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1 – Staffing and Recruitment
The person in charge is responsible for recruiting suitable members of staff and ensuring that checks are carried out successfully.

The person in charge is responsible for ensuring all staff are registered to work on the premises. Ofsted forms are issued and enhanced CRB checks carried out. However, staff can work in nursery before these checks are complete as long as supervised by registered staff. 

Unregistered staff must never:

1. Be left unsupervised whilst caring for children.

2. Take children to toilets unless supervised by registered staff.

3. Change nappies unless supervised.

4. Be left alone in a room with children. 

5. Administer medication or first aid. 

It is vital that unregistered staff be made to feel part of the team and participate in every other aspect of the nursery day. 

Recruitment

The nursery will strive by recruitment to ensure that staff levels reflect the community it serves. All vacancies will be advertised as widely as budget will allow. Adverts will include the following statement:

‘Total Tots strive towards equal opportunities’

At interviews no questions will be posed which potentially discriminate against the grounds specified in the statement of intent and all candidates will be asked the same set of questions.

Reviewed – May 2011

1a - Total Tots INDUCTION POLICY 

Purpose
Induction of new staff is an important part of a continuing staff development programme and is essential in order to maintain and develop the ethos of the nursery.  As a nursery, we value all our staff and to this end their successful induction is extremely important. The staff is the nursery’s most valuable resource, and both time and expertise need to be invested in order to fully maximise their potential.  An effective induction process is the initial stage of that investment. 

The nature and content of the induction process will vary according to the type of job within the nursery. The content of the information, people and appropriate documentation need to be outlined. 

It is essential that the programme is structured in such a way as to provide a suitable induction for each individual.  Different requirements and points of entry will be considered according to individual and children’s centre/nursery needs.

Aims
· To allow each new member of staff to acquire the information and develop the skills necessary to carry out their roles effectively. 

· To enable new staff to settle happily into the nursery so that the quality of the experiences and support for the children and families can be maintained and developed. 

· To enable all staff to become an effective member of the nursery team. 

· To ensure there is a system of monitoring and appropriate support in place at various levels depending on the nature of the job. 

· To enable new staff to become familiar with and understand the philosophy of the nursery. 

· To give meaning to nursery documentation. 

Evaluation, review and development
Continuous assessment and evaluation are essential if the programmes are to be successful.  Time for review at the end of the year or first term of induction should allow all concerned to evaluate the process and make modifications if necessary.  In this way successful induction is more likely to be achieved. 

This policy to be reviewed annually. 

Policy date – Sept 2010
Reviewed – May 2011
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2 -  Special consideration for employees
We recognise that certain employees, such as young persons, new expectant mothers and persons having a disability require special consideration under the management of Health and Safety at Work Regulations. The Health and Safety policy should have regard to such persons both at commencement of employment and during the course of it. The following procedure is therefore set down to achieve this aim. 

Procedure  

Any employee requiring special consideration will be assessed by the manager on the induction to the nursery or when their condition or disablement comes to light. The risk assessment relating to the occupation of such workers will be considered at these times and special measures such as training and supervision, modification and medical surveillance if necessary will be agreed upon with the worker. Assessment and reviews will be carried out at appropriate intervals. 

Reviewed – May 2011
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3 - Staff Development, Training and Appraisal Procedure
All staff in the nursery will have the opportunity to develop their skills through training courses.  

We aim to:

· Ensure staffs receive training and experience in any extra roles and responsibilities held.

· Encourage staff to attend external training courses.

· Keep a record of all training attended by each member of staff

· Encourage staff to pass on their knowledge to less experienced team members through training and staff meetings.

· To have staff appraisals every year.

· To promote positive learning culture within the setting.

· Hold staff meeting every two months
Appraisals Procedure

An appraisal will take place with each individual employee on an annual basis.   Appraisal arrangements for new employees will be managed within the induction procedures.  

A meeting is arranged at a mutually convenient time within the employee’s normal working hours.  The discussion will be focused on the headings of the appraisal form, which the employee completes and returns before meeting date.

On the basis of this discussion the agreed main action points and objectives for the year ahead are subsequently noted on the appraisal form by the manager. 

The appraisal form will be signed by the manager and the employee as a correct record of the action points, aims and priorities for the next 12 months. 

The manager and the employee keep a copy.  

The manager will discuss the outcomes of all appraisals undertaken with their line manager.  This is to ensure that resource allocation for future training and development is clearly articulated 

The grievance procedures should be used if a member of staff believes they have received unfair treatment through the operation of this procedure.

Revised – May 2011
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4 – Students

The nursery welcomes the chance to encourage training. We accept student placements and recognise this opportunity to examine and revise our own practice. We will accept two student per session per term. 

This enables staff to give appropriate guidance. 

All students on placement must adhere to the same codes of conduct as permanent staff and this also applies to time keeping and dress codes.  They must fill in and sign a student/work placement profile which is to be kept confidentially by the management. 
Students will be assigned to a member of staff who will supervise their work and explain safety and fire procedures, all students are encouraged to contribute fully to the nursery routine and spend some time in each area. 

Students must not be left alone with children and will only change nappies when supervised. 

Student Signature …………………………….

Staff signature ………………………………..  

Reviewed – May 2011
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5 - Confidentiality Policy

The Nursery’s work with children and parents/carers will sometimes bring us in contact with confidential information. 

To ensure that all those using and working in the nursery can do so with confidence, we will respect the following ways:

Parents will have access to the files of their own child/children but not have access to information about other children. 

Staff will not discuss individual children, other than for purposes of curriculum planning/group management, with other people other than parents/carers of that child. 

Information given by parents/carers to the nursery manager/deputy will not be discussed without permission. 

Issues to do with employment of staff, whether paid or unpaid, will remain confidential to the people directly involved in making personal decisions. 

Any anilities/evidence relating to a child’s personal safety will be kept in a confidential file and will not be shared within the group except with the nursery manager/deputy. 

Students on recognised qualifications and training, when they are observing in the nursery, will be advised on our confidentiality policy and required to respect it. 

All the undertakings above are subject to the paramount commitment of the nursery, which is to the safety and well being of the child. Please see also our policy on safeguarding.

Reviewed – May 2011

[image: image5.jpg]rotal g
& Tots




6 – Admissions and Inclusion Policy
TOTAL TOTS is registered for 62 children

20 Children between 0-2 years

12 Children between 2-3 years

30 Children between 3-5 years

The above statement has been taken from the registration document and is overriding the policy in respect of admissions.  When the application is received priority will be given to those who have been on the waiting list the longest.  Children with siblings who are already with us will also get priority.

Crèche

Sessions can be booked a week in advance depending on availability on nursery numbers in each age group.  Cancelled crèche sessions will have to be paid for unless 24 hours notice is given.

We will not discriminate against any child on the grounds of sex, race, religion, disability, colour or creed.

