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Welcome  

We hope this booklet will help you settle your child in the 
Nursery and answer some of the questions about your child’s 
time at Mr Bee’s. 

On acceptance of a place in the nursery your family will be 
offered a home visit.  We encourage you to accept the offer as it 
helps your child make the transitions from home to nursery.  

During the home visit or at the first visit to nursery you will work 
with a staff member to collect information about your child.  This 
information will be used as ‘starting points’ for your child’s key 
person to plan for your child’s next steps.   

Do talk about starting Nursery with your child so that he/she 
knows what to expect—see our ‘help us help them’ information 
for tips on how you can support with settling at the nursery.  Let 
your child know that Mr Bee’s is a friendly and exciting place to 
play and meet new friends.   

Whilst you are visiting, please join in the activities; show your 
child the toilets, where to wash their hands, how to use paper 
towels; where to find a drink of water and introduce them to 
staff so they know who to go to for help. 

Most of all, come and enjoy yourselves! 
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Admissions and Registration 
tƻƭƛŎȅ {ǘŀǘŜƳŜƴǘ 
It is Mr Bee’s intention to make our Centres accessible to children and families 
from all sections of the local community.  We aim to ensure that all sections of 
our community have access to the setting through open, fair and clearly commu-
nicated procedures. 
 
We endeavour to ensure that children are happy and content during their time 
at the centre.  To facilitate this, we ask that parents bring their child for a visit 
prior to registration.  We work in partnership with parents in order to settle 
their child and ask parents to take a full and active part in their child’s develop-
ment while at the Centre.   
 
!ŘƳƛǎǎƛƻƴǎΥ 

¶ The Admissions policy is issued to all families and can be found in our New 
Starter Information booklet which forms part of our welcome pack.  An e-
copy is also available at www.mrbeesfscentre.co.uk. 

¶ We ensure that the existence of our Centres are widely advertised in places 
accessible to all sections of the community through the Norfolk County 
Council’s Children’s Information Services, local children’s centres and busi-
nesses, as well as the Mr. Bee’s website (www.mrbeesfscentre.co.uk). 

¶ We ensure that information about our setting is accessible, in written and 
spoken form and, where appropriate, in more than one language. Where 
necessary, we will try to provide information in Braille, or through British 
Sign Language. We will endeavour to provide translated written materials 
where language needs of families suggest this is required as well as access 
to an interpreter. 

¶ We arrange our waiting list on a first come first placed basis.   Our policy will 
take into account the following: 

¶ Childcare for families experiencing difficulties and additional family needs. 

¶ Children already attending who require additional sessions. 

¶ A sibling of a child already attending the setting. 

¶ We offer funded places in accordance with the Code of Practice for Norfolk 
County Council and any local conditions in place at the time. 

¶ Our Centres and its practices are welcoming and make it clear that fathers, 
mothers, other relations and carers are all welcome. 

¶ Our Centres and its practices operate in a way that encourages positive 
regard for and understanding of difference and ability - whether gender, 
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Admissions and Registration 
family structure, class, background, religion, ethnicity or competence in spo-
ken English (see Valuing Diversity and Equal Opportunity Policy). 

¶ We aim to include children and/or parents with disabilities to take part in the 
life at our Centres.   Please refer to the SEND policy concerning the SEND 
support on offer to children and how we support families to choose the right 
Centre for their child with SEND. 

¶ We aim to identify all children that may attract any additional funding such as 
EYPP, DAF, SEND Inclusion Fund and any locally available funding streams with 
a view to submit a claim/application to support and improve their outcomes. 

¶ We monitor the needs and background of children joining [our/my] setting on 
the Registration Form, to ensure that no accidental or unintentional discrimi-
nation is taking place. 

¶ We share and widely promote our Valuing Diversity and Promoting Equality 
Policy. 

¶ We consider the needs of families when we review opening times of our Cen-
tres to ensure we accommodate a broad range of family need, if financially 
feasible. 

¶ We are flexible about attendance patterns to accommodate the needs of indi-
vidual children and families, providing these do not disrupt the pattern of con-
tinuity in the setting that provides stability for all the children. 

¶ We keep a place vacant, if this is financially viable, to accommodate an 
emergency admission. 

 
wŜƎƛǎǘǊŀǝƻƴ  

¶ When contact is made by a family, an expression of interest is completed and 
the child will be entered onto our waiting list. 

¶ An appointment is made to look around and introduce child to the setting. 

¶ The Centre Lead/Lead Practitioner will arrange with parents a time and date 
for a free one-hour taster sessions which involves parent spending time with 
their child in the room (Stay and Play). 

¶ Once a decision has been made to start at the Centre, parents are provided 
with a Welcome Pack which contains all the paperwork necessary to register a 
child at the Centre and create an account on Famly, our cloud based nursery 
management software. 

¶ As part of the registration process, parents/carers will be required to provide 
documentation to evidence their child’s date of birth. This is to confirm they  
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have reached the eligible age for the free entitlements (if applicable).  A 
copy of the document will be retained, stored securely and destroyed 
when there is no longer a good reason to keep the data (refer to Chil-
dren’s Records and Retention of Records Guidance). 

¶ Children who are five and under are required to attend taster sessions to 
support with settling into nursery and the Centre Lead/Lead Practitioner 
will arrange a home visit or pre-start visits at the centre (see Key Person 
and Settling in policy).  This will provide an opportunity to complete the 
first pages of the learning story with parents, discuss starting points, col-
lect some photos of family and familiar things to bring into the nursery and 
go over and assist with relevant paperwork within the welcome pack. 

¶ After the home visit, we offer a ‘Lone Visit’ which again is a free one hour 
taster session with parents leaving the room/building to see how well child 
settles. 

¶ At both taster sessions, parents can spend time with the key person and 
complete the remaining pages of the child’s learning story while the child 
explores the nursery.  This also provides an opportunity to ensure registra-
tion documentation has been returned. 

¶ After the Lone Visit, the child starts nursery and parents should have a well 
established bond with staff at the nursery.  Some children may take longer 
to settle in for example children who have not previously spent time away 
from home, children who have had a period of absence and therefore the 
parent may need to be on hand to settle them (see Role of the Key Person 
and Settling in policy) – in this event a plan for settling in will be discussed 
between the Key Person and parent. 

¶ In most cases, a child will settle relatively quickly with the support of their 
key person, but if a child becomes distressed and/or their behaviour be-
comes so challenging that it is impacting on their own safety, the safety of 
other children or staff members, it may be necessary for attendance to 
temporarily stop while the settling in process is reviewed and or a Behav-
iour Management Risk Assessment Plan is put in place (see Achieving Posi-
tive Behaviour policy). 

