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ABOUT US 

Alphabet House was created as part of a small family run nursery group in February 2002, but was taken 

over by current owners, Ged & Sophie Tinley in July 2007.  

Ged and Sophie own two other nurseries called Leo’s Children’s Nurseries, which are based in West 

Bridgford and Arnold, Nottingham. As a nursery group we also operate local afterschool and holiday clubs.  

We offer tactful, professional care for children in a fun, loving and safe environment, and our passion is 

caring for children. 

Our Vision and Values highlight the focus of what we do every day. 

 

OUR VISION 

‘To deliver great nursery care and education for children in the local community’ 

 

OUR VALUES 

The aim of the nursery is to ensure the quality of care and learning in an atmosphere of happiness, warmth, 

security and structure. 

 

The following is an outline of our intentions: 

 

 To provide a safe, secure, happy, healthy and homely environment for the children 

 Excellent care and early years education 

 Offer a fun place to be, with stimulation and challenge in an indoor and outdoor environment 

 Development of social skills and learn through play 

 Welcoming, friendly and inclusive to all families and children and the wider community 

 Experienced, professional and inspirational team 

 

Teachable opportunities are carefully prepared for each child's level of development. Kindness, self-

respect, good manners and positive behaviour are modelled and encouraged at all times. 

 

We are committed to providing the highest quality of service, if you have any doubts or suggestions, we 

are always happy to discuss them with you. 
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SETTLING IN 

 

Coming to nursery for the first time is a big step for you and your child. We recognise and understand that 

this is the biggest change or ‘transition’ that some parents and children have had to deal with in their life. 

We acknowledge this and always endeavour to make this change as smooth as possible. 

 

 

In our rooms we operate a Key Person system, which means that an Early Year’s Practitioner will be 

allocated to your child. This practitioner will spend time getting to know you and your child. They will build 

their knowledge of your child’s particular interests or preferences, from sleeping patterns and comforters, 

to favourite stories, songs and foods.  

 

 

We recommend to help us really get to know your child well, and to start the process of building a trusting 

and secure relationship, we arrange a few short visits prior to starting their regular sessions. These are 

free of charge, and an important start to their time with us. It is perfectly natural if a child may struggle 

with initial settling, we actively encourage you to bring something that smells of home such as a scarf to 

help those early days of change in routine. 

 

 

As a child develops and grows they will move through our nursery and their Key Person will support their 

transition into the new room, where they will encounter new friendly faces and be introduced to their new 

Key Person, who will assist them in settling in to a new routine in fresh surroundings. 

 

 

 

 

A TYPICAL DAY AT NURSERY 

 

From the moment that you enter the building you will be welcomed by friendly staff and your child’s Key 

Person, who will ease the transition into the morning routine. As children arrive at different times the 

first hour is spent doing lots of creative and sensory play within a resource-rich environment, providing 

plenty of opportunities for staff to settle all children calmly and happily. Comforters such as teddies and 

blankets are welcomed as a part of your child’s transition into nursery. 

 

 

Once children are in and settled, morning welcome songs and registration activities take place to encourage 

language and communication building with confidence and independence. Snack usually follows this either as 

a rolling snack bar or as a group, serving up anything from toast and cereal to fresh or dried fruits, with 

milk and water always accessible. 

 

 

The overall routine of the day is very flexible, especially in the Caterpillars room. When a new baby settles 

in to nursery, we will always try to follow the routine that you have established at home, especially with 

regards to sleep times and mealtimes. For our older children the routine is also flexible. The activities we 

plan for throughout the day are informed by the children’s daily interests and fascinations. This may come 

from what the children tell us or what we observe as a current interest, or from what the parents tell us 

about their child at home. 

 

 

The planning also comes from the children’s development that we record through observations and 

interactions. An example of this might be that we see that there is a gap in an area such as managing 

feelings, developing fine motor skills and maintaining attention for short periods. We would therefore plan 

activities during the day to explore this further, giving the children opportunity to practice their skills and 
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develop learning. This would always be offered as part of the whole group’s activities rather than the 

individual child. 