Inclusion 

At Total Tots we believe that every child matters and it is our goal to welcome all children and where necessary seek to provide additional support and resources to enable the inclusion of all children.

 We believe that all children have the right to high quality care and education, and we aim to do this by:

· Ensuring that every individual will achieve, contribute, feel valued and enjoy learning within our environment.

· To identify and act on barriers which prevent participation.

· To create a positive atmosphere in which children and adults can gain mutual understanding and respect for each other regardless of ethnicity and culture, religion, ability, gender, age and social circumstance.

· To increase awareness of inclusion.

· To promote integrated provision

As a team we promote inclusion on a day to day basis for every child including children who may be:

· Children with special educational needs.

· Children with English as an additional language.

· Children with medical needs.

· Children with physical and emotional needs.

· Children who are asylum seekers and refugees.

· Children from minority ethnic and faith groups.

· Children in care.

· Excluded children.

· Children with behaviour problems.

We have two members of staff who are our named enco workers, they ensure that our setting is fully inclusive and promotes equality throughout.

Revised – May 2011
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7 - Visits and Outings

As part of the curriculum the children are taken for local walks, visits etc. off the premises.  A risk assessment will be carried out by 1 member of staff before the outing takes place. 

Permission is required from parents before any child will be taken on any outings, this is requested on the child’s data form on admission into the nursery 

For more detailed trips, parents are sent out a permission form on which all details of the trip are given. A signature is required before the child will be accepted on the trip.

The adult ratio on a trip is 1 adult 2 children.

All children and adults are registered on and off the trip, with times included. 

The supervisor will always carry the register, accident book, and emergency contact numbers for all children and staff, also a first aid kit and a mobile phone. 

Written itineraries will be given to all parents/carers who are going on the trip. A map may be included. 

Children will wear tabards or badges for group recognition, not with child’s name on.

Each member of staff will have a volunteer parent/carer to accompany them on the trip (larger trips).

The staff members will contact nursery at least once on the trip.

The register will be taken before departure, half way through and arrival back to nursery. Also regular head counts.

     When planning a trip or outing using vehicles, we always ensure we use  registered companies     .  

      If a vehicle is used for outings the following procedure will be followed:

· Ensure that written consent has been obtained from all parents/carers.

· Ensure vehicles fitted with 3 point seat belts, child seats, booster seats and airbags are used correctly.

· Ensure the maximum seating is not exceeded.

· All children will be accompanied by staff members, with appropriate ratios. 

· No child will be left in a vehicle unattended.

Care will be taken when getting in or out of a vehicle. Where possible, the vehicle should be parked away from busy roads and children should enter and exit on the pavement side
Amended - May 2011
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8 - Settling In and Transitions

SETTLING IN

Children can not play or learn successfully if they are unhappy. Our settling in procedure aims to be flexible to suit parents/carers and their children. 

We want children to feel safe and happy in the absence of their parents, to recognise other adults as a source of authority, help and friendship and be able to share with parents their new learning experiences. 

The nursery staff will work in partnership with parents/carers to settle the child into the nursery environment.

Arrangements will be made to visit the nursery so the child can familiarise him/her with the nursery and discuss with parent carer routines, or any important information we should be aware of whilst looking after their child.

After the 1st visit has taken place the child will be allocated a key worker, the key worker will discuss with the parent future visits to ensure the child is happy before she/he starts nursery. Parent/carers will be given an All About Me pack to complete at home, with the child if age appropriate and send back to nursery so the key worker can link nursery to home life.  (See also Policy 9 – Key Workers)

Parents are welcome to call nursery at any time, especially when their child has just started, to check how their child is settling in. 

TRANSITIONS

Children moving up a class will follow a similar procedure with a staff member.  They will start short visits to the next room with a member of staff, gradually building up to a full session before permanently moving up.  The child and parents will be introduced to the key worker.  Room brochures will be given to the family to prepare the child for their next step at nursery.
We aim to fully support children and families in their transition to primary school.  We aim to:

· Obtain a photograph and school prospectus for children to look through at nursery

· Arrange a time for key worker’s and school teacher’s to discuss your child’s development and ways of learning

· Provide you with your child’s learning journey which shows progress and tracks development.  This can be shared with your child’s school teacher.
Revised May 2011
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9 - Key Person
The key person system allows each member of staff a number of children to relate to in an individual way. A key person information letter is given to parents on admission and transition into a new room.  This letter contains information of the key person system and a photograph of the child’s key person.

Key persons will ensure that children develop and follow the curriculum. This does not mean they shadow the child throughout their time at nursery, but they are responsible for creating a special awareness of the needs of each individual child in their key person group. 

Key persons will:

· Assist the child to settle in nursery, keeping a watchful eye in the first few sessions.

· Meet the emotional needs of the child offering comfort and reassurance if the child is any distress.

· Conduct written observations of each child.

· Contribute to the child’s record of achievement. 

· Relay all necessary information and build up a day to day rapport with parents/carers. 
Reviewed – May 2011
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10 - Arrivals and Departures

Parent/Carers are requested to hand the child over to a member of staff. Their attendance will be recorded in the daily register. Any specific information provided by parent carer will be recorded e.g. Medicine during the day.

A staff member must be given details if a child is being picked up early, or by someone else who is not named on the registration form. These details can then be recorded. A photograph of the carer collecting the child would be required, or they must be introduced to the nursery staff prior to collection. 

Any visitors or parents staying in the group (even for a short time) must be signed in the visitor’s book stating time of arrival and departure.

No child will be handed over to anybody unless an agreement has been made with members of staff. 

If the parent/carer is unable to collect a child due to an emergency and nursery has not received prior written notification, a detailed description and password should be given to enable the safe collection of the child. 
Reviewed – May 2011
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11 - Curriculum

We set out to assist all children attending the nursery to attain their maximum potential within their perceived capabilities. An individual record of each child’s development is maintained, showing their abilities, progress rate and whether they are requiring further staff assistance.

Staffs are very aware of the importance of the correct play environment for the child, so that children may develop good social skills and an appreciation of all aspects of this country’s multicultural society. Planning of the learning experience by staff is further designed to ensure as far as practical, equality of opportunity between children.
The nursery follows the Early Years Foundation Stage (EYFS) and plans meaningful and stimulating activities and experiences for children based on observations of individual children.  
We take 20 children aged 0-2 years, with 7 members of staff.
We have sleep facilities (cots/ prams) and low chairs and small tables and chairs for meal times. Our qualified experienced staff in this room will provide a safe, stimulating and caring environment throughout the nursery day. 

The staff in the baby room work hard to follow each child’s individual routine allowing them to feel at home much more quickly. We provide a safe, welcoming, happy and fun environment for your baby to explore. We allow each child to explore their environment at their own pace. We offer a variety of experiences such as sand, water, paint, rice, pasta, jelly as well as a very good variety of toys to help your child explore and develop.