¶ A six-week review takes place with Centre Lead/Lead Practitioner to re-
ceive feedback on their experiences at Mr Bee’s with registering and 
settling in their child.  This information will be shared at a Childcare Devel-
opment meeting which will provide Mr. Bee’s an opportunity to reflect on 

Admissions and Registration…...continued 



 

7 

practice and make changes where necessary (see Policy Review policy). 
 
9ŀǊƭȅ ¸ŜŀǊǎ 9ŘǳŎŀǝƻƴŀƭ CǳƴŘƛƴƎ 

¶ Provision has been made at each centre for parents to access two, three 
and four-year old funding to support the needs of their individual families 
(refer to Charging policy) as follows: 

¶ A restriction on the number of thirty hour places available has been put 
into place to ensure our Valuing Equality and Diversity policy is main-
tained as well as remain financially sustainable.   

¶ Each centre will have a maximum of fifteen places reserved for thirty 
hours funding and each of these places will be allocated on a first come 
first placed basis, initially to eligible children who are already attending 
the centre pre-September for 30 hours or more. 

¶ Early Education is offered within the national parameters: –  

¶ no session to be longer than 10 hours;  

¶ no minimum session length (subject to the requirements of registration 
on the Ofsted Early Years Register); 

¶ not before 6.00am or after 8.00pm;  

¶ a maximum of two sites in a single day. 

¶ Early Education is offered to families 51 weeks of the year at our North 
Lynn and Springwood Centres and 39 weeks of the year at our St Au-
gustine’s Centre. The funded hours can be claimed (to the maximum 
available): 

 
¶ Where parents/carers are not satisfied that their child is receiving the free 
entitlement in the correct way (as set out in this funding agreement and 
in Early Education and Childcare Statutory guidance for local authorities), 
a complaint can be submitted directly to Karen Gibbons. 

 
  

Springwood  
All Year 

St Augustine’s 
All Year 

North Lynn 
All Year 

Monday 7 am – 6 pm 8 am—5 pm 7:30 am – 6 pm 

Tuesday 7 am – 6 pm 8 am—5 pm 7:30 am – 6 pm 

Wednesday 7 am – 6 pm 8 am—5 pm 7:30 am – 6 pm 

Thursday 7 am – 6 pm 8 am—5 pm 7:30 am – 6 pm 

Friday 7 am – 6 pm 8 am—5 pm 7:30 am – 6 pm 

Admissions and Registration…...continued 
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Settling-in 

Settling into nursery is an important time for young children and their 

families.  This will be a new experience for some children and will be 

the first time they have been left with other people in a different 

environment with lots of other children.  

 

We aim to make the process as smooth as possible and further 

information can be found in our ‘Key Person and settling in’ and 

‘Admissions policies’.   We understand that all children and families are 

unique and individual and take this into account in our settling in 

process. To help with transitions we ask parents to come for a ‘stay and 

play’ visit with their child.  This is usually followed by a home visit, and 

then by a ‘lone visit’ where your child will spend about an hour in the 

Nursery while the parent is still available in the building. After the lone 

visit you can discuss with your child’s key person how best to start your 

child at the nursery and for how long.   

 

We hope that by working with parents and carers that we can provide 

the best possible start for children coming to nursery and lay firm 

foundations for their future care and learning. 

 

Your child’s stay and play session will be on ………………........................... 

Your child’s home visit will be on    .......................................................... 

The person visiting you will be   ............................................................... 

Your child’s lone visit will be  ................................................................... 

Your child’s Key person’s Name is  ........................................................... 

   And shared Key Person is ………………………………………………………...……….. 

The room lead’s name is  ......................................................................... 
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Partnership with Parents  
Mr Bee’s recognises working in partnership with parents is paramount to 

children's learning and development.  Although all the staff at the nursery will all 

be responsible for your child, he/she will be allocated a member of staff known 

as a Key Person and another staff member known as a Shared Key Person.  Your 

child’s Key Person will have knowledge and understanding on how children learn 

and develop and after talking with you as their first educator during the settling 

in process will have a good understanding of your child's current interests and 

needs.   

 

The relationship between the 'Key Person', child and parent will begin on day 

one of your child visiting the centre.  A positive partnership between parents 

and key people will allow the child to begin to build a relationship with the key 

person and start to build an attachment which has been linked to brain 

development. 

 

The Key Person will capture all of your child's learning and talking about your 

child's learning may happen informally at the beginning or end of the day when 

you drop off or collect your child from nursery.  We recognise that this is not 

always possible and Mr Bee’s have introduced  tools to support a regular two 

way flow of communication through Famly messages/newsfeeds.  

  
 

                             

  
  
  
   
   

               
 

CHILD 

Observation at Nursery 

Staff talk and  
share with Parent 

Provision made 
in Nursery 

Parent talk and 
share with staff 

Provision made 
at Home 

Observation at Home 
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Children’s Learning 

At Mr Bee’s we believe that children learn best through play and child initiated 
experiences, but they also need adult    support to extend there learning 

 
/ƘƛƭŘǊŜƴ ƛƴƛǝŀǘŜŘ Ǉƭŀȅ 
During each day children have access to play with 
a wide range of toys and equipment which they 
can choose for themselves. Our environments are 
laid out to encourage this type of play. 
 
 
 
 

 

!Řǳƭǘ ƛƴǘŜǊǾŜƴǝƻƴ. 
Childcare workers have been trained to observe 
children at play and know when to intervene to 
extend children’s    learning or to deal with 
disruptive      behaviour.  
 

!Řǳƭǘ ƛƴƛǝŀǘŜŘ ŀŎǝǾƛǝŜǎΦ 
Adults observe children at 
play and prepare a number of adult initiated 
activities related to children’s interest to help them 
learn new skills.  These include story time and table 
top activities where    children’s learning is supported 
by their Key Person. 
 

Parents' evenings are organised to discuss your child’s development on a 
termly basis at a time which is mutually convenient for the key person and 
parent. Your child’s development both from home and nursery is recorded in 
your child’s learning story which is left at the nursery and  on line through 
Famly’s Learning Journal. 
 
Mr Bee’s holds social gatherings and fund raisers throughout the year and 
parent support is welcomed and also provides  fun opportunities to build 
strong and happy relationships.  
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Learning Key Concepts 

At Mr Bee’s we believe that children learn best from their own play 
experiences, their learning can be extended through sensitive adults 
playing and having fun with them. This pedagogy is known as Social 
Constructivism.   
 
Iƻǿ Ŏŀƴ ǿŜ ǘŜƭƭ ǿƘŜƴ ŀ ŎƘƛƭŘ ƛǎ ƭŜŀǊƴƛƴƎΚ 
As well as assessing learning using the Development Matters guidance 
of the Early Years Foundation Stage (EYFS), Mr Bee’s use two other 
tools to assess a child’s learning. 
 