 

 

Outdoor play is offered in both the morning and afternoon. Babies may go into the garden and are given a 

secure area with rugs and blankets during less mobile stages, but we encourage older babies to explore the 

outdoor environment. Sometimes as an alternative the babies will go in pushchairs for a walk within the 

locality, to places such as the park or the library. 

Pre-school children have the option for much of the day to free-flow indoors and outdoors by their own 

choice. Therefore we ensure that there are a variety of stimulating and engaging activities on offer. The 

children particularly enjoy the mud kitchen, the play house and cosy corner, the teepee hideaway, bikes 

and scooters. There are plenty of opportunities to run, climb, balance and investigate. 

 

 

Lunchtime is between 11am-12noon and mealtimes are encouraged to be a social time with independent 

serving opportunities, where children can develop their manners and politeness, sharing and helping each 

other. The older children have opportunities to be independent in helping to set up the tables, pouring 

water, self-serving with some foods and clearing the table. The menus are rotated 3 weekly, so if your 

child only attends one day per week they do not have the same menu every week. We cater for complex 

allergies and preferences, but will always encourage children to try new things with a focus on helathy 

eating. Any information you can provide about your child’s preferences during transition would be really 

helpful. 

 

 

After lunch, our young learners usually have a sleep (if this fits in with their transition routine and session 

time). Sleep time is really important for busy, active children and we offer a calm and quiet environment 

for sleep with soft music available to ensure that children settle quickly for a good rest. Preferred 

comforters are always offered at sleep time. By 2:30pm the children are usually awake and ready for an 

afternoon snack, followed by more activities and stimulating and challenging outdoor play. 

 

 

Teatime is usually around between 3pm-4:00pm and this is either in the form of a hot tea, such as beans or 

spaghetti on toast, jacket potato or homemade soup, or a cold tea such as sandwiches, cheese and crackers 

or salads. Fruit, home made biscuits or cakes are also offered. 

 

 

Children are collected at agreed session times during the day, and our building is open until 6pm, Monday to 

Friday. When collecting your child we will always share with you any information that we can about your 

child’s day including activities that they have taken part in, mealtimes, sleeps and anything important. It 

can sometimes be busy at collection times, but we will always keep you updated. 

 

 

The children have a busy fun-packed day at nursery, full of exciting learning opportunities through play and 

investigation. Our staff team are confident in that they have secure and special relationships with the 

children and are tuned in to their wants and needs. We are therefore always aware when children are not 

well, happy or just need some reassurance. 

 

 

We are happy to provide you with a full breakdown of your child’s routine on registration, along with other 

information to ease your child’s transition into nursery.   
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HEALTH AND WELLBEING 

 

Children’s health is an integral part of their emotional, mental, social, environmental and spiritual well-

being. This is provided through a broad range of activities supporting children’s development both 

physically and emotionally. Being physically healthy is not simply about having nutritious food, it also 

includes having a clean and safe environment, appropriate clothing, healthcare, mental stimulation, access 

to the outdoors and secure relationships. 

 

Children thrive from a base of loving and secure relationships. As mentioned, at nursery your child will be 

allocated a Key Person, who is a named member of staff with responsibilities for a small group of children, 

and who helps those children to feel safe and cared for. It involves the Key Person in responding 

sensitively to your children’s feelings and behaviours and meeting emotional needs by giving reassurance. 

This could be when your child is new to a setting or room, and supporting the child’s well-being through the 

process. The Key Person supports your child’s physical needs too, helping with issues such as nappy 

changing, toileting and dressing. 

 

‘There is no such thing as bad weather, just bad clothing!’ 

 

We value the importance of outdoor play, whatever the weather! We encourage parents to dress children 

in appropriate clothing for all weathers, and provide spares in general for the day at nursery. Our 

nurseries have been developed and equipped to allow children to benefit from a range of outdoor spaces 

which we use creatively to engage children and encourage curiosity and exploration of the world around 

them. We offer opportunities for activities as well as visits to the local park to take advantage of a bigger 

space for more energetic activities, or exploring woodland areas. 