2-3 years 

12 children with 3 staff members.
This room has a variety of resources from large equipment to small world play, this is offered in ten areas of continuous provision.  A daily routine is followed in this room allowing children to take part in a variety of activities with the staff, outside play, music time, creative activities and much more. 

3-4years 

30 children with 4 staff members.
The room has 10 areas for continuous provision and the children are encouraged to access activities of their choice.  Adult led activities are also offered daily.  Staffs liaise with parents to discuss the progress and development of their child. Preschool staffs also collect photos and observations to put in each child’s Learning Journey. 
Reviewed May 2011
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12 - Outdoors

It is our policy that outdoor play is available to all children, in a safe and secure area at every session. 

All garden toys, flooring and equipment adhere to the same safety standards as the indoor equipment, 

It is our aim that free flow outdoor provision will be offered whenever possible.  Correct supervision is given at all times. 

We aim to use the outdoors as an outside classroom and provide activities relating to continuous provision on a larger scale.
Parents are asked to bring suitable footwear and clothing, coats etc. so their child will be warm enough to play outside. 

In summer, our sun safety policy is brought into use. 

All parents are informed of our outside policy. 

Sun Safety 

All parents are asked to provide a sunscreen and sun hat in summer months to keep at nursery.

Both sunscreen and sun hats should be clearly labelled and will be kept in the child’s own tray. 
Reviewed – May 2011
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13 - Selecting Play Equipment

The toys and equipment in nursery provide opportunities for children, with adult help, to develop new skills and concepts in the course of their play. The equipment we provide:

1. 
Is appropriate for ages and stages of the children.

2. 
Offers challenges to develop in physical, social, personal and intellectual skills. 

3. 
Features positive images of people, both male and female, from a range of ethnic and cultural groups with and without disabilities.

4. 
Includes a range of materials, which can be used in a variety of ways, encouraging an open ended approach to creativity and problem solving. 

5. 
Will enable children with adult help to develop individual potential and move towards required learning goals. 

6. 
Conforms to all safety regulations and is well maintained.

7.
Toys and equipment are regularly checked and risk assessed 

8. 
Each room records the resources provided in areas of continuous provision, this is linked to skills and learning children can access in these areas. 
Reviewed – May 2011
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14 - Health and Safety.

Statement

Our policy is to provide and maintain safe and healthy working conditions, equipment and systems of work for employees. We also accept responsibility for health and safety for other people who may be affected by our activities. The policy will be updated regularly.

The nursery displays the ‘Health and Safety Law’ in the office and requires all employee to read and be aware of this

Roles and Responsibilities 

Manager – to ensure procedures are being carried out correctly and to check equipment. 

Deputy – to check risk assessments are regularly updated.

Practitioners should be aware and adhere to the following points:

1. 
No smoking on premises at any time.

2. 
No hot drinks in rooms occupied by children.

3. 
No inappropriate jewellery to be worn during working hours.

4. 
Children will be encouraged to run outside in a safe environment.

5. 
All electrical sockets will be protected by safety plugs, all wires blocked and safety guards on doors where appropriate. 

6. 
All fire extinguishers to be labelled and free from obstruction. 

7. 
Protective clothing shall be worn when preparing and serving food. 

8. 
Never leave dangerous objects around in children’s rooms e.g. scissors.

9. 
Nuts e.g. peanuts are not allowed on nursery premises.

10. 
Any accidents involving bodily fluids are to be reported to a senior first aider. 

11. 
If any member of staff is unwell it must be reported before 7.30 am in the morning. 

12. 
Only qualified nursery nurses will administer medicine. 

13. 
No students will be left unsupervised in a room.

14. 
No staff member or volunteer will be left unsupervised unless police checks are returned. 

15. 
Members of staff will not take a child from the premises unless they have written consent from parents.

16. 
A copy of the fire drill will be clearly displayed, and regular fire drills take place. 
17. 
Staff must always use appropriate equipment when working at heights. E.g. Using step ladders when putting up displays
The management consider this matter of such importance that breach of health and safety procedures by staff constitutes misconduct and will be dealt with as a disciplinary matter. Staff and management must constantly be mindful of their responsibilities individually and collectively for the safety of themselves and their colleagues.
Hygiene

Our daily routines encourage the children to learn about personal hygiene.

We have a daily cleaning routine for the nursery, which includes play room(s), kitchen, toilets and nappy changing areas.

We have a schedule for cleaning resources and equipment, dressing-up clothes and furnishings.

The toilet area has a high standard of hygiene, including hand washing and drying facilities.

We implement good hygiene practices by:

- cleaning tables between activities.

- checking toilets regularly.

- wearing protective clothing such as aprons and disposable gloves, as appropriate.

- providing sets of clean clothes.

- providing tissues and wipes.

Nappy changing
Disposable gloves and aprons are worn by all staff during every nappy change, the changing area will also be anti backed after every single nappy change. And all staff ensure they follow the lifting procedure. We provide paper towels for cleaning changing area to ensure cleanliness  
Reviewed – May 2011
HEALTH & SAFETY POLICY STATEMENT

The Directors place the greatest importance on health and safety matters and undertake to conduct all their business in such a way as to ensure the health and safety of all its children, employees and visitors.

To this end, the nursery will endeavour to create and develop a working environment in which there is an awareness of the vital importance of health and safety and which encourages all employees to participate in developing and practising safe working methods and to have regard for the welfare of themselves and others.

The Directors and senior management are confident that all employees will comply with the legal obligation to act in a safe manner and will fully co-operate with them in matters of health, safety and welfare. Such co-operation will be appreciated.

The person responsible for health & safety at work on a daily basis is Louise Nolan she will ensure, so far as is reasonably practicable, that the company’s policy on health and safety at work is fully implemented. 

The nominated employee’s health and safety responsibilities cover the maintenance of safety records, accident investigations, assessments and inspections. She will familiarise herself with all relevant legislation.

In the nominated person’s absence, Kara Nwidobie-Sharpe will assume the daily responsibilities for health and safety at work. 

The Directors and senior management will ensure that  -

 on joining the company all new employees are given training in health and safety matters including accident reporting, emergency procedures, fire precautions, code of safe conduct and the location of first aid boxes

 provide adequate information, instruction, training and supervision to ensure the health and safety of employees

 employees are familiar with the company’s health and safety policy

 investigate all accidents and carry out assessments and inspections

 ensure the maintenance of good housekeeping standards

 review the safe operation of all work equipment & toys

 regularly inspect the workplace with regard to the suitability of equipment provided for the health and safety of employees, check work methods and practices to ensure safe systems of work and inspect arrangements for the use, handling, storing and transport of articles and substances

 systemically identify and control risks to children, employees and visitors

The directors will review this policy and arrangements for health and safety regularly.

Signed on behalf of Total Tots Lancaster   ………………………………………………………………………..

Date 5th January 2011
14a Risk Assessment Procedure

Risk Assessments are carried out;

· Termly 
· Where the risks directly affects the employees, volunteers, children and visitors to the nursery.