Firstly, the Leuven Scale which allows a setting to assess children’s 
well being and involvement.  Well being refers to a child feeling at 
ease, being spontaneous and free of emotional tensions and leads to 
development of self confidence, self esteem and resilience.  
Involvement refers to being intensely engaged in activities and is 
considered to be a necessary condition for deep level learning and 
development. 
 
Secondly, we observe children and consider their patterns of 
behaviour known as ‘schema’s’.  Schema’s are about the ways in 
which     children systematically explore their environment and find 
out about the space around them.  Exploring schema is an important 
part of the way children develop concepts about shape, space, 
distance, movement etc.   
 
When we notice this type of behaviour in a child we leave them to 
continue their learning uninterrupted unless they ask us to   
intervene. 
 
Each term, your child’s key person will complete a development plan 
which includes the Early Years Foundation Themes, areas of learning, 
well-being and involvement and schematic play.   
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Early Years Foundation Stage (EYFS) 

²Ƙŀǘ ŘƻŜǎ ǘƘŜ 9ŀǊƭȅ ¸ŜŀǊǎ CƻǳƴŘŀǝƻƴ {ǘŀƎŜ ƳŜŀƴ ŦƻǊ Ƴȅ ŎƘƛƭŘΚ 
 
“Early years providers must guide the development of children’s 
capabilities with a view to ensuring that children in their care 
complete the EYFS ready to benefit fully from the opportunities 
ahead of them.”  (Statutory Framework for the Early Years 
Foundation Stage) 
 
The Early Years Foundation Stage (EYFS) was revised in April 2017. 
The EYFS sets statutory standards for learning, development and 
care for children from birth to five.  The EYFS is aimed to reassure 
parents that by using registered childcare they are doing the best 
thing for their child, who will be safe and well looked after. There is 
an emphasis on working closely with parents to encourage them to 
be more involved with their child’s development both at home and 
when they are at nursery.   
  
It sets out: 
 
¶ The ǎŀŦŜƎǳŀǊŘƛƴƎ ŀƴŘ ǿŜƭŦŀǊŜ ǊŜǉǳƛǊŜƳŜƴǘǎ that everyone 
registered to look after children must follow to keep your child 
safe and promote their welfare. 

¶ The ƭŜŀǊƴƛƴƎ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ requirements which guide   
professionals’ engagement with your child’s play and       
activities as they learn new skills and knowledge. 

¶ Assessment arrangements for measuring ȅƻǳǊ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ 
and requirements for informing parents throughout  the EYFS. 

¶ The ǘƘǊŜŜ ǇǊƛƳŜ ŀǊŜŀǎ lay the foundations for children’s 
development in all areas of learning.   

¶  

Early Years Foundation Stage (EYFS) 
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Early Years Foundation Stage (EYFS) 

The prime areas are: 
 
§ Personal, social and emotional development. 
§ Communication and language; and 
§ Physical development;  
 

¶ As children grow, the prime areas will help them to develop skills 
in ŦƻǳǊ ǎǇŜŎƛŬŎ ŀǊŜŀǎ. The four specific areas provides essential 
skills and knowledge and provide important concepts to learning.  
The specific areas are: 

 

§ Literacy; 

§ Mathematics; 

§ Understanding the world; and 

§ Expressive arts and design. 
 

The three prime and four specific areas are used to plan your 
child’s learning and activities. The professionals teaching and 
supporting your child will make sure that the activities are suited 
to your child’s unique needs. This is a little bit like a curriculum in 
primary and secondary schools, but it's suitable for very young 
children, and it's designed to be really flexible so that staff can 
follow your child's unique needs and interests. 

Children in the Early Years learn by playing and exploring, being   
active learners, and through creative and critical thinking which 
takes place both indoors and outside (see our Learning 
Environment Policy) 

Early Years Foundation Stage (EYFS) 
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General Information 

hǇŜƴƛƴƎ IƻǳǊǎ 
 

The Nursery is open Monday to Friday between 7am and 6 pm.  Term dates 
are on display on parent notice boards.  The Nursery is closed for: 

¶ all bank holidays 

¶ Three training days a year. 

¶ Between Christmas and New Year (exact dates to be confirmed at the 
beginning of the year). 

 
9ƳŜǊƎŜƴŎȅ /ƭƻǎǳǊŜΦ 

If the Centre has to close because of an emergency i.e. inclement weather, 
loss of heating, parents will still be charged for up to three days.  Parents 
who incur cost for alternative childcare will be reimbursed upon presenta-
tion of a receipt.  Parents will be notified by Famly notifications and alert 
sent to the local radio stations. 

 
CƻƻŘ ŀƴŘ ǎƴŀŎƪǎ  

Hot meals are available from our own Café at St Augustine’s and prepared 
by trained cooks. Where possible all meals are made from fresh ingredi-
ents.  We encourage parents to use this service as it helps children to try a 
range of foods which they may be unwilling to eat at home. Alternatively, a 
healthy sandwich, fruit and yoghurt is available.  Please refer to our price 
list for costs for both hot meals and sandwiches.      

 
5ǊƻǇ hũ ŀǘ bǳǊǎŜǊȅ 

Please bring your child into their room and make a member of staff aware 
of their arrival. Share with them anything you think is important, i.e. if they 
have not slept well or need breakfast or if there are any changes in the per-
son collecting.  
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General Information 

¢ƻƛƭŜǝƴƎ 

If your child is anxious about asking for the toilet, or has just started using 
the toilet, please take them before you leave the room.  Discuss with your 
child’s key person any terminology and or behaviours your child may use 
when they need the toilet. 

Let us know if your child may need support with cleaning   themselves after 
using the toilet—staff will always support children where necessary but 
independence is encouraged so please be patient while your child develops 
their cleaning skills. 

 
/ƭƻǘƘƛƴƎ όmust be labeled with child’s name) 

Please ensure that your child is dressed in comfortable clothes that are easy 
to unfasten and easily washed—we do love messy play.  They will need wel-
lie boots for the garden and sun hats during the summer. 

 
{ǳƴ ŎǊŜŀƳ 

Mr Bee’s will apply sun cream with the written permis-
sion of parents —please let your Centre Lead know if 
your child has sensitive skin and/or allergies. 

 

hǳǘŘƻƻǊ tƭŀȅ 

The outdoor area is open all year round (rain or shine).  The 
children will need to be sent with appropriate coats, foot-
wear, hats, scarfs and gloves to reflect the weather.   All 
items should be labelled with your child’s name. 

 

¢ǊƛǇǎ ŀƴŘ hǳǝƴƎǎ   

Trips and outings are an important learning experience for children, but 
to ensure safety high adult child ratio must be in place and usually re-
quires the support of our parents. 
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/ƘƛƭŘǊŜƴΩǎ LƭƭƴŜǎǎŜǎ 

Please inform us if your child is absent for any reason.   If your child has 
an infectious illness, please let us know so that we can share this infor-
mation with other parent/carers.  A guide to childhood illnesses is avail-
able on the parent notice board. 

