POLICIES & PROCEDURES SUMMARY

ACCESS TO INFORMATION

At polkadot we believe that an open access policy is the best way of encouraging participation.  In order to achieve this we aim to ensure that we communicate to Parents/carers that they are welcome to view the policies and procedures file, which governs the way in which the nursery works, at any time when the nursery is open, simply by asking the Room Manager.  They are also welcome to see the records kept on their child, but as this would require withdrawing a member of staff from their usual duties, arrangements should be made in advance to ensure staff availability.

ADMISSIONS POLICY

It is our intention to make our Setting 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 communicated procedures.

ARRIVALS AND DEPARTURES

It is the policy of the Setting to give a warm welcome to each child on their arrival.  Parents/carers are requested to pass the care of their child to a specific member of staff who will ensure his/her safety, and that their attendance is recorded in the register.  If the child is not to be collected by the parent/carer at the end of the session, the following agreed procedure must be followed to identify the nominated adult. It is acceptable to use a password for the collection of your child, if you cannot come yourself.  You know the password used, the person collecting your child and the Setting staff.  It must remain confidential to only these named persons.  It will also be recorded on your registration from if you wish to use it again.

BEHAVIOUR AND SANCTIONS

Children need to have set boundaries of behaviour for their own safety and the safety of their peers.  Within the Setting we aim to set these boundaries in a way, which helps the child to develop a sense of the significance of their own behaviour, both on their own environment and those around them.  Restrictions on the child's natural desire to explore and develop their own ideas and concepts are kept to a minimum.  The Setting believes in promoting positive behaviour. We aim to encourage self-discipline, consideration for each other, our surroundings and property. By praising children and acknowledging their positive actions and attitudes, we hope to ensure that children see that we value and respect them.

CHILD PROTECTION

Due to the many hours of care we are providing, staff will often be the first people to sense that there is a problem. They may well be the first people in whom children confide about abuse.  The Setting has a duty to be aware that abuse does occur in our society.  This statement lays out the procedures that will be followed if we have any reason to believe that a child in our care is subject to emotional, physical, sexual abuse or neglect.

COMPLAINTS PROCEDURE

Our Setting 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 Setting and will give prompt and serious attention to any concerns about the running of the Setting. 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.

CONFIDENTIALITY

It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality nursery care and education.  We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.  In compliance with current UK Data Protection legislation, any information provided will be kept secure and treated confidentially.

CURRICULUM DEVELOPMENT

It is our intention to assist all children attending the Setting to attain their maximum potential within their perceived capabilities.  An individual record is maintained detailing each child's individual development, detailing their abilities, progress rate and areas where they require further staff assistance.

Children start to learn about the world around them from the moment they are born. The care and education offered by polkadot helps children to continue to do this by providing all of the children with interesting activities that are right for their age and stage of development. 

PROCEDURE FOR DEALING WITH RACIAL HARASSMENT

We have the duty to create and implement strategies in Setting to prevent and address racism.  Parents have a right to know when racism occurs and what actions the Setting will take to tackle it.  In the Race Relations Act 1976 Section 71 there is a statement of the duty to ‘promote harmony and good relations’ between different groups in society.  We have a statutory responsibility to monitor, review and eliminate racial discrimination.

EQUAL OPPORTUNITIES

Our Setting is committed to providing equality of opportunity and anti-discriminatory practice for all children and families. The Setting takes great care to treat each individual as a person in their own right, with equal rights and responsibilities to any other individual, whether they be an adult or child.  Discrimination on the grounds of sex, race, religion, colour, creed, marital status, ethnic or national origin, or political belief, has no place within this nursery. Should any person believe that this policy is not being totally complied with, it is their duty to bring the matter to the attention of the manager at the earliest opportunity.

FIRE DRILL

All recommendations made by the fire officer are taken into account when drawing up the fire safety procedures.  This includes length of time taken to evacuate this type of building and the location of the fire. Fire drills are conducted at varying times to ensure that patterns of timings and attendance by children and adults are covered.  Location of fire is varied. All fire control equipment is stored and checked by a regular fire-serving contractor.  All findings are logged and any faults by fire servicing contractor.  Procedure of FIRE ACTION displayed in the nursery enables all persons on the premises to access them.  All persons on the premises take responsibility for the mobility of the children in their care.  This is achieved by regular fire drills and off site training is necessary.  The ages and grouping of children complies with the standards and ratio of staff, to facilitate the safe evacuation of the nursery.  All staff is aware of all routes for exiting safely the building and the location of the safe meeting area.  All fire doors are kept open while the security of the premises is achieved.

FOOD & DRINK POLICY
This Setting regards snack and meal times as an important part of the day. Eating represents a social time for children and adults and helps children to learn about healthy eating.  All meals and snacks provided will be nutritious and pay due attention to children’s particular dietary requirements. Consideration is made towards a healthy diet.  Food preparation and kitchen hygiene is always kept to the required standard of the Environmental Health Department.  The food is served in the dining areas on clean tables from individual serving dishes.  All considerations are made regarding cultural, religious, vegetarian or other special menus.  