· Yearly for more general risk assessments,
· Following an accident or incident, 

· If circumstances change that warrants a new risk assessment, whichever comes first.

We are required by the Management of Health and Safety at Work Regulations to

carry out risk assessments for all activities. Risk assessments are also required by

other legislation, i.e. COSHH, Manual Handling etc. All staff members must be

aware of all risk assessments and their guidance.

Aim:

To ensure that we protect the health and safety of all our employees, volunteers, children and visitors to the nursery.

Duties:

The Management of Heath and Safety Regulations state that every employer shall make a suitable and sufficient assessment of: 

(a) The risks to the health and safety of their employees to which they are exposed whilst they are at work; and 

(b) The risks to the health and safety of persons not in his employment arising out of or in connection with the organisations work activities. 

Definitions:

Hazard: Something with the potential to cause harm.

Risk: The likelihood of the harm being realised and the severity.
May 2011
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15 - Fire Procedure.

The fire procedure will be displayed in every room.  Collection point for Total Tots is on the field by the garage.  Management will sweep the building on their way out.
All staff will understand the procedure and the roles they have.  Ensuring all children, visitors and staff are escorted to the collection point and checking the registers for all on site.
Fire drills will be held at regular periods, by the control of the children’s centre.  
Reviewed – May 2011
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16 - Lost child procedure

Every child will be marked on the register at the time of arrival to the nursery and time they depart nursery.

1. 
If a child is missing from the nursery a staff member will immediately inform the manager/deputy.

2. 
A thorough search of the nursery will be made, followed by search of the grounds. 

3. 
The manager/deputy will search the above again.

4. 
If a child is still not been accounted for manager/deputy will call parents/carers and police.

5. 
Any incidents will be recorded on an incident record sheet.

6.
Ofsted will be informed of the incident.

Lost child procedure – outings

All staff present will be informed by mobiles. (One member of each group will have a mobile phone) and a thorough search of the area will be made, ensuring that all other children remain supervised. 

If appropriate, on site security will be informed and description will be given.

If a child is not found, designated person in charge will inform the police and the nursery, who will contact the child’s parents.

At least one member of staff will remain at the scene whilst the others return to the nursery with the children. This member of staff will continue searching for the child. The remaining member of staff will meet the police and parents/carers when they arrive at designated point.

OFSTED must be contacted and informed of any incidents.
Reviewed – May 2011
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17 - Uncollected Child Procedure
1 
Inform most senior member of staff if a child has not been collected.
2 
Two members of staff will stay behind.

3 
If at closing time the child has not been collected staff will telephone contact numbers. 

4 
If no contact can be made after 30 minutes Children’s Integrated Services will be contacted on 0800 1950137 or 0845 6021043
5
A late fee will be imposed.
Reviewed – May 2011
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18 - All Day Food Policy

Children are served milk or water each morning and a healthy snack.  This may be toast, cereal or a piece of fruit.

Each child can bring in a labelled water bottle which can be refilled daily and be available at all times.  However, we will encourage children to have a drink after lunch and after playing outside.  

The Nursery aims to provide a healthy lifestyle and high standard of hygiene in its day to day work with children and adults.

All snacks are nutritious and pay attention to the child’s particular dietary needs.  We encourage children of all ages to wash their hands before meal times and after toileting.

When cooking with children as an activity the adults will provide healthy wholesome food, promoting and extending the child’s understanding of a healthy diet.

Snacks and Drinks

· All children will be encouraged to bring a daily piece of fresh fruit for snack that can be cut up into pieces for all the children to share.  There will be a fruit basket in each room for the children to put in their piece of fruit.
· Please do not send in any chocolate or drinks.  (Labelled water bottles only)
· A third of a pint of milk will be available at snack time and water will be available at all other times.
Lunchtime

Nursery meals are well balanced and nutritious.  All meals are prepared freshly each morning.  Details of the weekly menus are on the nursery notice board.  

Birthdays

Children’s birthdays can become expensive.  Also, there may be children in the class who are on diets for medical reasons or with allergies to food additives or nuts.  Some families, for religious reasons, do not celebrate birthdays and other families have chosen not to include sweets into their child’s diet.  To enable us to protect these children, fulfil our healthy eating policy and to celebrate equally, we would ask you not to bring in cakes, crisps, sweets, chocolate or drinks.  (Please see our Celebrating Birthdays Policy)
Food management 

We think meal times should be a happy, social time for the children and staff.  Nursery practitioners will follow these procedures:
· Individual dietary requirement will be respected.

· If a child leaves their first course she/he will still be offered a dessert.

· Staff will encourage good table manners.

· Cultural differences in eating habits will be respected.

· Children will be encouraged to say please and thank you.

· Social conversations will be encouraged. 

· A Child who shows signs of distress at being faced with a meal she/he does not like will have the food removed and an alternative replacement will be made. 

· Menus will be rotated regularly.

· Meal times will not be rushed. 

We will provide fresh milk and water at meal and snack times, also fresh fruit, toast, crackers and bread sticks. 

Parents will be informed if activities involving food are planned, giving them a chance to inform us of any allergies. 
Revised – May 2011

18a.  Breastfeeding, Bottle feeding, Weaning and Sterilising Policy

Total Tots endeavours to support parents in their choices about infant feeding.

Breastfeeding

We welcome breastfeeding on our premises.  Expressed breast milk can be stored in the nursery fridge – this is to be brought in on a daily basis.  Details of feed times and amounts are to be shared between the parent and key person.

Bottle feeding

Infant formula feeds can be made up in the nursery - Practitioners follow the bottle making and sterilising procedure.  Parents to provide the formula milk.  Details of feed times and amounts are to be shared between the parent and key person.

Weaning

When you are ready to start weaning your child, the nursery practitioners will fully support you in this.  We provide baby porridge in the nursery and fruits and vegetables can be pureed in nursery (banana, carrot, potato, broccoli, etc).  As they become more accustomed to solids full nursery dinners are offered (blended, mashed, chopped).  Food will only be reheated once.

Sterilising

Following a feed bottles and feeding equipment are thoroughly washed– see bottle feeding and sterilising procedure.
BOTTLE MAKING AND STERILISING PROCEDURE

MAKING A BOTTLE

· Ensure the surface and your hands are clean.  Make each feed as it is required.

· Follow the instructions on the tin, using boiled cooled water from the flask.

· Put water in the bottle then add the required amount of milk powder.

· Shake well until powder has dissolved.

· Test the temperature of the milk.  To cool the milk run under a cold tap with the teat covered

STERILISING PROCEDURE

· Throw any unused milk away

· Wash bottles, teats and other equipment in hot water using washing up liquid, using a bottle brush for the inside of bottles.

· Rinse thoroughly in clean running water.

· Bottles to be sent home for sterilising. Parents to be informed that the bottles have NOT been sterilised
All feeding equipment is put through a dishwasher cycle daily following lunch.

