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POLICIES AND PROCEDURES

ACCIDENT/INJURY POLICY
The safety of your child is paramount and I will take every measure I can to protect your child from hurting themselves. However sometimes accidents do happen and if an accident does occur while your child is in my care I will:
· Comfort the child and reassure them.
· Assess the extent of their injuries and if necessary, call for medical support/ambulance.
· Carry out any first aid procedures that are necessary and that I have been trained to do.
· Once the child is more settled I will contact the parent/guardian as soon as possible to inform you of the accident and if necessary to ask you to return to care for your child/ meet me at the hospital.

After every accident, however minor I will:
· Complete a report in the medical app. 
· Parents will be automatically notified. 
· Ask you to keep me updated on your child if necessary*.

If the incident requires any medical treatment, then I will:
· Inform Ofsted (under Standard 14.3 Children Act regulation, inform Ofsted about any significant events within 14 days- documentation via notification form on the website).
· Inform my Insurance Company.
· Contact PACEY/ Early Years for additional advice/support.
· I will inform (Health & Safety Executive) of any serious reportable accidents or injuries / death of a child whilst in my care and act on advice given.





If your child has had an accident/injury away from my setting, please inform me of this as I need to record any existing injuries and may need to consider how best to care for your child.

*It is important that you keep me informed regarding your child’s condition following an accident and if you have sought medical advice.
There is always a paediatric first aider in the setting, (Consistent with the practice guidance for the EYFS). I will have a first aid box which meets the children’s needs.



















ALLEGATION OF ABUSE POLICY
Meassures are put in place in the setting to protect ourselves against abuse: 
· Ensuring everyone over 16 is DBS checked and on the update system. 
· Ensuring all visitors do not have unsupervised access to the children.
· Ensuring, where possible, that no workmen are booked to carry out any work during opening hours, unless it is to repair an emergency service or for health and safety reasons.
· Document every accident/incident that occurs whilst in my care, informing parents.
· Noting any marks on the children when they arrive and asking parents to inform us of any accidents that have occurred whilst outside my care.
· Ensuring the children are supervised at all times as set out in the Statutory Framework for the EYFS. Section 3.27.
· Keeping accurate records of each child.

However sometimes allegations are made and in this unfortunate situation we will follow the procedure detailed below, in order to gain support and professional advice:
Contact:
· LADO- Children’s Safeguarding Officer (Winsome Collins).
· Ofsted, within 14 days of the allegation being made. 
· Insurance Company
· Solicitors (provided by insurance company)

Detailed records of all incidents will be maintained,  including what was said and by whom, with times and dates.




I will ask any witnesses (if there were any) to also write a statement detailing the incident they witnessed and giving their contact details in case it needs to be followed up by the authorities.

If you have any concerns regarding this procedure, please do discuss them with the nursery manager or Director. 










BEHAVIOUR MANAGEMENT POLICY
Children have their own personalities and feelings. From time to time they can get angry, frustrated, defiant or upset. It is natural for some children to exhibit these behaviours, particularly when their routines are changed and specially when transitioning from being at home with carers to going to a childcare setting, toddler group or school.
When these behaviours are displayed, we will work with the child and the carer on how to help the child manage their behaviour appropriately. We will encourage children to display appropriate behaviour by using “positive reinforcement” this includes:
· Rewarding good behaviour. Rewards such as stickers, high fives, certificates or just a simple “well done” and lots of praise will suffice. Rewards do not have to be chocolate and sweets.
· Rules will be age appropriate and will be explained at the child's level of understanding.
· Consistency. The more children are exposed to certain rules and behaviours they will learn for themselves what is and is not acceptable.
· Building a child’s self-esteem. Offering lots of attention and approval of good behaviour will help with a child’s esteem.
· Setting a good example, being a good role model.
· Listening to what children have to say.
Talking and reassurance actions will enable the child to recognise his/her feelings and will be able to manage them; however, all children will misbehave at some time. We have developed several different strategies on how to deal with a child misbehaving and use different ones depending on the age/stage of ability of the child and the situation:
· Distraction. Remove the child from the situation and give them an alternative activity.
· Ignore. Depending on the situation I may ignore the bad behaviour if we feel it is being done to get a reaction.



