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4th January 2021 

 
Arrangements for January 2021 
 
Dear Parents/Carers 
 
As you may know the government have confirmed that nurseries and schools will continue to be open to 
all pupils under the new Tier Regulations and have released guidance to support the safe management of 
settings.  We will therefore continue to be open Monday, Tuesday, Wednesday 9am – 3pm and Friday 9-12 
as before, and anticipate that your child’s attendance will be based on the sessions you have booked with 
us.   Please let us know if your circumstances change and attending the setting will be difficult.   
 
You will find outlined below the measures that have been in place since September, and will continue to be 
in place in January 2021. 
 
What changes will there be? 
Many of the changes below result from the guidance we have been given for the Early Years sector.  This is 
updated from time to time, so if there are any significant changes we will let you know.  We aim to help 
children to prepare for returning to the setting, or joining the setting by gathering information such as your 
child’s new interests or worries to help with the transition, and whether any additional support will be 
needed.    
 

Children 
 
Social distancing 
Unlike schools which have the same children attending every day, numbers in Early Years settings are more 
variable and children have different patterns of attendance.  With that in mind settings are no longer 
advised to set up ‘bubbles’ but where this applies, i.e in a nursery where children are in different rooms 
according to age – these children should remain separate.  Numbers at First Steps are usually lower than in 
large nursery settings which gives us an advantage, as does the space we have at the setting and the fact 
we do not have separate aged rooms.  We will minimise mixing where guidance advises and will be 
encouraging children to stay apart where possible eg queuing for the toilet, and at snack and lunch times.  
Where numbers allow will provide free flow play throughout the setting.  Staff will continue to social 
distance with each other, and with parents dropping off/picking up.   
 
Equipment 
We will continue to use the children’s trays for them to put lunchboxes and drinks and we are asking 
parents to provide a large bag for life to put all their child’s belongings in.  Spare clothes and other items 
from home will be kept in the bag for life on a your child’s peg, and coats on a coat rack.   
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The library will continue to be out of bounds as we will be using the area to store items we can’t use 
currently, and for establishing a rota system for equipment before being used again. 
 
Some equipment and resources remain out of use, either because it is shared equipment such as the 
climbing frame, or cannot be effectively cleaned.  All equipment will be cleaned regularly according to 
cleaning schedules such as between different groups and at the end of each day.  We have also purchased 
a fogging machine which effectively eliminates the virus. 
 
We will not be able to send home reading books or pictures your child has produced yet, but have set up a 
Gallery area in order for them to display their work to other children. 
 
Signage 
To make sure there are lots of reminders, we have posters around school and in the garden to remind 
children to wash their hands and to remind both parents/carers and children to keep two metres apart.  
Areas of the pre-school are marked out such as a route to the toilet area but the environment remains 
welcoming.  We only use floor tape where risk assessment shows it is needed.   
 
Snack and Lunch 
We would continue to ask children to bring water in a labelled water bottle (water only please), a healthy 
snack (such as fruit/bread sticks) and a lunch (if applicable) in boxes which can be effectively cleaned once 
your child gets home and before the next session.  Please put snack items in a separate container from 
lunch, and label both boxes.  Plastic boxes may be preferable to fabric at this time.  Children will have their 
snacks and lunch either in separate groups or together depending on session numbers. 
 
Toilets  
A one in one out system is still being operated. 
 
Parents/carers must not enter the setting to use the disabled toilet. 
 
Washing hands 
We will continue to encourage children to wash their hands regularly, particularly between different 
activities.  We will use songs and rhymes to encourage children to wash for 20 seconds and will remind 
children of how to wash their hands well.  Hands will also be washed when the children first arrive and 
when they leave us at the end of the session.   
 
Temperatures 
A high temperature is one of the most common symptoms, so we will continue to check the temperature 
of everyone that comes to school – staff and children - using a non-contact, hand-held reader.  If the 
reading is above 37 degrees, we will ask you to return home. 
 