Any dummies will be sterilised on a daily basis.
Reviewed – May 2011

19 Sick Child and Illnesses (Sickness & Exclusion Policy)
Sickness Exclusion Periods
Total Tots follow the ‘Guidance on Infection Control in Schools and Other Childcare Settings’ set by the Health Protection Agency.  This is displayed on the Parents Notice Board or can be found online at:

http://www.hpa.org.uk/Topics/InfectiousDiseases/InfectionsAZ/SchoolsGuidanceOnInfectionControl/ 

Extra precautions are taken with:

· Hand, Foot and Mouth – a minimum of 24 hours off nursery

· Conjunctivitis – one day exclusion, longer if eyes are still weeping.
Illness

Parents are asked to keep their children at home if they have any infection and to inform the nursery of its nature. This will allow nursery to alert other parents as necessary. 

Parents are asked not to bring into nursery any child who has been vomiting or had diarrhoea, until at least 48 hours has elapsed since the last, even if the child seems well. If the children of staff are unwell, the children will not accompany their parents in nursery. 

Open sores, whether adult or child, will be covered with a dressing.

If a child is prescribed medication the following procedure will be followed:

1. If your child is given prescribed medication (antibiotics) we ask for your child to be given the 1st 48hrs of prescribed medication at home.
2. If possible the child’s parent will administer the medicine, if not the medicine must be stored in the original container, clearly labelled with the child’s name.

3. Follow medication policies.

Sick child
It is the nursery policy to encourage and promote good health and hygiene for all the children in our care. This includes monitoring the children for signs and symptoms of communicable diseases such as chicken pox, measles, mumps, rubella, meningitis, hepatitis, diarrhoea, vomiting and fevers of 101 F/38 C or over.
If a child becomes unwell, whilst at nursery and needs to be kept away from other children, but no-one can be contacted to collect the child, then one member of staff will sit in a room with the child with an observational window, or in a corner of a room, so they are in view of other staff. 

We aim to:

· Inform parents/carers of any current health issues and illnesses in the setting

· Educate parents/carers on the signs and symptoms of childhood illnesses

· Inform parents/carers of the importance of health promotion and how to prevent illnesses (parents notice board and news letters)

Reviewed – July 2011
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20 – Accidents and Emergencies

If an accident occurs it will be recorded on an accident form and the treatment given will be recorded also. The parent/carer will be informed when they collect their child and they will be asked to read the details and sign it.

Should an emergency occur then the parent will be contacted immediately. If we are unable to contact the parent, we will then call the emergency contacts. Should all emergency contacts be unavailable and the child needs immediate hospital attention then an ambulance will be called, or Taxi in less urgent cases.  Total Tots have spare car seats in case of emergency.  The child’s data form, which all parents are asked to sign and return on admission, is taken to the hospital, to show the parent has given permission for emergency medical attention. 

Should a life threatening emergency occur then an ambulance will be called immediately and the assistant supervisor will attempt to contact the parents/carers as above. 

When a member of staff is leaving the premises on an emergency, if they are accompanying a child to the hospital or they are ill themselves, then the person in charge must make sure that the staffing ratio is appropriate for the number of children. There is a list of emergency staff, which should be rung to cover the missing staff member. The person in charge should also keep trying the contact numbers for the child. 
Risk assessments will be carried out following any serious accident or regular occurring incidents/accidents.  Any serious injury or dangerous occurrence is reported to RIDDOR.

Revised – May 2011
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21 - Medication Policy

Parents/carers must sign a medication form daily, giving details of medicine, dosage, and times to be administered. The greatest care will be taken to see that medicines are administered to these instructions.

Staff will administer the medication following the instructions from the medication form from the parent/carer. A signed record of all medication administered shall be made on the child’s individual medications forms and witnessed by another member of staff.  Parents will then initial at the end of the day.

The nursery will administer calpol and teething gels/powders, but only if the parent has given consent on the registration form.

Medication slip

Date …………………………….

Child’s Name …………………………………..

Parents/carers Name ……………………………..

Medication ……………………………….

Dosage 1 ……………………..amount/time 

Dosage 1 ……………………..amount/time 

I, the parent, the main carer of the child named above, give permission for medication (named above) to be given at stated times.

I do state that the medication was prescribed by the child’s G.P. and that the child has received the first 48hrs of medication at home.

Signed ……………………………………………………….
Reviewed – May 2011

Calpol Consent Form

As most parents are aware, children do get high temperatures from time to time. 

As we have a policy on medication it would be helpful if you could tick the appropriate statement below that applies and sign the slip so that we can keep a record of this. 

In case of an emergency when we are unable to contact a relative of a child in our care, we would like to be sure that it’s safe to give Calpol.

Name of child………………………………..

My child does not have allergy to Calpol.

My child does have allergy to Calpol.

I give permission to the above statement.

I do not give permission to the above statement. 

Signed …………………………………

Date …………………………
Reviewed – May 2011
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22 - Smoking, Drinking & Drugs Policy.

This nursery has a no smoking policy.

Anyone on duty will be expected to abide by this policy.

Anyone who is suspected of being under the influence of alcohol or drugs will not be allowed to stay on nursery property.
22a - NO SMOKING POLICY

Policy

It is the Company’s policy that all of its workplaces are smoke-free and that all employees have a right to work in a smoke-free environment and not be exposed to second-hand smoke.  This is also a statutory requirement.  As such, the Company’s business premises are no smoking premises and smoking is prohibited in all areas of the workplace at all times with no exceptions.  This includes company vehicles.

The Company’s policy on smoking applies not only to employees but also to visitors to the workplace, including clients, customers, contractors and suppliers.

In addition, the Company wishes to portray a professional business image to its clients, customers and suppliers when they visit the Company’s business premises. Therefore, employees are not allowed to smoke immediately outside the entrance to or exit from the workplace.  

Implementation

Management are  responsible for the implementation of and compliance with this policy and a copy will be provided to all staff.  All employees are required to adhere to, and facilitate the implementation of, this policy.  Anyone who wishes to report an incident of smoking in the workplace should therefore speak to management.

Non-compliance

Employees who are found to be smoking in the workplace in contravention of this policy will be subject to disciplinary action in accordance with the Company’s disciplinary procedure.  A breach of this policy will be treated as a serious disciplinary offence.  Where the smoking constituted a health and safety hazard, then such behaviour will be treated as potential gross misconduct and could render the employee liable to summary dismissal.

If a client, customer, contractor or supplier does not comply with this policy, they will be warned that they are committing an offence, requested to immediately refrain from smoking and, if they refuse, they will be asked to leave (or will be ejected from) the premises.

Those who do not comply with the smoking ban are also liable to a fixed penalty fine and possible criminal prosecution and they expose the Company to similar action.