· Discuss with Child. If the child is able to understand we will discuss their behaviour and try and get them to appreciate the consequences of their actions on others. We will inform them that it is their behaviour that we do not like, not them.
· Time Out. Removing the child from the activity and sitting them quietly for a few minutes.
· Removal of treats.
· We will never smack, shake or hurt your child. We will not humiliate your child. We will never threaten corporate punishment.

If a child misbehaves, We will inform you at the end of the day or ring you later after collection. Some children can become upset if the incident is retold in front of them. We will also inform you of how the matter was dealt with. In most cases the matter will not require any further action.
We will only ever use physical intervention to manage behaviour if it is necessary to prevent personal injury to the child, another child or an adult. We would inform you if this occurred and record it in the incident book.
If your child has certain requirements with behaviour management, please discuss this with the manager or Director, so we can work together on ensuring that your child receives exactly what is required.

 If you also wish to discuss any of this policy with the Director or Maager please do not hesitate to contact us. 






BITING POLICY
Biting can be an uncomfortable subject for parents of both the biter and the child who is bitten. We hope that this policy will explain how we deal with biting in the setting. Please do discuss any concerns you may have regarding this issue with the manager.  
Children bite for a variety of reasons. This may be because they are teething, frustrated, exploring using their mouth, asserting their independence and wanting to gain control, maybe of a toy or they could be stressed. It may also be because they want to gain attention.
We will work with you and your child to establish when and why they are biting. We will observe the child closely to see if certain conditions or situations trigger the behaviour and then work with them to try and avoid the incidents occurring. This may involve altering the child's routine, giving them more one-to-one attention, purchasing additional resources so sharing is not such a major issue.
We will ensure that if a child is bitten that they are comforted and given lots of attention. We will ensure that any first aid is applied correctly if required and the incident will be recorded and parents asked to sign.
If your child bites then we will remove them from the situation. We will explain to them, according to their age and understanding, that biting is unacceptable behaviour. For younger children this may be by tone of voice and facial expressions rather than lots of words.
It may be necessary for us to exclude the child from an activity and use 'time out' until they are calm enough to return. We will also encourage the child to apologize to the child they have bitten and work with them to develop strategies to help them deal with the reasons.
Many children go through a stage of biting, please don't be alarmed it doesn't last forever!


BULLYING POLICY
We will not permit any form of bullying in the setting which includes:
· Physical: pushing, kicking, hitting, biting etc.
· Verbal: Name-calling, sarcasm, rumor spreading and teasing.
· Emotional: Exclusion, ridicule, humiliation, tormenting.
· Racist: taunts, graffiti and gestures.
Being bullied can result in the victim having depression, low self-esteem, shyness, poor academic achievement, isolation and in extreme cases threatened or attempted suicide.
If a bully is left unchecked, they will learn they can get away with violence and aggression. A bully has a higher chance of acquiring a criminal record and not being able to have good relationships when they become an adult.
If we have any concerns that a child in our care is being bullied or is bullying, we will discuss the matter with the parents/carers immediately. We will work with you to support your child to resolve the problem.
If your child is being bullied:
· We will reassure them that the bullying is not their fault.
· Tell them that we care about them.
· We will give them lots of praise, encouragement and responsibilities to help them feel valued.
· We will work with parents/carers to help the child to develop techniques to deal with the bully, i.e.: assertiveness, walking away etc.
If your child is the bully:
We will reassure your child that we care about them but it is their behaviour we don't like and we will work with them to help change this. We will work with your child to find ways to make amends for their actions. We will develop a reward structure for good behaviour. We will discuss the matter with you, not in front of your child, to see if there are any problems that may have triggered the bullying.