 

HEALTHY EATING 

 

We follow the 5 a day healthy eating principle in our menu plans, ensuring fresh fruit and healthy snacks 

are available throughout the day. We use some organic produce where possible, and source some produce 

from local suppliers, much of which is locally grown. As we cook everything from fresh on a daily basis we 

are able to cater for any special dietary requirements. We encourage children to try new tastes and review 

our menu seasonally to build in firm favourites and add new recipes. Children are encouraged to drink water 

throughout the day and have access to this at all times. 

 

SLEEP AND REST 

 

We acknowledge that the nursery day is a long day, and for babies and young children rest and sleep are as 

important as good food! Therefore, we ensure that there are sufficient opportunities to sleep and rest 

throughout the day. Quiet and cosy places or dens are also part of each room’s layout in the nurseries, 

ensuring all children can seek out these spaces when they need to relax. 

 

HEALTHCARE 

 

The nurseries work closely with our families to support children’s health and wellbeing, seeking support 

where necessary, with parental permission from the local Health Visiting team, schools and family services, 

speech and language and other specialist professionals. 

 

BRITISH VALUES 

 

We have a clear understanding of British Values and promote these across all aspects of learning in daily 

nursery life. In practice this means we help children to understand their own and others’ behaviour and the 

consequences in learning to distinguish between right and wrong. We support children to see their role in 

the bigger picture, and to know their views count as well as those of others. Using activities that involve 
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turn-taking, sharing and collaboration help to embed these values. Most importantly, we encourage children 

to develop a positive sense of themselves and increase self confidence in their own abilities. 

 

PARENT COMMUNICATION 

 

 

We acknowledge that you know your child best, and we value regular communication between home and 

nursery. We will communicate with you in a variety of ways. This can include daily diary or feedback sheets 

to share your child’s exciting day at nursery with you. We have regular events for you to come in and enjoy 

our nursery and spend time with your child’s Key Person. We will liaise with you about your child’s 

development asking for regular updates about your weekends and any special events you may have enjoyed 

together. 

 

 

All of our staff are approachable and always here to listen and help. We use social media to share 

photographs and communicate about any news within nursery. We also provide regular newsletters to keep 

you updated about nursery life, important dates, events and exciting news! 

 

 

Parents are encouraged to be involved with the nursery as much as possible, we welcome your help and are 

always willing to listen to any ideas regarding improvements that can be made. With this in mind, we will 

send regular parent questionnaires out to gather your feedback and suggestions. 

 

 

OUR TEAM AND TRAINING 

 

 

Our employees are very important to nursery, and they are one of our best and most valuable resources. 

They are carefully selected not only for their experience and qualifications, but also for their ability to 

work in a team and show commitment and empathy for children in their care. All employees are DBS tested 

and participate in relevant training throughout the year. We understand the importance and value of our 

staff and their ongoing development. Our team of experienced Early Years Management and Practitioners 

are passionate and enthusiastic about working with children. Our managers have a wealth of experience and 

a number of our team are also qualified Early Years Teachers, whose responsibility is to implement and lead 

on your child’s learning and development. 

 

 

We recognise the importance of training and development and have invested in our own Quality and 

Workforce Development Manager whose role is to maintain quality standards and help develop and grow the 

team with ongoing training and support. We also see a huge benefit in the investment of developing and 

nurturing new practitioners through their qualifying training. Many of our core staff who were once 

trainees, remain with us today. 

 

 

We ensure practitioners are all up to date on statutory training including Paediatric First Aid and 

Safeguarding Children. Any member of staff who manages food preparation has a food hygiene certificate. 

We also have specially trained colleagues who are able to support children with additional needs, these 

colleagues attend training known as SEND (Special Educational Needs and Disabilities) and ensure delivery 

of high quality practice and helps ensure the best outcomes for children. 