Help to stop smoking

Support for smokers who want to stop smoking can be obtained from [the NHS Smoking Helpline on 0800 022 4332 (England)] [the NHS Smokeline on 0800 848484 (Scotland)] [Stop Smoking Wales on 0800 085 2219 (Wales)] [the Smoking Helpline on 0800 858585 (Northern Ireland)] or at http://smokefree.nhs.uk/ or from your local GP’s surgery. 

Reviewed – May 2011
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23 - Equal Opportunities 
The nursery takes great care to treat each individual as a person in their own right, equal rights and responsibility to any other individual whether they may be adult or child. 

Discrimination on the grounds of sex, race, religion, colour, creed, ability, marital status, ethnic or national origin or political belief, has no place in the nursery.  

The Nursery staffs are committed to:

· Encouraging positive role models: displayed through toys, imaginary play, books and activities that promote non stereotyped images. Books will be selected to promote such images of men, women, boys and girls. 

· Encouraging children to join in activities. 

· Regularly reviewing childcare practices.

The nursery aims to ensure that individuals are recruited, selected, trained, and promoted on the basis of occupational skill requirements. In this respect, the nursery will ensure that no job applicant or employee will receive less favourable treatment on the grounds of age, gender, marital status, race, religion or colour, cultural or national origin or sexuality which cannot be justified as being necessary for the safe and effective performance of their work. 

Recruitment

The nursery will strive by recruitment to ensure that staff levels reflect the community it serves. All vacancies will be advertised as widely as budget will allow. Adverts will include the following statement:

‘Total Tots strive towards equal opportunities’

At interviews no questions will be posed which potentially discriminate against the grounds specified in the statement of intent and all candidates will be asked the same set of questions. 

Staff 

All staff are expected to co-operate with the implementation, monitoring and improvement of this and other policies. 

The nursery will strive towards the provision of equal opportunities training for all staff. 
Reviewed – May 2011

[image: image21.jpg]rotal g
& Tots




24 - Racial Harassment

We have a duty to create and implement strategies in the nursery to prevent and address racism.

Such Strategies include:

· The nursery records all racist incidents.

· That all incidents are reported to the parents/carers and when appropriate to the registering authority.

Definition of racial harassment 
“Violence which may be verbal or physical and which includes attack on property and people because of their race, nationality, ethnic origins when the victim believes that the perpetrator was acting on racial grounds and or there is evidence of racism”- (commission of racial equality)

Instances may involve a small or large number of persons, they may vary in their degree of offence and may not even recognise the incident has racial implications; or at the other extreme, their behaviour may be quite deliberate.

Examples of racial harassment

· Physical assault against a person or group of people.

· Derogatory name calling insults or racial jokes.

· Racist graffiti and other written insults.

· Provocative behaviour, such as wearing racist badges.

· Threats against a person or group because of their colour or race.  

· Discriminatory comments including ridicule made in the course of discussion in class. 

· Patronising words or action.

Procedure 

1.
All staff in the nursery should be constantly aware of any racial harassment taking place.

2.
 Staff must intervene firmly and quickly to prevent all forms of racial harassment. Any allegations will be taken seriously and reported to the manager/deputy. 
3. 
Each incident should be investigated and recorded. This record will be available for inspection by staff, inspectors and parents/carers where appropriate. 

4. 
The manager is responsible for ensuring that incidents are handled appropriately and entered in the record book.

5. 
An allegation is substantiated following an investigation, the parents/carers of children who perpetrates and victims should be informed of incidents.

6. 
Continued racial harassment may lead to exclusion. 

7. 
Adults found to be perpetrators must be reported to the manager. 

Nursery staff

All Staff should be alert and should seek to overcome any ignorant or offensive behaviour based on the fear or dislike of racial distinction that pupils or adults may express. 

All Team members have to ensure that they do not express any comments that are racist nor must staff appear to endorse such views by failing to counter behaviour, which is prejudicial in a direct manner. A sensitive and informed approach must be used to counter any racial harassment perpetrated out of ignorance. 

When a member of staff violates this code of practice he/she will be counselled by the manager. It will be explained why the behaviour is unacceptable and what steps will be taken to remedy the situation. At this stage it will be made clear that the content of this discussion will not be used as evidence in disciplinary action. A repetition of this behaviour will result in disciplinary action.
Reviewed – May 2011
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25 – Special Educational Needs Policy
1. Basic information about the settings special educational needs provision.

The aims and objectives of our SEN policy are:

· To provide early years education for every child.  Children should not be excluded or disadvantaged because of ethnicity, culture or religion, home language, family background, special educational needs (SEN), disability, gender or ability.

· Children with special needs have the right to be educated and to develop to their full potential alongside other children.  Everyone stands to gain if all children are allowed to share the same opportunities and helped to overcome any disadvantages they may have to face.

· To ensure that all children are treated as equals and are encouraged to take part in nursery activities throughout the daily routine.

· To recognise any special needs a child may have and ensure all staff are aware of the DFES Code of Practice on identifying and assessment of special needs

· To liaise with outside agencies, effectively using the CAF where appropriate
· To work together with parents/carers and form a good partnership.

Our Special Needs Co-ordinator (SENCO) is Alison Kay and Kara Sharpe 

The SENCO’s role is to:

· Liase with parents and other professionals in respect of children with special educational needs.

· Ensure that appropriate Targeted Learning Plans (TLP) are in place

· Collect, record and update relevant background information about individual children with SEN.

· Ensure that the needs of children with SEN are being included in all aspects of our setting’s planning and practice.

The admissions arrangements for children with SEN are:

· Parents/carers will come and visit the nursery with their child/ren

· The senior management will show the parent/carer around the nursery and provide relevant information

· Parents/carers should inform the setting of any Special Educational Needs at this point.

· Parents/carers will be given an application form.  A date will be arranged for a meeting between the manager, the SENCO and the parents/carers, to discuss the needs of the child at nursery, including number and length of sessions, staff ratio’s, the physical environment.

· When all participants are happy with the provisions provided then arrangements will be made for settling in sessions.

2.  Information about the setting’s policies for identification, assessment and provision for all children with Special Educational Needs

Identification and assessment for children with SEN

We have regard for the Code of Practice on the identification and Assessment of Special Educational Needs.  We have adopted a three phase model and the practice of our setting is described through these stages.

Early Years Action

It is the nurseries responsibility to set out procedures to identify a child who is having difficulties and to take appropriate action to meet the child’s needs.  The staff will observe and record any concerns they have over a child.  The SENCO will be informed and kept updated with the procedure.

When the child has been observed for some time and it is agreed that there is a concern, the SENCO and/or key worker will discuss this concern with the parents.  Together we will decide how to address and monitor the concern and arrange another meeting to review the progress.

All observations will be kept in the child’s own individual folder.

At the planning meeting we will assess the child’s progress.  If there is limited progress, specific targets will be set for the child through differentiated planning or a written TLP.  A date to review will be set.

The child’s progress according to the targets set will be recorded, by observations and samples of work.