Nappy Changing 
Arrangements will remain as before.  Please ensure your child has nappy changing equipment every 
session. 
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Information for Parents/Carers 
 
Preparing your child start/to return to pre-school 
Please share as much of this information as you think appropriate for your child.  Please also complete and 
return the ‘More About Your Child’ form and watch/read any ‘returning to pre-school’ information we 
have put on the website.   
 
Dropping off at the start of a session 
Handover will take place outside the setting.  Instead of the front of the building we will be using the gate 
at the side of the building.  Please bring your child to the gate where a member of staff will be there to 
welcome you and take your child inside.  Drop off will be between 9am and 9.15am or 11.55 and 12.05. 
 
Parents settling children 
If your child is upset and it is not possible to settle them, we may ask you to try again another day.  Please 
talk to us if you think your child will need help settling in or may be upset.  Parents/carers are able to 
remain on site to help settle their child if they feel this is appropriate.  Parents/carers who are on site with 
their child helping them to settle must avoid close contact with other children.  We may ask you to wear a 
face mask while on site and to sanitise hands.  This is subject to change if guidance alters but we will 
discuss what we can offer with you as needed. 
 
Picking up 
A similar arrangement from dropping off – pick up time will be between 12 and 12.15 or 2.55pm and 
3.05pm and handover will take place outside the setting at the side gate.  Please let us know if this is a 
problem due to timings for picking up siblings at other settings. 
 
Getting to pre-school and parking 
Please do not share lifts in cars to the pre-school, or congregate in the car park.  We would ask that one 
parent only drops off and picks up.  Please park at the back of the building as before. 
 
Clothing and comforters 
Please make sure your child wears clean clothes for every new session.  You might like to wash and change 
clothes when your child gets home too.  Please provide two labelled changes of clothes and a pair of 
wellies (or similar) for every session.  Please also provide full wet weather clothing for wet days as we will 
be outside as much as possible.  If it is possible to leave comforters at home then please do so for the time 
being.  Please make sure everything is labelled and where possible pack everything in one bag as it makes 
it quicker and easier on arrival. 
 
Staffing 
The sessions we offer are based on staff ratios.  If staff become unable to work we may have to adjust 
available sessions but we will do our best to avoid disruption to opening hours.  We will primarily have 
three staff working the majority of sessions in September; Lou, Penny and Rachel. 
 
Visiting the pre-school and events 
We will unfortunately not be able to hold events at the setting at the moment.  We also ask that parents 
do not enter the building and will restrict visitors to all but essential services. 
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What will the day look like? 
Planning for the day and the learning environment will be made as before, but with some changes involve 
more outdoor learning, and children who are feeling anxious.  We will be keeping the setting well 
ventilated so please make sure your child is dressed warmly and has suitable clothing for going outside 
(see Kit List). 
 
A member of staff will be available to say hello and welcome the children at the start and end of the day 
but we would encourage you to use the phone or email if you need to speak to us about anything. 
 
Staff will not be wearing PPE over and above what they usually wear for eg nappy changing unless a child is 
showing symptoms.  This is in line with government advice for the sector. 
 
What is my child is upset during session? 
If your child is upset during session, staff will comfort them as they usually would within reason.  We will 
let you know if your child remains unsettled. 
 
Record Keeping, Planning and Assessment 
We won’t be using Home Diaries in January, so Book Bags will not be needed.  Please keep these at home.  
We will share any information with you via email or telephone rather than paper information.  Session 
planning, Next Steps and assessments/monitoring on how children are progressing at First Steps are 
continuing as normal, and we will share these with you at the termly Parent Consultations (which will be 
over the phone for now), or earlier if there are any concerns or aspects which parents or staff feel may 
need additional support. 
 
Contact tracing 
We will be keeping track of children attending daily and their contact details as well as any necessary 
visitors and staff.  We will store these securely and will retain the required attendance data sections. 
 
What if my child is ill? 
Please let us know if your child will not be attending, and the reason, as you normally would, by phoning 
the setting before the session starts.   
 