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

Please use your discretion if your child is un-
fit to attend Nursery.  If they are running a 
temperature and/or unable to keep up with 
nursery routines -please keep them at home. 

Should your child become ill in  Nursery, we 
will try and contact you as soon as possible 
so that they can be collected.   

tƭŜŀǎŜ ƘŜƭǇ ǳǎ ōȅ ƪŜŜǇƛƴƎ ȅƻǳǊ ŎƻƴǘŀŎǘ ƴǳƳōŜǊǎ ǳǇ-ǘƻ-ŘŀǘŜ. 

 
wŜŎƻǊŘƛƴƎ ŀƴŘ wŜǇƻǊǝƴƎ ƻŦ !ŎŎƛŘŜƴǘǎ 

All accidents in the nursery are recorded on our existing injury/accident 
and incident form.  The person collecting your child will be asked to sign 
the form to confirm that they have been informed of what has hap-
pened.  If in our opinion a child requires medical attention, we will con-
tact you immediately.       

 
!ōǎŜƴŎŜ 

If your child is not able to attend the Nursery for any reason please let 
us know as soon as possible. In the event of long term unexplained ab-
sences, a decision may have to be made to withdraw a child’s place if it 
is not being used, so that we can offer it to another child. 

General Information 
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IƻƭƛŘŀȅǎ 

As the nursery is only open during term time—there is no reduced rate 
for holidays. 

 
{ŀŦŜǘȅ ŀƴŘ {ŜŎǳǊƛǘȅΦ 

A security system operates in our Nursery—we need your support to 
maintain a safe and secure environment. Please ensure that doors are 
locked after you leave your child in the childcare room.  If you should 
find any door unlocked please inform the Centre Lead immediately. 

 
¢ƻȅǎ ŦǊƻƳ ƘƻƳŜ 

Occasionally children like to bring a toy from home to show other chil-
dren or adults.  Could you please discourage this as much as possible.  
Treasures can easily be lost or misplaced which can be very upsetting 
for the  children.              

 
{ŀŦŜƎǳŀǊŘƛƴƎ 

To promote positive outcomes for all children, we are committed to 
building open and supportive professional relationships with families.  
It is important, if your child has had an accident or hurt themselves, 
that you share this with a member of staff at the centre so an existing 
injury form can be completed. 

We have a ‘duty of care’ to keep children safe and protect them from 
harm.  This means that should we be concerned about any accident or 
incident a child may have been involved in we have a duty to report 
child protection or welfare concerns to Children’s Services or the police 
(please see our ‘Keeping children safe in Early Years Education’ flyer) 
which is included with your welcome pack. 

General Information 
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!ƭƭ ƛƴŦƻǊƳŀǝƻƴ ǘƘŀǘ ǿŜ ŎƻƭƭŜŎǘ ƛǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ƳŜŜǘ ƻǳǊ ŎƻƴǘǊŀŎǘǳŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀǎ 
ŀƴ ŜƳǇƭƻȅŜǊΣ ŦǊƻƳ hŦǎǘŜŘΣ [ƻŎŀƭ !ǳǘƘƻǊƛǝŜǎ ŀƴŘ ǘƘŜ 9¸C{Φ 

 
Mr Bee’s Family Centre (King’s Lynn) is committed to processing data in accordance 
with its responsibilities under the GDPR (General Data Protection Regulations).  The 
following information outlines how we process, use, store and where applicable, 
share information with the local authority and DfE. 
 
¢ƘŜ ŎŀǘŜƎƻǊƛŜǎ ƻŦ ŎƘƛƭŘ ƛƴŦƻǊƳŀǝƻƴ ǘƘŀǘ ǿŜ ǇǊƻŎŜǎǎ ƛƴŎƭǳŘŜΥ 

¶ personal identifiers and contacts (such as name, date of birth, unique child num-

ber, contact details and address) 

¶ characteristics (such as ethnicity, language, and free school meal eligibility) 

¶ safeguarding information (such as court orders and professional involvement) 

¶ special educational needs (including the needs and ranking) 

¶ medical and administration (such as doctors information, child health, dental 

health, allergies, medication and dietary requirements) 

¶ attendance (such as sessions attended, number of absences, absence reasons and 

any previous schools) 

¶ observation and assessment records 

¶ transition records including new school information 

¶ behavioural information (such as exclusions and any relevant alternative provi-

sion put in place) 

¶ outings permission slips and contact information 

intimate care, sleep and meal information 

 

This list is not exhaustive, to access the current list of categories of information we 

process please in our data retention schedule which can be found on http://

www.mrbeesfscentre.co.uk/childcare-facilities.  

 
We collect and use child information, for the following purposes: 
a) to support child learning  
b) to track a child’s progress and development  
c) to provide appropriate pastoral care  
d) to assess the quality of our services 
e) to keep children safe (food allergies, or emergency contact details)  

Childcare Privacy Notice—How we use child information 

http://www.mrbeesfscentre.co.uk/childcare-facilities
http://www.mrbeesfscentre.co.uk/childcare-facilities
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Ŧύ to meet the statutory duties placed upon us for DfE data collections 
 
Under the General Data Protection Regulation (GDPR), the lawful bases we rely on for 
processing child information are: 
a) /ƻƴǎŜƴǘΥ  clear consent has been given to process personal data for a specific 
purpose. 

b) /ƻƴǘǊŀŎǘΥ processing is necessary to meet childcare obligations and further out-
lined in our terms and conditions. 

c) [ŜƎŀƭ ƻōƭƛƎŀǝƻƴΥ processing is necessary for compliance with the statutory re-
quirements of the Early Years Foundation Stage governed by OFSTED. 

d) ±ƛǘŀƭ ƛƴǘŜǊŜǎǘǎΥ processing is necessary to protect someone’s life. 
e) tǳōƭƛŎ ǘŀǎƪΥ processing is necessary to perform a task in the public interest or for 
organisational official functions, and the task or function has a clear basis in law. 

Ŧύ [ŜƎƛǝƳŀǘŜ ƛƴǘŜǊŜǎǘǎΥ processing is necessary legitimate interests or the legiti-
mate interests of a third party unless there is a good reason to protect the indi-
vidual’s personal data which overrides those legitimate interests. 

 
In addition, concerning any special category data: 

¶ Certain categories of personal data need to be treated with even more care and 
this is referred to as sensitive data.  Different lawful bases apply to sensitive data 
and processing of this data is outlined in our Safeguarding and Record Keeping 
policy.  