At the review meeting we will discuss if the action taken has helped the child or if they need a more structured programme.  If this is so the child will move onto the next stage.

Early Years Action Plus

It is at this stage when outside professionals offer support to the child.  The SENCO will seek parental permission to involve these outside professionals and agencies.  Only when we have the permission of the parents can this stage go ahead.

A planning meeting will be held which will involve parents, SENCO, Nursery Manager, outside professionals and key workers.  The outside professionals will give advice and suggestions on a new TLP for the child.  A date for the next review date will be made.

The progress according to the targets will be observed and recorded.

At the review meeting, we will discuss how effective the programme has been and whether sufficient progress has been made.  If it is sufficient then we can return to early year’s action plus and set out another TLP with input from outside professionals.  If there are continued unresolved difficulties then we will consider a referral to the Educational Psychologist.  The Educational Psychologist will refer the child to the Lancashire Education Authority (LEA) Assessment team who will carry out a formal assessment of the child.

Statutory Assessment

The LEA will carry out a statutory assessment of the child’s special educational needs.  All of the information and observations that have been collected on the child will be given to the Educational Psychologist, as this will provide evidence and show the actions we have taken.

The nursery, parents and outside professionals will be sent forms to submit relevant information about the child.  The LEA will consider this information and decide whether the child should have a ‘Statement of Special Educational Needs’.

If a statement is not necessary then the child will stay at Early Years Action Plus.  If one is necessary then a proposed ‘statement of special educational needs’ will be put together.  This will set out the aims and objectives for the child and the provision required to meet the child’s individual needs.

The nursery and parents will receive a copy of the proposed statement, on which comments may be added before the final statement is drawn up.  We will then receive a final copy which will set out the agreed provision for the child.  The statement will be reviewed every six months up to the age of five and then annually.

3.
Information about the setting’s staffing policies and partnership with other professionals and agencies.

SEN Training

Staff training in relation to Special Educational Needs is met through attendance on county courses and in-service training within our own setting.  The SENCO’s have been on a 5 week course offered by the Pre-school Learning Alliance.  During staff meetings the SENCO will discuss any new policies or procedures and staff can discuss any concerns they may have over children.

Partnership with Parents
At Total Tots we aim to have an open relationship with our parents, so that if we did have any concerns over a child at nursery, an informal meeting would be able to take place, where we could discuss this concern and share evidence and information with the parents.
Before any outside agencies or professionals are contacted, consent must be given by the parents and a written agreement signed.

Any meeting, discussion or decision will take place in the nursery, in a friendly, relaxed manner with the SENCO, nursery manager, parents and any other relevant bodies who have input in the educational provisions of the child.

Parents will be updated with information on how their child is progressing through regular meetings.
Revised – May 2011
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26 - Behaviour Management

We believe children should have set boundaries for their own safety and for the safety of their peers. We aim to set these boundaries to explore and develop their own ideas. Sanctions applied in the case of unacceptable behaviour must take account the age and stage of development of the child.

The nursery staff shall ensure that the parents/carers are fully informed about and support the actions being taken to modify the child’s unacceptable behaviour. In repeated cases of unacceptable behaviour these incidents will be recorded in the incident book.

1. The nursery believes in promoting positive behaviour.

2. We aim to encourage self discipline, consideration for each other, our surroundings and property.

3. By praising children and acknowledging their positive actions and attitudes, we hope to ensure that children see that we value and respect them. 

When Children behave in an unacceptable way 

They will be given one to one adult support in seeing what was wrong and how to cope more appropriately. Where appropriate, this might be accomplished by a period of ‘Time Out’ with an adult. 

· Children will never be sent out of the room by themselves.

· Physical punishment, such as smacking or shaking, will neither be used nor threatened. 

· Techniques intended to single out and humiliate children such as the ‘naughty chair’ will not be used.

· Physical restraint, such as holding, will only be used to prevent physical injury to children or adults and or serious damage to property. Any significant event of this sort will be recorded and the parents/carers will be informed the same day.

· Adults will not shout, or raise their voices in a threatening way.

In cases of serious misbehaviour, such as racial or other abuse and bullying, the unacceptability of the behaviour and attitude will be made clear immediately, but by means of explanation rather than personal blame. 

In cases of misbehaviour, it will always be made clear to the child or children in question that it is the behaviour and not the child that is unwelcome. 

Adults in the nursery will make themselves aware of, and respect a range of cultural expectations regarding interactions between people.

Any behaviour problems will be handled in a developmentally appropriate fashion, respecting individual children’s level of understanding and maturity.

Recurring problems will be tackled by the whole nursery, using objective observation records to establish an understanding of the cause always with parents/carers knowledge and input. 

Adults will be aware that some kind of behaviour may arise from a child’s special needs. 

Anyone with worries or concerns on this matter can discuss it with the manager/deputy at any time, in total confidence.

Behaviour Officers: 
Louise Wade    (Area Manager)

                               
Kara Sharpe
Abigail Baines
Biting 
0-2 years 

At this stage it is difficult to discipline children under 2 years, the main reasons being lack of language and communication skills. 

Practitioners will encourage children with positive behaviour along with the support of parent/carer. 

Practitioners will offer parents support by leaflets/ positive behaviour strategies. 

In a situation where baby/toddler is biting, practitioners will remove the child from the situation and distract the child in another area of play, both parents will be informed and the incident will be recorded for both parents/carers.  

If the biting becomes a regular occurrence, the child who has bitten will have time out with a practitioner.  Discussions with parent/carer will take place with a group leader, to work together on strategies on promoting positive behaviour. All incidents will be recorded for both parents/carers.  

2-4 years 

In a situation where a child is biting, the practitioner will remove the child from the situation and explain to him/her why this behaviour is unacceptable. The child will then be given a chance to explain their actions and encouraged to apologise. The incident will be recorded for both parents/carer. 

If the biting becomes a regular occurrence, the above procedure will be followed.  Discussions with parent/carer will take place with a group leader to co-operate and devise strategies to promote positive behaviour. All incidents will be recorded for both parents/carers

Bullying/Aggressive Behaviour 

Aggressive behaviour and bullying will not be tolerated at Total Tots, towards other peers and adults.

Actions such as: 
· Throwing furniture or toys, 
· Name calling 
· Being physically aggressive.
· Being verbally aggressive or abusive.
We will intervene to stop the child from causing harm to themselves and others in the environment. 

The child will be given time to calm to down in a safe and controlled way. 

The practitioner will discuss with child the negative behaviour and encourage positive behaviour. 

The incident will be recorded and strategies will be discussed with the parent to promote a more acceptable behaviour. 
A behaviour plan may be put in place, to ensure the nursery and parents are working together, on the same targets, to encourage positive social behaviour.  This plan will be reviewed on a regular basis.