If you have any concerns regarding your child please discuss them with the manager as soon as possible. It is much better to deal with these problems before they become major issues.

PHYSICAL CONTACT POLICY
As Ofsted registered carers we are aware that some children like to be affectionate and show it through hugs, kisses etc. others are not so tactile. We are happy to hug, or hold hands, or tickle etc. your child providing both you and your child are happy with this. We would never force a child to do any of the above if it made them feel uncomfortable.
We will restrain a child only if they are at risk of inflicting harm on themselves or others. We will separate children if they are fighting. We will restrain a child if they try and run into the road etc. If we do need to restrain your child we will document it in the incident book and ask you to sign the record. This is to protect all parties. 
We will also need to have some physical contact with your child in order to ensure hygiene routines are carried out. For example, the washing of hands and wiping of noses. We are happy to assist with toileting according to the age and stage of ability of the child and to change nappies if required. If necessary, we will change a child's clothes if they have had an accident.




COMPLAINTS PROCEDURE
As a registered Early Years Provider, we work in close partnership with parents to ensure the needs of the children are being met. If there is any aspect of the service we proide that you are not happy with or would like to discuss, then this can be done either verbally or in writing so that we can resolve the matter quickly.
It is a condition of my registration under the Statutory Framework for the EYFS, to investigate all written complaints and notify the complainant of the outcome within 28 days of the receipt of the complaint.
You will receive a copy of Ofsted’s Parent Poster which introduces Ofsted's childcare responsibilities and gives Ofsted contact details should you need them.
If we do receive a formal written complaint, the Director will inform Ofsted within 14 days that a complaint has been made. The director will investigate all complaints and notify the complainant of the outcome of the investigation within 28 days.
We will record details of the complaint, outcome and any action taken. This record will be kept for a reasonable amount of time. As a child can take further action against me until they are 21 we will endeavor to hold records until this date passes. 
Confidentiality will be maintained, but as required, we will provide Ofsted, on request, with a written record of all complaints within a specified period and the action taken as a result of each complaint.
We will record the following information
· The name of the person making the complaint.
· The date and time of the complaint
· The nature of the complaint.
· Agencies involved with complaint.
· Details of any investigation and any correspondence with complainant/other agencies.
· Outcome of complaint and any action taken as a result.





As a registered setting we are inspected by the Office for Standards in Education (Ofsted) against the Welfare Requirements. A copy of the Welfare requirements can be obtained by contacting Ofsted or by going on their website.
If the complaint cannot be resolved or if the complaint is of a serious nature and you feel you cannot discuss it with me please contact Ofsted. 
Contact details for Ofsted’s regional office are: Early Years, OFSTED, 3rd Floor, Royal Exchange Buildings, St Ann’s Square, Manchester M2 7LA. Telephone 0300 123 1231 Website:
www.ofsted.gov.uk 

We will endeavour to resolve any issues by consultation with parents.













CONFIDENTIALITY
All information on children and families is kept securely and treated in confidence. Information will only be shared if the parents/carers give their permission or there appears to be a child protection issue. All paper records will be kept confidential, and records are kept secure in a lock cabinet.
The details are easily accessible if any information is required for inspection by Ofsted.
All parents will receive a copy of the policies and procedures.
The certificate of registration is displayed and available to all parents.
We are aware of my responsibilities under the Data Protection Act 1998 and the Freedom of Information Act 2000.
W maintain up to date records of parents’ and emergency contact details, the contact details of the child’s GP and appropriate signed consent forms.
We will keep all information confidential and will not disclose this without parents’ consent, except as required by law, for example, if there may be a child protection issue. (Please refer to the Safeguarding Children policy for more details on this).
We expect parents to keep private and confidential any sensitive information they may accidentally learn about the setting  staff or the other children and families  unless it is a child protection issue.
Ofsted may require to my see records at any time.
Parents have the right to inspect all records about their child at any time.