 
Iƻǿ ǿŜ ŎƻƭƭŜŎǘ ŎƘƛƭŘ ƛƴŦƻǊƳŀǝƻƴ 
We collect child information via registration form at commence of care for a child; 
observation and assessment; transition reports and learning journals passed to us by 
child’s parent/care or electronically by secure file transfer from previous schools. 
 
Child data is essential for the Centres’ operational use. Whilst the majority of child 
information you provide to us is mandatory, some of it requested on a voluntary ba-
sis. In order to comply with the data protection legislation, we will inform you at the 
point of collection, whether you are required to provide certain child information to 
us or if you have a choice in this.  
 
Iƻǿ ǿŜ ǎǘƻǊŜ ŎƘƛƭŘ Řŀǘŀ 
We hold child data securely for the set amount of time shown in our data retention 
record (see Record Keeping policy and Retention of Record Guidance). For more infor-
mation on our data retention schedule and how we keep your data safe, please visit 
http://www.mrbeesfscentre.co.uk/childcare-facilities.  

 

Childcare Privacy Notice—How we use child information 

http://www.mrbeesfscentre.co.uk/childcare-facilities
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²Ƙƻ ǿŜ ǎƘŀǊŜ ŎƘƛƭŘ ƛƴŦƻǊƳŀǝƻƴ ǿƛǘƘ 
We routinely share child information with: 

¶ schools or another carer that the child attends after leaving us 

¶ our local authority 

¶ the Department for Education (DfE) 
 
²Ƙȅ ǿŜ ǊŜƎǳƭŀǊƭȅ ǎƘŀǊŜ ŎƘƛƭŘ ƛƴŦƻǊƳŀǝƻƴ 
We do not share information about our children with anyone without consent unless 
the law and our policies allow us to do so.  More information on this can be found in 
our Safeguarding and Child Protection and Information Sharing policie – electronic 
copies can be found on http://www.mrbeesfscentre.co.uk/childcare-facilities. 
 
5ŜǇŀǊǘƳŜƴǘ ŦƻǊ 9ŘǳŎŀǝƻƴ 
The Department for Education (DfE) collects personal data from educational settings 
and local authorities via various statutory data collections. We are required to share 
information about our children with the Department for Education (DfE) either directly 
or via our local authority for the purpose of those data collections, under: 
 
Mr Bee’s will request all eligible families complete a funding form each term for Norfolk 
County Council.  Records are stored in line with our Record Keeping policy.  Statistical 
information from these forms will be used by the organisation to complete census 
forms as requested by Norfolk County Council. 
 
Mr Bee’s has entered into a local agreement with Norfolk County Council which per-
mits us to access funding for eligible funding providing certain criteria is being met.  
Further information around the organisation’s responsibilities to meet criteria can be 
found in the guidance for Early Education and Childcare Statutory Guidance for Local 
Authorities. 
 
All data is transferred securely and held by DfE under a combination of software and 
hardware controls, which meet the current government security policy framework.  
 
For more information, please see ‘How Government uses your data’ section. 
 
wŜǉǳŜǎǝƴƎ ŀŎŎŜǎǎ ǘƻ ȅƻǳǊ ǇŜǊǎƻƴŀƭ Řŀǘŀ 
 
Under data protection legislation, parents and children have the right to request access 
to information about them that we hold. To make a request for your personal infor-
mation, or be given access to your child’s educational record, contact the Centre Lead 
at your Centre, the Senior Early Years Professional or the Operations Manager (Data 
Protection Officer) 

Childcare Privacy Notice—How we use child information…..continued 

http://www.mrbeesfscentre.co.uk/childcare-facilities
https://www.gov.uk/government/publications/security-policy-framework
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You also have the right to: 

¶ object to processing of personal data that is likely to cause, or is causing, damage or 

distress 

¶ prevent processing for the purpose of direct marketing 

¶ object to decisions being taken by automated means 

¶ in certain circumstances, have inaccurate personal data rectified, blocked, erased 

or destroyed; and 

¶ a right to seek redress, either through the ICO, or through the courts 

 
If you have a concern or complaint about the way we are collecting or using your per-
sonal data, you should raise your concern with us in the first instance or directly to the 
Information Commissioner’s Office at https://ico.org.uk/concerns/. 
 
/ƻƴǘŀŎǘ 
If you would like to discuss anything in this privacy notice, please contact: 
 
Karen Gibbons 
Senior Early Years Professional 
Mr Bee’s Family Centre (King’s Lynn) 
Columbia Way 
King’s Lynn 
PE30 2LB 
 
Iƻǿ DƻǾŜǊƴƳŜƴǘ ǳǎŜǎ ȅƻǳǊ Řŀǘŀ 
 
The child data that we lawfully share with the DfE through data collections: 

¶ underpins school funding, which is calculated based upon the numbers of children 

and their characteristics in each school. 

¶ informs ‘short term’ education policy monitoring and school accountability and 

intervention (for example, school GCSE results or Child Progress measures). 

¶ supports ‘longer term’ research and monitoring of educational policy (for example 
how certain subject choices go on to affect education or earnings beyond school) 

 

5ŀǘŀ ŎƻƭƭŜŎǝƻƴ ǊŜǉǳƛǊŜƳŜƴǘǎ 
To find out more about the data collection requirements placed on us by the 
Department for Education (for example; via the school census) go to https://
www.gov.uk/education/data-collection-and-censuses-for-schools  

Childcare Privacy Notice—How we use child information…..continued 

https://ico.org.uk/concerns/
https://www.gov.uk/education/data-collection-and-censuses-for-schools
https://www.gov.uk/education/data-collection-and-censuses-for-schools
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¢ƘŜ bŀǝƻƴŀƭ /ƘƛƭŘ 5ŀǘŀōŀǎŜ όbt5ύ 
Much of the data about childs in England goes on to be held in the National 
Child Database (NPD). 
 
The NPD is owned and managed by the Department for Education and contains 

information about children in schools in England. It provides invaluable evidence on 
educational performance to inform independent research, as well as studies commis-
sioned by the Department.  
 
It is held in electronic format for statistical purposes. This information is securely col-
lected from a range of sources including schools, local authorities and awarding bodies.  
 
To find out more about the NPD, go to https://www.gov.uk/government/publications/
national-child-database-user-guide-and-supporting-information 
 
{ƘŀǊƛƴƎ ōȅ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ 
The law allows the Department to share a child’s personal data with certain third par-
ties, including: 

¶ schools 

¶ local authorities 

¶ researchers 

¶ organisations connected with promoting the education or wellbeing of children in 

England 

¶ other government departments and agencies 

¶ organisations fighting or identifying crime 

For more information about the Department’s NPD data sharing process, please visit:  
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data  
 
Organisations fighting or identifying crime may use their legal powers to contact DfE to 
request access to individual level information relevant to detecting that crime. Whilst 
numbers fluctuate slightly over time, DfE typically supplies data on around 600 childs 
per year to the Home Office and roughly 1 per year to the Police. 
 