HEALTH AND HYGIENE POLICY
PERSONAL HYGIENE

Frequent hand washing is essential – the hand basins are child sized and liquid soap and individual paper towels are provided.  The children wash their hands before all meals and always after using the toilet.  If animals/plants are touched hands are washed thoroughly.  Tissues are used for nose wiping.  Soiled tissues are disposed of hygienically. Children are encouraged to cover their mouths when coughing and sneezing.
CLEANING
Any fluids/spills such as blood, vomit or excrement are wiped up and flushed away down the toilet.  Gloves are worn when cleaning up any spills of bodily fluids.  Hard surfaces are disinfected according to the manufactures instructions. The nursery premises and toilets are cleaned daily each evening.

Toys and equipment are always maintained in a safe, clean manner.  Cleaning materials are kept securely in a cupboard, with childproof locks, in an adult only area. 

HEALTH/ILLNESS AND EMERGENCY POLICY

It is the Setting policy to encourage and promote good health and hygiene for all the children in our care.  The health and safety of children is of paramount importance. This includes monitoring the children for signs and symptoms of communicable diseases such as chickenpox, measles, mumps, rubella, meningitis, hepatitis, diarrhoea, vomiting and fevers of 101oF/38oC or over.  With the welfare of the sick child in mind and in the interests of the remaining children in the nursery, if in the opinion of the staff a child is ill, then the parent/carer will be contacted and requested to collect him/her as soon as possible.  The staff of the nursery must be convinced that the child has returned to good health before re-admitting him/her.  In the case of a serious accident or illness occurring then the parent/carer will be contacted immediately along with the child’s GP and the appropriate action taken.  In the unlikely event of the parent not being available the senior staff member will assume charge and if necessary take the child to hospital along with all relevant details.

HEALTH & SAFETY

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for all our employees, and to provide such information, training and supervision as they need for this purpose.   We also accept our responsibility for the health and safety of other people who may be affected by our activities.  The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are set out in this policy and sufficient resources will be made available to honour our commitment.  The policy will be kept up to date, particularly as the business changes in nature and size.  To ensure this, the policy and the way in which it has operated will be reviewed every year.

LATE COLLECTION

In the event that a child is not collected by an authorised adult at the end of a session/day, the Setting puts into practice agreed procedures.  These ensure that the child is cared for, safely, by an experienced and qualified practitioner who is known to the child. 
 LOST CHILD PROCEDURE (OUTINGS)

Regular head counts are carried out on children throughout the outing.  In the unlikely event of a child going missing whilst on an outing the following procedure will be implemented immediately.

· All staff present will be informed and an immediate thorough search of the area will be made, ensuring that all other children remain supervised throughout.

· If appropriate, on-site security will also be informed and a description of the child/children given.

· In the event of a child not being found, the designated person in charge will immediately inform the police.

· The designated person in charge will then inform the Setting who will contact the child’s parents/carers giving details of what has happened.

· Staff from the Setting will be sent to assist the safe return of the other children.

· At least one member of staff will remain at the scene whilst others return to the Setting with the children.  This member of staff will continue searching for the child/children.

· The remaining member of staff will meet the police and parents/carers when they arrive at a designated point.

LOST CHILD PROCEDURE

In the unlikely event of a child going missing within/from the Setting the following procedure will be implemented immediately.

All staff present will be informed and an immediate thorough search of the nursery will be made followed by a search of the surrounding area, ensuring that all other children remain supervised throughout.

The movement of children between areas of the Setting will be stopped until the child is found.

A staff member will notify the officer in charge, whilst other staff will continue searching.

The officer in charge will carry out a second search of the area.

If the child has still not been accounted for the officer in charge will contact the police.

The officer in charge will also contact the parents/carers of the missing child.

During this period, staff will be continually searching for the missing child, whilst other staff maintain as near to normal routine as possible for the rest of the children in the Setting.

The officer in charge will meet the police and parents/carers.

The officer in charge will then await instructions from the police.

Any incidents must be recorded in writing.

OFSTED must be contacted and informed of any incidents.

NO SMOKING POLICY

The Setting operates a no smoking policy within its buildings and grounds.

When accompanying children outside the Setting, staff are not permitted to smoke.

PARENTS AS PARTNERS

We believe that children benefit most from nursery education and care when parents and nurseries work together in partnership. 

At polkadot is aim is: 

· To support parents as their children's first and most important educators.

· To involve parents in the life of the Setting and their children's education. 

· To support parents in their own continuing education and personal development.

PERSONAL BELONGINGS

All staff, parents/carers and children are encouraged to keep valuable items at home. If they are brought into the Setting then they are to be locked away in the Office.  Management cannot accept any liability for any items lost on the premises.  Parents/carers are asked to clearly label all items of clothing and any other belongings with the child’s name.  Nappies, creams and milk provided by parents/carers for use in the Setting will all be clearly labelled by staff.