CONFIDENTIALITY
 All  accidents are recorded in the accident tracker with Baby Days App. The director will notify Barclays insurance company, of all accidents which may result in an insurance claim, e.g. an accident involving a doctor or hospital visit. They will log an acknowledged receipt  to enable a claim number to be allocated.
The Director will inform Ofsted, the local child protection agency and the Health and Safety Executive of any significant injuries, accidents or deaths as soon as possible.
the total life of the insurance policy is 21 years and 4 months to enable the child to make a claim against the policy at a later date.
All significant incidents are recorded in an incident book (Baby Days) and we will share these with parents so that together we can work to resolve any issues.
If Iwe keep records relating to individual children on the computer we will ask for the parent’s permission. We will store the information securely on the password protected Microsoft 365 cloud. 
W take digital photographs or videos as part of observations; after parents consent. We will not distribute or publish any images of your child without your consent.  Photos taken using a mobile phone or digital camera will be uploaded to your child’s password protected file and deleted from the devices. Devises such as mobile phones will have a security PIN so no other person will have access should the phone be lost/stolen We will take all reasonable measures to ensure no other person takes any photos of your child whilst in my care, unless prior permission has been given.
 We have taken the necessary action to register with the Information Commissioners Office (ICO).





ILLNESS AND INFECTIOUS DISEASE POLICY
We will keep all children safe whilst in our care and promote good health and hygiene. We will ensure all children wash their hands with warm soapy water before eating, after outside play and after using the toilet.
We will take every measure necessary to prevent the spread of infection should any child we care for becomes ill. We will promote the use of tissues for children with minor coughs and colds.
If a child becomes ill whilst in our care, We will contact the parent/guardian immediately for them to collect the child. We will ensure the child is safe and comfortable until the parent/guardian arrives. All children in the setting who are excluded due to having an illness or an infectious disease such as stomach upset, chicken pox, measles etc. will be excluded for the time period stated on the “Guidance on Infection Control in Schools and Other Childcare Settings” provided by the HPA. This is in order to minimize the risk of the transmission of an infection to other children or members of the staff.
If a child arrives with a disease or illness, we believe to be infectious or that poses a risk to the other children in our care we will expect the child not to attend the setting until they have been well for the recommended period of time.
If a child is unwell and is unable to partake in the day to day activities or has an effect on the care of other children we will call the parent/guardian to collect the child.
We will only administer non-prescription medication; after permission has been obtained; once during the course of the day, if the child is still unwell, or begins to deteriorate again, We will call parent/guardian to collect.
In accordance with the contractual agreement with parents we will expect to be paid for the child’s place even if they are excluded from the setting due to an illness or infectious disease. 
We will inform the parents of the other children in the setting if a child we care for has a diagnosed infectious disease. Please note that we will not be able to give specific details or give out personal information. 

If we believe a child is suffering from a disease, identified as such in the Public Health (Infectious Diseases) Regulations 1988, We will act on advice given by the Health Protection Agency and inform Ofsted of any action taken.

















MEDICINE POLICY
We have a non-medicine policy (not prescribed). However we will give only one dose of calpol during the day if your child becomes ill and the parent/ guardian is delayed in collecting the child for any reason.  We will also only give such medication with parental permission. For this I will require you to sign a permission form. This will be regularly reviewed to ensure that there are no changes, for example if your child may no longer be able to take some medication or may need an additional form.
We will contact you by telephone/text to check that we can administer this medication. This is to protect your child, you and ourselves.  It is vital that the parents provide information of any medication the child may have had before they arrive in the setting . We need to know what medicine they have had, the dose and time given and the reason why. This is to prevent possible overdose.
If your child has a self-held medication, please obtain an additional one for me to be kept at the setting. Older children can easily forget to bring home an inhaler. What could be a simple puff of Ventolin then turns into a major incident and a trip to the hospital. If your child has acute allergies and carries/needs an Epipen, please discuss the matter with me. We may need additional training to administer these forms of medication.
If your child needs to take medication prescribed by a doctor, please discuss this with the nursery Manager . If your child has been prescribed antibiotics or a new medication, please ensure your child has been taking the medication for at least 24 hours, before bringing them to the setting. If your child is on a course of antibiotics, or a new medication that needs to be administered whilst in my care, you will be required to sign a specific consent form.
All medicine provided to the setting and requested to administer must be in its original bottle/container and not decanted. It must have the manufacturer’s guidelines on it, for prescription medication I must also have the details from the Doctor/pharmacy.
We will ensure that all medication given to me will be stored correctly and we will check that it is still within its expiry date. All medication will be stored in a cupboard away from children or located in the fridge, (children do not have access to the kitchen).