For information about which organisations the Department has provided child infor-
mation, (and for which project) or to access a monthly breakdown of data share vol-
umes with Home Office and the Police please visit the following website: https://
www.gov.uk/government/publications/dfe-external-data-shares 
 
To contact DfE: https://www.gov.uk/contact-dfe 

Childcare Privacy Notice 

https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
https://www.gov.uk/government/publications/dfe-external-data-shares
https://www.gov.uk/government/publications/dfe-external-data-shares
https://www.gov.uk/contact-dfe
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hǇŜƴƛƴƎ ¢ƛƳŜǎΥ 
There are three Mr Bee’s Nurseries with a variety of opening times.  All Centres are 
closed all bank holidays and over the Christmas/New Year period – closure dates will be 
confirmed at the beginning of each year.  In addition, the centres are closed for 3 train-
ing days each year at the end of the school holiday period.  
 

Mr Bee’s North Lynn  All year round  7.30 to 6.00 
Mr Bee’s Springwood  All year round  7.00 to 6.00  
Mr Bee’s St Augustine’s  All year round  8.00 to 5.00  
 

.ƻƻƪƛƴƎǎΥ 
All bookings are based on term time dates (see Norfolk County Council’s calendar).  A 
separate booking form must be completed for all childcare required during the school 
holidays. 
 

Children may arrive and leave at times suited to parents working hours.  Times have 
been allocated where parents are not permitted into the childcare rooms so that staff 
may supervise and meet the needs of the children as well as arrange activities and ex-
periences which are not constantly interrupted.    During these times (outlined on front 
of Welcome pack for each centre) parents should report to the reception area and the 
room leader will arrange for a member of staff to bring the child to the reception area.  
This will, where possible, be the child’s key person so they can bring you up to date on 
your child’s day.   
 

A booking is made by completing a booking slip available from reception – if booking is 
sent electronically a confirmation will be sent within 24 hours – if confirmation is not 
received in this time you will need to contact the centre to ensure booking has been 
received.   The cancellation of a regular booking must be made in writing to the Centre 
Lead and within the cancellation period to avoid paying additional fees.  Changes to 
bookings can be made as long as places are available. There will be no refunds if chang-
es are made within the same calendar month and the hours are less as a result of the 
change.  Additional hours must be paid for at the time of booking.   
 

Shift patterns:  50% of childcare fees will be charged for any unused hours a child does 
not attend due to alternating shift patterns.  Payment for absence for holiday and sick-
ness will apply as below. 
 

wŜƎƛǎǘǊŀǝƻƴ CŜŜΥ 
If a child is registered more than one month in advance a registration fee of £50 
(£25.00 for Out of School Clubs) per family is due to hold a place open.  The registration 
fee is non-refundable and non-transferable but will be deducted from the first invoice.   
This is voluntary for those families whose child(ren) only access the funding entitle-
ment.  

Charging Policy 
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Charging Policy ……. continued 
9ŀǊƭȅ ¸ŜŀǊǎ 9ŘǳŎŀǝƻƴ CǳƴŘƛƴƎ ǇƭŀŎŜǎΥ 
The free entitlements will be delivered consistently so that all children accessing any 
of the free entitlements will receive the same quality and access to provision, regard-
less of whether they opt to pay for optional hours, services, meals or consumables. 
 
Children’s free entitlement is for 15 hours per week during term time. Up to 15 places 
have been allocated to families eligible to 30 hours funding.   If the maximum hours 
allocated by the local authority are not used during term time – these can be used 
during school holidays (i.e. if child only attends 10 hours per week during term time).  
These hours can be taken over the full calendar year depending on the opening hours 
of each centre. The entitlement is offered free.  Parents will not be charged a “top-
up” fee to recoup the difference between the amount received from the Local Au-
thority and the current hourly rate. 
 
Government funding is intended to cover the cost to deliver 15 or 30 hours a week of 
free, high quality, flexible childcare only. It is not intended to cover the cost of meals, 
consumables, additional hours or additional services.   
 
Our notice period for funded places is four weeks. 
Additional hours and services will be charged at the current hourly rate where hours 
are not funded as Early Education by the Local Authority. 
 
Charges for additional services such as trips will be agreed in advance with families. 
 
 The following charges apply when taking a free entitlement place – 

Hot Lunch Cost:              £2.55 (£1.80 for children under two years) 
Snack Cost:                      No charge at this time. 
Sandwich Lunch Cost:    £1.55 (1.00 for children under two years) 
Consumables:                  No charge at this time. 
 

The above charges are voluntary. Families are able to supply their own. It may be 
possible to waive or reduce these costs, please discuss this with Karen Gibbons or 
Jeanette Nowrung. 
 
The free entitlements will be delivered consistently so that all children accessing any 
of the free entitlements will receive the same quality and access to provision, regard-
less of whether they opt to pay for optional hours, services, meals or consumables. 
 
All families will be issued an invoice monthly.  The invoice will be itemised to provide 
clear and transparent information concerning the charges as agreed in the parent 
contract.  It will allow parents/carers to see that the entitlement is received com-
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pletely free of charge and understand additional fees that have been applied.  
Detailed receipts will be issued for all cash and cheque payments where this type of pay-
ment has been approved by the Centre Lead.  See ‘Payment’ paragraph below for more 
information on how to pay. 
 

IƻƭŘƛƴƎ CŜŜΥ 
A holding fee is based on four weeks childcare for the hours a child usually attends.  The 
holding fee ensures childcare fees are paid in advance and holds a child’s place open for four 
weeks only.  This fee is payable PRIOR to a child’s first day and will be used against the final 
invoice.  Once written notice is received any additional payments will be requested or a re-
fund issued with the last invoice run.  If you increase your child’s hours – an additional 
amount will need to be paid against your holding fee.  Equally, as and when your child be-
comes eligible for early years funding, an amount will be credited to your account. 
 

No holding fee applies to children who are access Early Years Education Funding ONLY – 
however an amount will be charged if child attends for lunches on a regular basis. 
 

/ƘƛƭŘŎŀǊŜ CŜŜǎΥ 
      Under 2’s   2’s to 3’s Over 3’s     Out of School Clubs 
Monthly      £811.54   £796.22  N/A  N/A 
Daily      £52.47 £51.48   N/A*   £37.13  
Hourly      £5.30 £5.20   £5.20  £3.75 per hour 
 
*Children who attend all year will be eligible for the 2-3 year old day rate during the school 
holidays. 
 

Please note the monthly fee for all year, full time places is discounted by approximately 20% 
which includes four week 50% holiday allowance and no charge for the 8 bank holidays. 
 