 

As far as possible, the staff should remain constant and operate the Key Person system. This is where 

each child is assigned to an employee to ensure a relationship between the parents and the child. They will 

be largely responsible for settling them in nursery and communicating with parents about the child's 

development. This allows the employee to develop close relationships with the children in their care and 

also the parent. 
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DEVELOPMENT AND EDUCATION 

 

The activities and experiences that your child has during their time at Alphabet House will be based on our 

use of the ‘Early Years Foundation Stage’, or EYFS, which caters for children from birth to 5 years of age. 

This document was produced by the Department for Education and we use it to plan for your child’s 

learning and to assess their development. It has 7 areas of learning: 

 

 

Three Prime Areas, which focus on Child Development 

 Personal, Social and Emotional Development 

 Communication and Language 

 Physical Development 

 

...and Four Specific Areas, which focus on skills and subject knowledge 

 Literacy 

 Mathematics 

 Expressive Arts and Design 

 Understanding of the World 

 

 

We use a continuous cycle of planning, observation, recording and assessment and through this cycle the 

staff build upon the knowledge and development that your child has achieved, to further promote their 

development. 

 

During your child’s time at Alphabet House, you will be invited to attend meetings with your child’s Key 

Person to discuss their progress and development. In planning for children’s learning, equality of 

opportunity, race, gender, disability and culture are always taken into account. Staff always understand 

the limitations of a child’s individual ability and positively encourage skills to develop. 

 

These areas set out the skills, understanding, knowledge and attitudes that we hope children will reach or 

exceed, by the end of the Foundation Stage. We encourage parents to contribute to the developmental 

communication from when the child starts in nursery, and through their time with us. 

 

The EYFS celebrates the skills and competences of infants and young children, and highlights the link 

between growth, learning, development and the environment in which they are being treated. The child's 

need as its focus, it is very much aimed at the caring aspect of nursery life, which is based on the 

relationship between the child and those who care for them. 

 

 

TRANSITION TO SCHOOL 

 

Our nursery is flexible wherever possible to support you and your child, and we offer a variety of sessions 

to cater for you and your child’s needs. As we are a small family nursery we can nurture and develop this 

and help support your child in their preparation to move up to school. We work closely with local schools to 

support your child in their next adventure. We have regular transitional meetings and encourage visits 

from the teachers to help with this. As we provide afterschool and holiday clubs, it will help your child in 

their early school days to settle as they will have familiar practitioners and surroundings to come back to 

after a busy day at school. 

 

We work closely in partnership with local schools, however we have a strong belief that our settings offer 

the best start in life that benefits your child on a larger scale. They will spend many years in more formal 

educational establishments when they are of age and move on, we are passionate in our belief that the time 
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now is for learning through play in an environment which is as close to home comfort as possible! Please 

note that entering a school nursery or pre-school unit has no influence over the Local Authority school 

admission process. 

 

OUR EARLY YEARS OBJECTIVES 

 

At Alphabet House, we base our Early Years program on various values and principles. This reflects the 

ethos of the whole nursery and informs both our planning and daily activities.  

These are: 

* To promote certain values, for example sharing and the ability to learn and accept others 

* To provide activities that are tailored to the individual needs of the child 

* To provide an interesting environment with stimulation and enjoyable challenges 

* To equip children with life skills, enabling them to achieve their potential and build life skills 

* To promote self-esteem 

 

 

 

OUR PLAY SPACES 

 

Caterpillars: 
Age 6 weeks to 32 months depending on each indivdual childs age and stage 

 

Butterflies: 
Age 32 months up to 5 years 

 

Buddies club: operated from within the butterflies room as a twilight session 
Age 5 years to 11 years 

 

OUTDOOR PLAY AND TRIPS 

 

The outside is used as much as possible by all rooms adequately equipped with resources suitable come rain 

or shine. All age groups can enjoy the all-weather soft surface for scooters, trikes, balancing, climbing and 

games. We have a growing garden for children to plant seeds and watch them grow, from herbs and 

vegetables to plants, children are encouraged to feed and learn about the fauna. It gives children the 

opportunity to learn about the development of life and to care and nurture the living. We also have a safe 

shade to protect children from strong sun and humid conditions during the summer. 