All medication given will be recorded including medicine given within 5 hours of your child’s arrival and this will be signed by the parents at the end of the day.
If you have any concerns regarding medication please do not hesitate to discuss them with the nursery manager.



MEDICAL PROCEDURES POLICY
We have received specific training to carry/ provide care for the following conditions:
Allergies
Asthma
Bites & Stings
Bone, Muscle & Joint Injuries
Burns
Choking
Diabetes
Ear Injuries
Eye Injuries
Head Injuries
Nose Injuries
Poisoning
Seizures
Wounds & Bleeding

The welfare of your child is paramount, therefore, if we are unsure about the procedure or concerned regarding the physical condition of your child whilst in our care, we will contact the emergency services and/or the parents depending on the severity of the situation.
We will obtain written parental permission to seek necessary emergency medical advice. We will document all procedures that we have carried out and ask the parents to sign the record.
We will require that you keep us informed as to the current health of your child and if there are any changes to their condition, treatment or medication.


ASTHMA POLICY
We am willing to care for a child who has asthma and will follow these procedures when caring for a child with asthma:
· We will encourage and help children with asthma to participate fully in activities.
· We will ensure children have immediate access to reliever inhalers.
· We will ensure the environment is favourable to children with asthma.
· We will ensure that I know what to do if a child has an asthma attack to protect the child's welfare in the event of an emergency.
· We will work with parents of children with asthma to ensure that their children are in a safe and caring environment.
· We  will ask parents to tell me about their child's asthma symptoms, how to recognise when their symptoms are getting worse and how to help them take their reliever medicine.
· We will record this information on the child's personal record form.
· We will allow children with asthma immediate access to their reliever medicine whenever they need it.
· We would also request that I am also provided an inhaler to keep within the setting in case the child forgets to bring it back with them or loses it etc.
Please let us know if your child needs to be reminded to take their inhaler and if they need to do it privately (I appreciate that some children are shy about taking their medication in front of others).
We will always inform parents if their child has experienced asthma symptoms and had to use their reliever medicine.
If, after discussion between the parents/carers and the doctor or nurse, it is believed that a particular child is too young to carry their inhaler, We will keep it at the setting at all times.
We require parents to provide written information detailing:
· What asthma medicines the child takes and when.
· What triggers the child's asthma and what to do if the child's asthma gets worse.

· Emergency contact details
We will ensure any spare medicines stored by me are labelled and have not passed their expiry date.

MISSING CHILD POLICY
Out and About
The care of your child is paramount, and we will always try to ensure that they remain with us and safe. However unfortunately sometimes children can become lost in busy places; therefore, we have written a procedure that will be followed in the unlikely event of this happening.
· We will immediately raise the alarm to appropriate people (security/shop staff/police) that we have lost a child and enlist their help to look for them.
·  If it is a secure area such as a shopping centre, we will quickly alert the security staff so they can monitor the exits and possibly check any CCTV
· We will provide everyone involved in the search with a description of the child.
We will reassure the other children with me, as they may be distressed.
· If not already done so, will then alert the police and provide a full description of the child.
· We will then alert the parents of the situation.
We take precautions to avoid situations like this happening by implementing the following measures:
· Ensuring the children hold our hand or the pushchair whilst we are out.
· Younger walkers will be wearing reins/monkey harness.
· Avoid going to places that are overcrowded.
· We teach the children about the dangers of wandering off and of talking to strangers.
Whilst at the setting every measure is taken to ensure your child does not wander out. The entrance gates are lock at all times. In the very unlikely event of a child going missing whilst at the setting we will:
· Search the property thoroughly inside and out.