CŜŜǎ ŀǊŜ ǊŜǾƛŜǿŜŘ ǇŜǊƛƻŘƛŎŀƭƭȅ ǘƻ ŎƻǾŜǊ ŀƴȅ ǊƛǎƛƴƎ Ŏƻǎǘǎ ŀƴŘκƻǊ ŎƘŀƴƎŜ ƛƴ ƭŜƎƛǎƭŀǝƻƴΦ  tŀǊπ
Ŝƴǘǎ ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜ ƴŜǿ ǇǊƛŎŜ ƭƛǎǘ ƛƴ ŀŘǾŀƴŎŜ ƻŦ ǘƘŜǎŜ ŎƘŀƴƎŜǎ ōŜƛƴƎ ƳŀŘŜΦ 
 

tŀȅƳŜƴǘ ƻŦ CŜŜǎΥ 
Invoices are generated within Famly and each family will receive log-in upon registration. 
Invoices are processed on or around the 1st of each month and payment due by 10th of the 
same month.  A special arrangement form must be completed with the Centre Lead if there 
are any variations in the way payment is made. 
 

As of 7th August 2019 payments can be made by standing order and BACS payment from 
your account, tax free childcare and/or childcare vouchers.  Cash will only be accepted in 
exceptional circumstances and will null and void any monthly discounts. 
 
Any additional and/or adhoc bookings MUST BE paid for at the time of booking.   

Charging Policy ……. continued 



 

26 

Charging Policy ……. continued 
IƻƭƛŘŀȅ CŜŜǎΥ 
A Mr Bee’s holiday form will need to be completed at least one week in advance and 
handed to Centre Lead / Lead Practitioner – holiday charges are outlined below: 
 

Nursery:    There is no holiday rate during term time and no 
ǘŜǊƳ ǝƳŜ ƻƴƭȅύΥ       charge to hold open a space during the school holidays. 
Nursery:                     Four (4) weeks holiday rate in one year charged at 50% of the usual  
ŀƭƭ ȅŜŀǊ ǊƻǳƴŘ):        rate which holds a place open  while child is on holiday from nursery. 
Out of School Clubs:  Excluded from the reduced rate for holidays booked during term 
      time. 
hǾŜǊŘǳŜ CŜŜǎΥ 
As a registered charity, we are dependent on the fees paid by the parents – as such 
prompt payment is essential.  If fees are overdue – the following process will be followed: 
 

On 10th of the month, admin staff will contact parent by the most appropr ate method 
(Famly, telephone, e-mail, text, letter) to advise them that their payment has not been 
received and they are subject to a £10 administration fee.  If payment is still not paid by 
17th of the month, a child’s place will be withdrawn for any fee paying hours. 
 

Court Action could be taken to recover any outstanding fees.  
 

!ŘŘƛǝƻƴŀƭ CŜŜǎΥ 
If a child is dropped off early or picked up late more than once, an additional fee will be 
charged at the half hourly rate which will need to be paid for at the time child is dropped 
off or collected. 
 

If a child is collected after the centre closes at 6:00 pm a fee of £10 per half hour will be 
charged.  
 

If a parent regularly collects their child after 6:00 pm, the childcare place will be with-
drawn. 
 

!ōǎŜƴŎŜǎΥ 
All absences will be charged at the normal rate. 
 

High overheads prevent us from refunding fees for missed sessions.  For the same reason, 
missed sessions due to sickness, etc cannot be taken at a later date.  If your child is not 
going to attend, please contact the centre as soon as possible and let staff know the ex-
pected return date so it can be recorded on our records and where appropriate, lunches 
cancelled. 
 

If a child is absent for more than four weeks and the centre has not been informed as to 
why a child is absent – the place will be cancelled.  Parents will have to inform the centre 
in writing to hold a place for longer periods of non-attendance and discuss with centre 
manager any payment required or the need to put child back onto the waiting list. 
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/ƘŀƴƎŜ ƻŦ /ƘƛƭŘŎŀǊŜ IƻǳǊǎΥ 
Nursery, After School and Breakfast clubs:  All changes must be received by 6pm on 
25th of the previous month to ensure adult child ratios are correct. 
 

Holiday Club:  Changes must be received at least one full week in advance. They must 
be received by 6pm on the Monday of the previous week. 
 

All changes must be in writing (letter, booking form or email – please do not use Famly) 
and directed to the Centre Lead.  If changes made by telephone, these must be con-
firmed in writing with the name of the child and date and time of changes requested 
together with parent/carers’ signature.  Otherwise places will be charged at the normal 
rate. 
 

bƻǝŎŜ ǘƻ /ŀƴŎŜƭ /ƘƛƭŘŎŀǊŜΥ 
A full four week notice period is required in writing to cancel all childcare at Mr. Bee’s.  
Children who attend holiday club ONLY are required one full week notice in writing.   
 

aŜŀƭǎ  
Hot healthy meals prepared by trained cooks in the Bee’s Knee’s Cafe at St Augustine’s 
Centre and healthy pack lunches are available each day. 
  

Hot Lunches:    £2.55 
Babies (under 18 months):  £1.80 
Packed Lunches:   £1.55 (sandwich, yogurt and fruit) 

 

Lunches will be invoiced monthly but can be paid for daily, weekly or monthly in ad-
vance.   
 

24 hours notice is required for cancelling a meal in order for refund to be credited.   
  
There is no charge for breakfast, snacks, or a light tea. 
 

9ƳŜǊƎŜƴŎȅ /ƭƻǎǳǊŜΥ 
All payments are still due if the centre has to close in an emergency due to unforeseen 
circumstances such as weather conditions.  No refund or credits will be made except 
where additional childcare costs are incurred and upon presenting a receipt, in which 
case the Centre Lead can authorise a credit.  In the event of closure for more than 3 full 
days all places will be cancelled and credits will be available. 

Charging Policy ……. continued 

b.Υ  tƭŜŀǎŜ ƴƻǘŜ ǘƘŜ ǇǊƛŎŜǎ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ ŎƘŀǊƎƛƴƎ ǇƻƭƛŎȅ ŀōƻǾŜ ŀǊŜ ŎƻǊǊŜŎǘ ŀǘ ǘƘŜ 
ǝƳŜ ƻŦ ǇǳōƭƛǎƘƛƴƎτǇƭŜŀǎŜ ŎƘŜŎƪ ƻƴ ǊŜƎƛǎǘŜǊƛƴƎ ǘƻ ŜƴǎǳǊŜ ƴƻ ǊŜŎŜƴǘ ǇǊƛŎŜ ƛƴŎǊŜŀǎŜǎ 

ƘŀǾŜ ōŜŜƴ ƛƳǇƭŜƳŜƴǘŜŘΦ 
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Making a complaint Policy 
tƻƭƛŎȅ {ǘŀǘŜƳŜƴǘ 
Mr Bee’s believes 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 centre and will give prompt and serious attention to any con-
cerns about the running of the centre.  We anticipate that most concerns will be 
resolved quickly by an informal approach to 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 centre to a satisfac-
tory conclusion for all of the parties involved. 
 
tǊƻŎŜŘǳǊŜǎ 
All centres are required to keep a 'summary log' of all complaints that reach stage 
two or beyond. This is to be made available to parents as well as to Ofsted inspec-
tors on request..  
aŀƪƛƴƎ ŀ ŎƻƳǇƭŀƛƴǘ 
 
Stage 1 

¶ Any parent who has a concern about an aspect of the centre's provision talks 
over, first of all, his/her concerns with the Key Person/Room Lead, Lead Practi-
tioner or Centre Lead. 

