details of what each area covers is available on request

§

New themes are introduced monthly and activities in the six areas of learning are planned around
these themes. Parents are often included and asked to contribute towards these themes - by bringing
in something from home or work or sharing experiences etc.

§

A general plan of the month’s theme based activities is displayed in the hall and individual groups also
display an outline of their weekly activities (theme based and free choice) so that you are kept
informed of your child’s daily events.

§

This curriculum enables children to progress towards the early learning goals throughout the Early
Years Foundation Stage and prepares them for the National Curriculum, which begins at Year 1 in
Primary school.

§

In the Baby Unit, the daily routine is baby led. Routines are generally organised around feeds, sleep
and nappy changes. Age appropriate activities are organised for babies, such as painting, water play,
dough play, construction, again within the learning and development areas of the EYFS.

11. Birthdays and Celebrations
§ You are welcome to come to a Birthday Tea for your child and please feel free to contribute special
treats for the occasion.
§ We also celebrate other events throughout the year.

12. Policies and Procedures
§

The nursery operates with a comprehensive list of policies and procedures, which are kept in the
office. Please ask the manager to take you through them if you have any questions. A few examples of
policies in place follow below:
Ø
Ø
Ø
Ø
Ø
Ø
Ø

Medication
Health/illness and emergencies
Behaviour
Safeguarding Children
Curriculum
Special needs
Inclusion and equality

§

Please ask the manager of you would like details on the above.

§

Anything which occurs in the nursery and gives you cause for concerns should be discussed
immediately with the staff concerned. If you still feel that the problem remains unresolved, please
discuss it with the nursery manager. In the unlikely event the matter is still not satisfactorily solved,
the director will make himself available to discuss your grievances. If you still feel that after speaking
to the director that the issue is not resolved, then Ofsted may be contacted on 0300 123 1231.

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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13. Inclusion and Equality
§

We undertake to treat each child as an individual and respect their specific needs with regards to
their age, sex, religious persuasion, racial origin, cultural background, linguistic background and
disability.

§

Our policies work towards the elimination of such discrimination.

14. Safeguarding Children
§

Most children live in a happy family atmosphere, are properly cared for, and have happy trusting
relationships with adults. Sadly some children do not. These children may be subjected to physical,
emotional and sexual abuse. Child abuse crosses all sectors of society. It does not discriminate
between socio-economic status, class and culture.

§

Every member of staff at Stepping Stones has a responsibility to familiarise themselves with child
protection issues and concerns, and has a duty to discuss and record any injuries or illness a child has
suffered, whether at home or in the nursery.

§

If at any time, staff members believe there is a cause of serious concern, information will be passed
on to a senior member of staff, who may need to share information with outside agencies. Parents
will be involved at all stages unless this is not in the child’s interest and might put the child at further
risk. The child’s safety is most important.

§

All our staff have enhanced Criminal Records Bureau checks (CRB).

15. Childhood illnesses
§

We are happy to accommodate children suffering from normal childhood ailments such as coughs and
colds, however with certain ailments, the child would need to stay at home. Please use your
discretion but feel free to discuss these conditions with us.

§

If a child has an accident or becomes ill in the nursery, we may need to contact you, please ensure
that you leave a current contact number with us.

16. Prescribed and Non-Prescribed Medication
§

We are happy to administer prescribed medications as long as the doctor prescribes it and you give
written permission for the administration of medication. You must sign and date the medication
book at the start of each day to confirm the agreed dosage for each day when you drop your child to
the nursery.

§

The nursery will administer non-prescribed medication as long as we have written permission from
you. We will only administer non-prescribed medication for a period of three days. After this time
medical attention should be sought and we will no longer administer it.

§

The only non-prescribed medication we are able to administer is Calpol as needed (when temperature
is above 38°C), as long as you have signed the Calpol Consent form to give us written permission to
do so during the registration process of your child.

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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17. Discipline
§

We treat each child as an individual and show children how to respect each other by showing our
respect to them, and we treat them as we would like to be treated ourselves.

§

Our policy is to offer constructive discipline when and where required. Children respond to a fair
approach.

§

We would never use any form of discipline that might cause undue stress to your child, eg, physical,
emotional or demeaning punishment. We use a problem solving approach to conflict resolution. If a
problem does arise we remove the child/children from the situation and talk it through with them
until it comes to a natural end. We aim to work with parents if there is a problem, so please discuss
any matter that arises with us.

18. Clothing
§

Please ensure that children come to the nursery in comfortable clothing to enable him/her to take
part in all activities on offer!

§

Please also ensure that you provide us with a spare set of clothes for your child, clearly labelled, in
cases of any accidents.

19. Accidents
§

The nursery is a dynamic environment! Your child may receive the occasional bruise or scratch
through normal play and such injuries are recorded in the accident book for you to read and sign.

§

Some minor injuries obtained through play activities may not be noticed by staff so you may be the
first person to notice such a bruise or scratch. This does not mean that children are not being
supervised. Please feel free to talk to a staff member about any bruises you notice, likewise, please
inform us of any accidents your child may have had at home.

20. Buggy Store
§

Limited buggy storage is available for parents who wish to leave their buggies at nursery. Parents
leave buggies at their own risk and we cannot be responsible for loss or damage to buggies whilst
being stored on our nursery premises. If the buggy store is full, we must respectfully ask that parents
do not attempt to store buggies anywhere else in the building and to take their buggy away with
them.

21. Jewellery and Coins
§

We respectfully ask that jewellery should not be worn to the nursery by children. Jewellery can be
easily lost and presents a choke hazard to younger children. We cannot be held responsible for
jewellery lost at nursery.

§

Please ensure that no coins are brought into the nursery by your child as this also presents a choking
hazard for all children within the nursery.

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
0208 689 8001
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22. Photographs
§

We may occasionally take photos of children whilst they are taking part in activities and display these
photos on the notice boards in the hallway and in the rooms.

23. Arranging a viewing
Call or email to book a visit to us...
§

In order that staff: child ratios are maintained, viewing is by appointment only. Please contact the
nursery and a mutually convenient appointment will be made with you.

24. Choosing the right nursery
In order that you may make an informed choice about the child care provision or service you choose
for your baby or child, we recommend that you visit as many facilities as possible and gather as
much information as possible before making your final decision.
And finally Good Luck!

17 Whitehall Road, Thornton Heath, Surrey, CR7 6AF
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