· We will check all the doors, gates and fences to see where a breech may have occurred.
· If the child has not been found we will immediately contact the police and parents.
· We will fully cooperate with any police investigations and give them all the details.
· Once the child is found we will do our own thorough investigation to find out how the incident occurred and ensure extra measures are put in place.
· Ofsted will also investigate any incidences.








SAFEGUARDING CHILDREN POLICY
Safeguarding is about more than child protection. Child Protection is specifically about protecting children and young people from suspected abuse and neglect. Safeguarding is much wider than child protection. It includes everything an organization can do to keep children and young people safe, including minimizing the risk of harm and accidents and taking action to tackle safety concerns. The use of mobile phones in the settings is not allowed and so is the use of any camera, smart watch. 
It is our responsibility to ensure the safety and welfare of all the children in our care in line with the procedures laid out by my local Safeguarding Children’s Board. (The Safeguarding Children Board is responsible for producing Safeguarding Children Procedures based on national guidelines set out in Working Together to Safeguard Children (Dept. of Education & Skills). It monitors the effectiveness of the Procedures systematically and amends them as it becomes necessary.)
The manager and Deputies have received training on Safeguarding Children (Child Protection) and are aware of the signs and symptoms of child abuse, physical, emotional and sexual abuse, and those of neglect.
If we have reason to believe that a child in our care is being abused in any way a referral will be made to the Greenwich Safeguarding Board and we will report the matter to Social Services, Child protection Team. Please note that under these circumstances we will not be able to keep information relating to your child confidential but will need to share it with Ofsted (within 14 days), Social Services and the Police if necessary.
Please also be aware that it is our duty as carer is to follow these procedures. Anything that we feel justifies a referral will be based on fact. 
Any person who is over the age of 16 a DBS checked and placed on the update system, these checks will be filed away and kept until such time we no longer need them. There will always be a Paediatric First Aider in the setting.



Please see my ‘Allegations of Abuse Policy’.  Please discuss any issues or concerns you have regarding this policy.


SETTLING IN POLICY
We will work with parents/ carers to ensure your child is settled and that you are happy with the care that we are to provide.
We like to arrange a few settlings in sessions for the parents and child. This gives you the opportunity to provide us with lots of information about your child, their likes and dislikes, routines, favourite activities, how to comfort them if they become upset and how they have reacted when left before. It gives us the opportunity to start to build a relationship with you and your child and to understand both your needs and wishes. We will ask you to fill in a small form about your child.
We are happy for you to stay until you feel that your child is settled. Some children do take longer than others to settle and some settle quickly and then become distressed a few weeks into the placement. We will work with you to support your child through this transition period and make it as easy as possible. It is important that you and your child are relaxed and happy in my home and with the care we provide. Some parents find it helpful to call us during the day to find out how their child is. We are happy to take your calls, but we are sometimes not able to talk for long, or even to answer the telephone if we are attending to a child’s personal needs, for example changing a nappy. So please do not panic if you call and there is no answer. We will also be more than happy to call you back if you leave us a message. 
Once we have a signed contract of agreement, you will be given 3 free 1 hour settling in sessions for your child, in which you can leave your child for a short period of time, to ease them into the setting. 
If you have any concerns regarding this policy please discuss them with the nursery manager. 