 

During the year many trips and outings in the locality are planned to enable children to get to know the 

wider world. We go on walks to areas such as the park and library, and bus or train trips to locations 

slightly further afield, which prove to be very successful, exciting and educational events. 

 

SUPPORT FOR SPECIAL EDUCATIONAL NEEDS 

 

Within our nursery, we are very inclusive and allow every child to access the curriculum, regardless of 

their needs. We provide adapted activities that are tailored to individual needs, allowing each child the 

opportunity to reach their full potential. 

The nursery has Special Educational Needs Coordinators (SENCO) who have received further education in 

this field, and are also responsible for cooperation with outside organisations and support services. The 

full version of our Special Educational Needs Policy is available on request. 
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Please find below our current prices April 2019 

Session Attended Session Details Cost 

Full Time – Contracted 7.30am – 6pm, 5 days per week, inc all meals & 

snacks 

£185.00 

Full Day – Contracted 7.30am-6pm inc b’fast, lunch, tea & snacks £43.00 

AM only - Contracted 7.30am-12.30pm inc b’fast, lunch & snacks £26.00 

PM only – Contracted 1pm – 6pm inc tea & snacks £25.50 

Ad-Hoc hr – Contracted Any hours required between 7.30am & 6pm £6.50 

Before School – Contracted 7.30am – 9am, inc b’fast & drop at school £8.00 

After School – Contracted 3.30pm – 6pm, inc tea & pick up from school £11.00 

Before & After – Contracted On the same day £19.00 

Breakfast – Contracted When bought with contracted ad-hoc hours £1.90 

Lunch – Contracted When bought with contracted ad-hoc hours £3.15 

Tea - Contracted When bought with contracted ad-hoc hours £2.65 

Full Day – Extra/Rota 7.30am-6pm inc b’fast, lunch, tea & snacks £46.00 

AM only – Extra/Rota 7.30am-12.30pm inc b’fast, lunch & snacks £27.50 

PM only – Extra/Rota 1pm – 6pm inc tea & snacks £27.50 

Ad-hoc hr – Extra/Rota Any hours required between 7.30am & 6pm £7.00 

Before School – Extra/Rota 7.30am – 9am, inc b’fast & drop at school £8.50 

After School – Extra/Rota 3.30pm – 6pm, inc tea & pick up from school £11.50 

Before & After – Extra/Rota On the same day £20.00 

Breakfast – Extra/Rota When bought with extra/rota ad-hoc hours £2.00 

Lunch – Extra/Rota When bought with extra/rota ad-hoc hours £3.50 

Tea – Extra/Rota When bought with extra/rota ad-hoc hours £2.85 

Holiday Club – Full Day 7.30am – 6pm, inc all meals & snacks £31.50 

Holiday Club – Short Day 9am – 3.30pm, inc lunch & snacks £28.50 

Holiday Club – AM only 7.30am – 12.30pm, inc b’fast, lunch & snacks £23.50 

Holiday Club – PM only 1pm – 6pm, inc tea & snacks £23.50 

 



 

10 
 

Below are the fees for children claiming Early Years Entitlement (2, 3 & 4 year olds) – applicable for the term 

time sessions only. Sessions during published school holidays will be charged as per the table above If you 

currently have a booking which is not reflected in the fee structure below please speak with Sam. 

 

Session Attended Amount of Funding Cost for nonfunded hours 

Full Time 3 hours funding per day, 5 days a week £28.30 pd 

Full Time 22.5 hours per week (4.5 hours per day) £23.95 pd 

Full Day  3 hours funding per day £34.30 

Full Day 4.5 hours funding per day £29.95 

Full Day  5 hours funding per day £28.50 

Full Day  6 hours funding per day £25.60 

Full Day  7.5 hours funding per day £21.25 

Full Day  9 hours funding per day £16.90 

Half Day – am 3 hours funding per day £17.30 

Half Day – pm  3 hours funding per day £16.80 

 

 