¶ 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 reoccurs, the par-
ent moves to this stage of the procedure by putting the concerns or complaint in 
writing to the Centre Lead in the first instance, or person in charge. 

¶ For parents who are not comfortable with making written complaints, a ‘Record 
of Complaints’ form may be completed with the Centre Lead or person in charge 
and signed by the parent.  

¶ The Centre stores written complaints from parents in the child's personal file and 
information is transferred to a ‘Summary of Complaints’ form.  However, if the 
complaint involves a detailed investigation, the Centre Lead 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 Centre Lead or per-
son in charge will meet with the parent to discuss the outcome within 28 days.  
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Making a complaint Policy 
The parent is able to bring a friend for support but he/she will not be able to 
take an active part in discussions.  If the parent decides not to attend a meeting 
with the Centre Lead or person in charge, a letter will be sent to the parent by 
the Centre Lead or person in charge. 

¶ When the complaint is resolved at this stage, the summative points are logged 
in the Summary of Complaints’ form, which is made available to Ofsted on re-
quest. 

 
Stage 3 

¶ If the parent is not satisfied with the outcome of the investigation by the Cen-
tre Lead’s response, a complaint can be made to the Senior Early Years Profes-
sional.  

¶ The Senior Early Years Professional will investigate the complaint and respond 
to the complaint within 28 days. There will be the opportunity to discuss the 
matter at a meeting. The parent is able to bring a friend for support but he/she 
will not be able to take an active part in discussions in a meeting. 

¶ 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, the summative points are logged 
in the Summary of Complaints’ form, which is made available to Ofsted on 
request. 

 
Stage 4: 

¶ If the parent is still not satisfied, a complaint can be made to the Board of Trus-
tees. 

¶ A Trustee will be nominated to investigate the complaint and respond to the 
complaint within 28 days.  

¶ The decision made by the nominated Trustee is final and no further action will 
be taken by the organisation. 

¶ The summative and outcomes are logged on the Summary of Complaints’ 
form, which is made available to Ofsted on request. 

 
If after following the above four stages, the parent feels the issue has still not been 
resolved, a complaint can be made to OFSTED (see below). Please note a parent 
has the right to contact OFSTED at any stage in the complaint.   
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¢ƘŜ ǊƻƭŜ ƻŦ ǘƘŜ hŶŎŜ ŦƻǊ {ǘŀƴŘŀǊŘǎ ƛƴ 9ŘǳŎŀǝƻƴΣ 9ŀǊƭȅ ¸ŜŀǊǎ 5ƛǊŜŎǘƻǊŀǘŜ όhŦǎǘŜŘύ ŀƴŘ 
ǘƘŜ [ƻŎŀƭ {ŀŦŜƎǳŀǊŘƛƴƎ /ƘƛƭŘǊŜƴ .ƻŀǊŘ ŀƴŘ ǘƘŜ LƴŦƻǊƳŀǝƻƴ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ hŶŎŜ 

¶ Parents may approach Ofsted directly at any stage of this complaints procedure. In 
addition, where there seems to be a possible breach of the centre's registration 
requirements, it is essential to involve Ofsted as the registering and inspection 
body with a duty to ensure the Welfare Requirements of the Early Years Founda-
tion Stage are adhered to. 

¶ Parents can complain to Ofsted by telephone on in writing at: 
Ofsted National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD 
Tel: 0300 123 1231 

¶ These details are displayed on our centre's notice board. 

¶ If a child appears to be at risk, our centre follows the procedures of the Norfolk 
Safeguarding Children Board’s Guide to Inter-agency Working to Safeguard and 
promote the Welfare of Children, a copy of which is kept in the Operational Plan 
Box 1. 

¶ In these cases, both the parent and centre are informed and the Centre Lead or 
person in charge works with Ofsted or the Norfolk Safeguarding Children Board to 
ensure a proper investigation of the complaint, followed by appropriate action. 

¶ The Information Commissioner’s Office (ICO) can be contacted if you have made a 
complaint about the way your data is being handled and remain dissatisfied after 
raising your concern with us. For further information about how we handle your 
data, please refer to the Privacy Notice given to you when you registered your 
child at our setting. The ICO can be contacted at Information Commissioner’s 
Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk 

 
wŜŎƻǊŘǎ 

¶ A record of complaints against our Centre and/or the children and/or the adults 
working in our centre is kept, including the date, the circumstances of the com-
plaint and how the complaint was managed. 

¶ The outcome of all complaints is recorded in the Summary of Complaints Record 
which is available for parents and Ofsted inspectors on request. 

¶ Our Complaints Policy is issued to all families as part of the registration pro-
cess.  An e-copy is also available at www.mrbeesfscentre.co.uk or upon request. 

¶ Where parents/carers are not satisfied that their child is receiving the free entitle-
ment in the correct way (as set out in the funding agreement and in Early Educa-
tion and Childcare Statutory guidance for local authorities), a complaint can be 
submitted directly to the Senior Early Years Professional. 

Making a complaint Policy continued……. 

http://www.mrbeesfscentre.co.uk
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Questions for the Centre / Notes / 
Reminders 
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Management 

 

Management 
  

Charity Number 1169475 

Management 

 

Management 
 

The Board of Trustees 
 

Mr Bee’s is a Registered Charity managed by a 
Board of Trustees—all of whom are dedicated to 

providing quality care for all those using the service.  
They can be contacted in writing at St Augustine’s 

Centre, Columbia Way, King’s Lynn, PE30 2LB 
 

 

  

 
 Senior Early Years 

Professional 
 

All Childcare is the  responsibility of 
the Senior Early Years Professional, 
Karen Gibbons, or in the absence her 

appointed   deputy.  Karen can be 
contacted on 

karengibbons@mrbeesfscentre.co.uk 

The St Augustine’s Team 
 

The Centre Lead at Mr Bee’s - St Augustine’s is Jess 
Spooner, who has completed her Foundation Degree in 
Early Years and Leadership and can be contacted on 

jessspooner@mrbeesfscentre.co.uk. 