WORKING IN PARTNERSHIP
We aim to work in partnership with parents and carers to meet the needs of the children we care for.
In line with the EYFS principles, we respect that parents are children’s first and most enduring educators. When parents and practitioners work together in early year’s settings, the results have a positive impact on children’s development and learning.
We treat all children and adults equally and create a welcoming, inclusive environment. We keep up to date about working in partnership with parents and carers and with relevant legislation by taking regular training and by reading relevant publications. All parents receive a copy of the policies and procedures.
We work together with parents to make sure that the care of their child is consistent. We make time for discussion about a child’s needs by sharing information with parents about daily routines and activities in the setting and in the child’s home. Ways of sharing this information can include inviting parents to add to children’s observations in the app,  email, telephone, face-to-face meetings, and informal day to day feedback.
We will discuss any changes which may impact on the child’s development or my ability to care for a child.
The Ofsted registration certificate and the Ofsted poster are displayed for parents which introduce Ofsted's childcare responsibilities and gives Ofsted contact details. You will also receive a copy of the parent poster in your parent pack.
All significant incidents are recorded in an incident book (Baby Days) and will be shared and discussed with parents so that we can work together to resolve any issues.
If you wish us to incorporate a special activity into our routine, perhaps a festival or religious holiday that you celebrate please let us know.
If we have any concerns about your child's behaviour, development, eating etc. We will share them with you and if necessary, work with you to seek support from outside agencies. If you have any concerns or issues regarding the care we 


provide for your child please do let the nursery manager know. Often a concern is a simple misunderstanding that can easily be resolved; un-aired it can fester and become a major issue.


Other settings and agencies
To ensure your child receives consistent care across the board we will ask permission to share information with other settings and agencies. An example of this might be, if your child attends another setting as well as BouncyBees childcare, we would like to have an open channel of communication with the other setting so we can work together, and your child has consistency.


HEALTH & SAFETY POLICY
The Health and Safety of your child is paramount, and we have, therefore, documented the following procedures that we have in place to support this. All toys will be checked and cleaned regularly to ensure they are safe for your child to use. Any broken or hazardous toys will be removed immediately. Children will only be offered toys and resources that are suitable for their age/stage of development.
Risk assessments will be carried out regularly to make sure the setting is safe for the children.  We will report and record any accidents.
We will immediately remove any hazards or faulty equipment. If this is not possible, we will immediately contact the relevant body for assistance e.g. Gas company, for gas odour, Water Company for water leak etc. We will ensure the children have no contact with this area.
We will keep the kitchen very clean, following hygiene guidelines on the storing of food, keeping the fridge at the correct temperature etc.
We will ensure that the children do not have access to any waste, the bins are emptied daily. We do not permit smoking in the premises. We have strict Child protection guidelines in place (see separate policy).
Children will be given instructions about their behaviour while in the community or on outings i.e. holding hands in pairs.
We will have emergency contact details with me at all times should we need to contact the parents. We will work with you to teach the children about safety issues like crossing the road and stranger danger.
We will work with you to teach the children about making healthy food choices and physical exercise. We will restrain a child if they are putting themselves or others in danger, for example running into a road.
If you have any concerns regarding the health and safety of your child please discuss them with the nursery manager.




EMERGENCY PROCEDURE
We will explain the evacuation procedure to all new children and we will carry out evacuation drills every term, so that all children in the setting understand what to do in all emergency eventualities whether this is inside or outside.
Evacuation from inside the premises to the outside
· On the sound of the alarm, the children will be led to the nearest available Refuge Point. A register and emergency contact details will be to account for all children present that day.
· It will cover all eventualities, i.e. floods, fires, or intruders.
· The setting is equipped with 1 fire extinguisher and a fire blanket.
· When all staff and children are accounted for we will call the emergency services. we will then contact parents and inform them of the incident, and they will be asked to collect their child.
· It will be an ongoing process talking to the children about what to do in the event of any emergency event this will also be included occasionally as an activity so the children can move the fire around to different areas and tell me where they think they should go.
Evacuation from outside the premises to the inside
· The children will be led to the nearest available safe room. A register and emergency contact details will be taken to account for all children present that day.
· It will cover all eventualities, i.e. floods, fires, or intruders.
· Doors will be locked and a register will be taken by a dedicated person to check that everyone is inside the building.
· When all staff and children are accounted for the nursery manager will call the emergency services. She will then contact parents and inform them of the incident and they will be asked to collect their child.