PERSONNEL

Setting policies in respect of personnel are governed by the following:

1 Standards and OFSTED Early Years Directorate

2 Compatibility between all members of staff and the building of a good team spirit.

3 Consideration is given to the personal development of each member of staff both by internal and external training to help them achieve their maximum potential.

4 Equal pay for work of equal value and each member of staff feels valued and that their contribution is both recognised and rewarded.

5 A three month probationary period followed by a meeting with their manager and an annual appraisal will be carried out. 
6 The best interests of the children, their welfare, care and development in line with the Ofsted’s Welfare Requirements.
7 We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time.

8 We provide staff induction training in the first week of employment.  This induction includes our Health and Safety Policy and Procedures and Child Protection Policy and Procedures.  Other policies and procedures will be introduced within an induction plan.

9 We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.

10 We use Ofsted guidance on obtaining references and criminal record checks through the Criminal Records Bureau for staff and volunteers who will have substantial access to children.

11 Opportunity to communicate ideas, concerns and observations in an open door environment.

12 Compliance with the current legislation.

13 The provision of a job description for each member of staff.

14 The provision of a statement of terms and conditions for each member of staff.

15 When recruiting members of staff the applicant should be made aware of the policies and procedures, especially those relating to discrimination.

16 Prior to commencement of employment the successful applicant shall be provided with an offer letter (conditional on Criminal Record Bureau clearance) with the job description and induction procedure.

17 Harassment of any member of staff that can be classed as sexual or racial will not be acceptable.  This includes unwanted verbal or physical advances – the key factor in assessing harassment is whether it is unwanted.

RISK ASSESSMENT

No environment will ever be risk-free. The setting needs to consider staff, parents and children when assessing risk.   The setting also needs to strike a balance between the needs of the children to play and their right to be safe.

One way the setting can minimise unacceptable risks is by carrying out regular checks on the environment and the equipment.  This should also include looking at the cleanliness of areas such as the toilets and kitchen.  

SETTLING IN

We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with staff. We also want parents to have confidence in both their children's well being and their role as active partners with the setting. We aim to make the setting a welcome place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families. 

Special consideration for employees
The Setting will appoint the best person for each job and will treat fairly all applicants for these jobs and those appointed.  No applicant will be rejected on the grounds or age, gender, sexuality, class, means, family status, disability, colour, ethnic origin, culture, religion or belief.  Commitment to implementing our Equal Opportunities Policy will form part of the job description for all workers.  We recognise that certain employees such as young persons, new and expectant mothers and persons having a disability require special consideration under The Management of Health and Safety at Work Regulations 1992.  The Health and Safety Policy should have regard to such persons both at the commencement of employment and during the course of it.  The following procedure is therefore set down to achieve this aim.

SPECIAL EDUCATIONAL NEEDS

The Setting is committed to the integration of children with special needs.

This policy sets out the entitlements to the full curriculum and equal opportunities for the development of all of our children with special Educational Needs from all cultures and of both sexes. All children have the right to be educated and develop their full potential alongside each other.  It is a positive experience to be able to share the same opportunities and overcome any difficulties together.  

STAFF DEVELOPMENT & TRAINING
The Setting highly values its staff.  It is in the interests of the Setting, the children and the individual that each staff member is given the opportunity to develop their personal skills to their maximum and to broaden their knowledge and skills in caring for children.

STAFF USE OF MOBILE PHONES

All mobile phones are to be kept in the staff room at all times when staff are working.  Mobile phones will only be used in an emergency and at the manager’s discretion.

STAFFING PROCEDURE

We provide a high staffing ratio to ensure that children have sufficient individual attention and to guarantee care and education of a high quality.  Our staff are appropriately qualified and are checked for criminal records through the Criminal Records Bureau in accordance with Ofsted's requirements.  We aim to ensure that children and their parents are offered high quality nursery care and education.

SUPERVISION OF STAFF

The person in charge is responsible for ensuring all staff is registered to work on the premises.  Ofsted forms are issued and checks carried out, however staff can work in the Setting before these checks are completed as long as they are supervised by registered staff at all times.  All Setting staff will be informed of staff awaiting registration clearance.

TRAVEL PLAN

In line with Warwickshire County Council’s published Workplace Travel Plans, we will take practical measures to encourage and enable staff to choose alternatives to single-occupancy car-use, and promote greener, cleaner travel choices.   We envisage that many of our staff will be recruited from the locality and that they will be able to take advantage from different transport options.  In addition, we shall be offering the benefit of flexible-working practices to benefit both parents and staff.

VISITS & OUTINGS

As part of our curriculum the children are taken for local walks, visits etc. off the premises and permission will be sought for your child to be included in such outings. A staff member shall inform you in advance of any visits or outings involving the transportation of children away from the Setting. The Setting will inform parents whether a school vehicle, private passenger vehicle or public transport will be used.  A full risk assessment will be carried out for each outing. 
    

PAGE  
1