What if I suspect my child has symptoms? 
We strongly encourage you to keep aware of any symptoms.  These are mainly: 
- A high temperature – 37.8 degrees or more 
- A continuous dry cough 
- Breathing problems 
- A loss of sense of taste or smell  

 
If they have these symptoms, the advice still remains to stay at home for 10 days.  Please do not send your 
child into pre-school if they have these symptoms, or come yourself. 
 
If your child or someone in your child’s household has been in contact with known coronavirus cases, they 
should not come into the setting and you are advised to follow government guidance. 
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What if my child becomes ill at pre-school? 
We will be using an area at the front of the building for any children to go to if they are showing any signs 
or symptoms.  Staff may wear some form of personal protective equipment (PPE), such as gloves, goggles, 
an apron or a face covering/mask if they feel it’s appropriate.  We will then call you and ask you to come 
and collect them as soon as possible.  The area will then be thoroughly cleaned and any used PPE safely 
disposed of.  
 
In these situations, you should arrange for a test as soon as possible whether your child became ill at the 
setting or at home.  If the outcome of the test is positive, your child should self-isolate for 10 days from the 
onset of symptoms, and other members of the household for 10 days from when the symptomatic person 
first had symptoms.  If it is negative, your child can return to the setting.  However if someone in your 
child’s household has COVID-19 symptoms or has had a positive test, and your child tests negative, they 
should still remain at home for the full 10 days of self-isolation.  We will keep an eye on changes to this 
guidance.  We will also contact families (by telephone) of the immediate group that the child was in and 
the Government recommendation is that ALL members of the group’s immediate family should self-isolate 
for 10 days.  If the outcome of any test in the contact group is negative, then children can return to pre-
school if they are well enough.  Any members of staff who worked with the pupil will also be encouraged 
to be tested.   
 
We will be keeping up to date with advice from Norfolk County Council regarding confirmed cases and any 
further guidance which relates to the Track and Trace system. 
 
Informing you of suspected or confirmed cases 
There is specific, and potentially changing guidance around informing parents of suspected cases, because 
the suspected case may not be a sick child during session – it could come via the NHS Test & Trace, or 
occur over a weekend.  Therefore we will be following guidance very closely to respond correctly should a 
suspected case occur.  Please rest assured we will respond quickly and appropriately, and you will hear 
from us as soon as possible should either a suspected or confirmed case arise, usually via an emailed letter 
unless we are advised to contact parents by phone.  National guidance for the sector can be found here; 
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-
closures/coronavirus-covid-19-early-years-and-childcare-closures 
 
What if someone in my family is ‘at risk’? 
Current guidance is that children may attend their setting unless they themselves are clinically extremely 
vulnerable. 
 
Children starting the setting 
We realise that this is an unusual time for new children, but we aim to retain as many of our usual new 
child procedures as we can, although these may take place differently such as a Home Visit via Zoom if it is 
not possible to visit your home or for you to visit our garden.  In addition our current policies, procedures 
and brochures are available on the website so that new families can be clear on how we operate.   
 
How we will communicate with parents/carers 
We will continue the current system of emails and access to phone numbers, with information such as 
letters and newsletters also being placed on the website.  This would also be the case in the event of any 
closure.   

https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures/coronavirus-covid-19-early-years-and-childcare-closures
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures/coronavirus-covid-19-early-years-and-childcare-closures
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Please contact us if you have any further questions.  We will continue to update our procedures as 
guidance is released and will of course update you of any changes.   
 
Children choosing not to attend  
If the setting is open and you have booked sessions for your child, but then decide they should not attend, 
it is likely we will apply our Charging Policy terms.  This may be different in certain circumstances, and may 
be dependent on current guidance.  However, we do not currently charge a retainer fee for holding a place 
open, and we aim to be as sympathetic as possible as regards fees, whilst also ensuring the financial 
viability of the setting.   
 
Kind regards 
 
First Steps staff 
First Steps Management Team 
 