EQUAL OPPORTUNITY POLICY
We give all children in the setting the opportunity to reach their full potential. Sometimes this means adapting an activity to the child's ability and stage of development, providing additional resources or giving one child more attention and support than others during a particular activity or routine.
We will ensure the individual needs of all children are met. All children in the setting are given the opportunity to play with all the toys. We try to ensure the toys reflect positive images of children and people from different cultures and with different abilities. Where we do not have the available resources within the setting, we will endeavour to source these, for instance from the toy library.
No child in the settingwill be discriminated against in any way, whether for their skin colour, culture, language, gender, family background, ability or religion. We will challenge any remarks that we feel are inappropriate.
We encourage the children in the setting to learn more about their own culture and to find out about the culture and religions of other children. We do this in a fun way through sharing books, colouring sheets, cooking and eating food from around the world and celebrating special festivals. We will provide resources such as dressing up clothes. We provide opportunities for children to use their home language in play and learning.
We encourage the children to develop a healthy respect of each other’s differences and to value everyone as an individual.
We encourage Parents to share with us any festivals, special occasions or artefacts, which may enhance the children’s learning and understanding.


LANGUAGE POLICY
This policy is for children who have English as a second Language. We have made a commitment to value the language and cultures of all children in the setting. We will endeavour to promote a positive attitude towards bilingualism and provide opportunities for the development of the child's home language.
We understand that:
· Young bilingual learners need time to observe, tune into the new language and try out things that are unfamiliar.
· Children need to have books and stories that have some link with different cultures, clear illustrations, repeated actions and language patterns and offer visual support in the form of pictures, puppets and real objects.
· We need to keep activities practical and need to repeat key vocabulary and phrases.
· We will work closely with the family to ensure the needs of their child are met. We will seek their support to obtain books and resources in their home language. 


TRANSPORT AND OUTINGS POLICY
When taking Children on Outings it is essential that proper planning is done to ensure the safety and welfare of all the children involved. We will obtain written permission for all routine and special outings. Parents will also be informed of special outings i.e. Zoo, Theatre etc.
The safety of your child is paramount and we have, therefore, put together the following procedures regarding the transportation of children in a vehicle.
· We will ensure that children are all safely seated in the stage appropriate seat and seat belts fasten (if travelling by car/bus) before we set of on any journey.
· We will always carry a mobile telephone in case of an emergency.
· We will always carry a First Aid kit in case of an emergency.
· We will never leave a child unattended.
· If your child suffers from travel sickness please let me know immediately.
· We will keep children safe on outings by carrying out full risk assessments which will be renewed on each outing.
· We will take emergency contact telephone numbers for parents, accident and incident forms, medications and forms required by individuals e.g. inhalers.
· We will teach the children about the dangers of wandering off and of talking to strangers. Also about danger of cars and roads in an age appropriate way.



DROPPING OFF AND COLLECTION POLICY
Dropping Off
Please let us know in advance if you intend to arrive at a different time from the contracted one. If you arrive unexpectedly early we may not be ready to care for your child.
If you are late dropping off please ring the bell to inform us of your arrival so we can safely welcome your child. On arrival children will be recorded in the attendance register.
Collection
We will only release your child from our care to adults who we have given written permission to collect them. We will, therefore, need you to provide us with a list of people authorised to collect. 
It is important that you arrive at the contracted time to collect your child; although we know sometimes delays are unavoidable, especially if you are relying on public transport. If you are delayed, for whatever reason please contact the setting and let us know when you expect to arrive. We will normally be able to accommodate the additional care, however if we are unable, we will contact other adults from the authorised list and arrange for them to collect your child. We will    reassure your child that you are on the way and if necessary, organise additional activities.
If we have not heard from you and you are very late we will try and make contact with you. We will also attempt to contact the emergency numbers provided. If we am unable to make contact with anyone we will inform Social Services and follow their advice.
We reserve the right to make an additional charge for late collection, (£1 per minute late)
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