Practitioners can signpost parents to the Children’s Centre, if the parents agree to their services being requested.  This will be done through a request for services form. 
Roles and Responsibilities

All staff are expected to maintain high standards of behaviour and act as role models for children, parents and carers in the setting.  The staff will encourage and advise parents on positive behaviour management.  If a member of staff becomes aware that corporal punishment is being used by parents/carers, the member of staff will speak to the parents/carers about acceptable and unacceptable behaviour management and speak to a named child protection officer.

Reviewed – May 2011
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27 - Parental Involvement
The Early Years Foundation Stage states:

“When parents and practitioners work together in the early years setting, the results have a positive impact on children’s development and learning.”  (Positive Relationships, 2007)

We aim to give parents/carers the opportunity to actively participate as partners in policy and procedures, decision making and planning.  We will do this through:

Proving a welcoming setting where:

· Parents are greeted by practitioners
· Parents and practitioners regularly exchange information on their child

· We display photos of staff, children and activities

· We display children’s work and encourage parents to recognise the relevance of it

Communication is vital in the setting and we:

· Encourage parents to review their child’s learning through looking at their record of achievement

· Informal discussions between parent and practitioner on child’s interests and ways to support their development
· Write up daily activities on the white boards

· Display planned activities for the week on the parent’s notice board

· Provide Daily Diary books.  For 0-4years, this is a regular exchange of information between all carers of the child.

· Encourage the use of the comments and complaints box

Parents as Educators/Learners

We aim:


· For parents to work alongside key workers in supporting and extending a child’s learning and development

· For parents to participate in policy and decision making, through discussions and the comments and complaints box

· To give parents information and ideas on how to support their child at home.  For example, how to make a treasure box.

· For observations to be shared between home and nursery

· To offer opportunity for practitioner and parental liason

· To regularly change and update the parent’s notice board.  Provide handouts on activities to do at home, relevant articles from magazines and current issues.

PICo:-  Kara Sharpe  and Debby Hansson
Reviewed – May 2011
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28 - Safeguarding Policy

Statement of Intent

Our nursery wants to work with children, parents and the community to ensure the safety of children and give them the very best start in life.

Aims

1 - Our aims are to:

· Create an environment in our setting which encourages children to develop a positive self image, regardless of race,  sex, language, religion, culture or home background;

· Help children to establish and sustain satisfying relationships within their families, with peers, and other adults;

· Encourage children to develop a sense of autonomy and independence;

· Enable children to have the self confidence and vocabulary to resist inappropriate approaches; and work with parents to build their understanding of and commitment to the welfare of all our children.

2 - Liaisons with other bodies
· We work within the guidelines and use the flow chart set down in Appendix 4 of the Child Protection Policies and Procedures file
· We notify the registration authority (OFSTED) of any incident or accident and any changes in our arrangements which will affect the wellbeing of children.

· We have procedures for contacting the local authority on child protection issues, including maintaining a list of names, addresses and telephone numbers of social workers, to ensure that it is easy, in any emergency, for the nursery and social services to work well together.

· Records of the local NSPCC contacts are also kept.

· If a report is to be made to the authorities, we act within the Local Safeguarding Board guidelines in deciding whether we must inform the child’s parents at the same time.

Methods
1 - Staffing and Volunteering

Our named people who coordinate child protection issues are:
	Louise Wade (Area Manager)

Kara Nwidobie-Sharpe



· We provide adequate and appropriate staffing resources to meet the needs of children.

· Applicants for posts within the nursery are clearly informed that the positions are exempt from the Rehabilitation of Offenders Act 1974.  Candidates are informed of the need to carry out checks before posts can be confirmed.  Where applicants are rejected because of information that has been disclosed, applicants have the right to know and challenge incorrect information.

· We abide by Ofsted requirements in respect of references and police checks for staff and volunteers, to ensure that no disqualified person or unfit person works at the nursery setting or has access to the children.

· All volunteers do not work unsupervised

· We abide by the Protection of Children Act Requirements in respect of any person who is dismissed from our employment, or resigns in circumstances that would otherwise have lead to dismissal for reasons of child protection concern.

· We have procedures for recording the details of visitors to the nursery setting.

· We take security steps to ensure that we have control over who comes into the nursery setting so that no unauthorised person has unsupervised access to the children.

2 - Disciplinary Action
Where a member of staff or volunteer is dismissed from the nursery or internally disciplined because of misconduct relating to a child, we notify Ofsted and Children’s Integrated Services (CIS) so that the appropriate action can be taken.
3 - Training
We seek out training opportunities for all adults involved in the setting to ensure that the staff are able to notice and recognise;

· Signs and symptoms of possible physical abuse, emotional abuse, sexual abuse and neglect.

· That staff all know the procedures for reporting and recording their concerns in the nursery and are able to implement the policies and procedures in the absence of designated member of staff.

· That staff are aware of their responsibility to report concerns to the police and CIS department of the local authority without delay and keep concerns confidential following the guidelines in Child Protection Policies and Procedures file.
All staff within the setting receives training in the introduction to safeguarding and is required to complete the CAF level 1 training on line.
4 - Curriculum
· We introduce key elements of child protection into our curriculum, so that children can develop understanding of why and how to keep safe.

· We create within the setting a culture of value and respect for the individual

· We ensure that this is carried out in the way that is appropriate for the ages and stages of our children within the nursery setting.
5 - Complaints
· We ensure that all parents know how to complain about a member of staff or volunteer, action within the setting, which may include an allegation of abuse.

· We follow the guidance of the Local safeguarding Board and refer to the Child Protection Policies and Procedures file, when investigating any complaint that a member of staff or volunteer has abused a child.

· We follow all the disclosure and recording procedures when investigating an allegation that a member of staff or volunteer has abused a child as if it were an allegation of abuse by any other person.

6 - Responding to suspicions of abuse.
· We acknowledge that abuse of children can take different forms – Physical, emotional, sexual and neglect.
· When children are suffering from physical, sexual or emotional abuse, this may be demonstrated through changes in their behaviour, or in their play. Where such changes in behaviour occur or where children’s play gives cause for concern, the nursery records all concerns.
· Staffs in the nursery take care not to influence the children through the way they speak to them.  The staffs make an accurate record of what was said or the behaviour observed.
· Where a child shows signs and symptoms of ‘failure to thrive’ or neglect, we make appropriate referrals
7 - Disclosures
Where a child makes a disclosure to a member of staff, that member of staff:
· Offers reassurance to the child;
· Listens to the child and gives reassurance that she or he will take action.
· The member of staff does not question the child.
8 - Recording suspicions of abuse and disclosures
All concerns will be recorded on a record of concern sheet.  Staff make a record of:
· The child’s name
· The child’s address
· The age of the child
· The date and time of the observation or the disclosure
· An objective record of the observation or disclosure
· The exact words spoken by the child
· The name of the person to whom the concern was reported, with date and time and names of any other persons present at time of observation/disclosure
· These records are signed and dated and kept in a separate confidential file
· All members of staff know the procedures for recording and reporting
9 - Informing Parents

Parents are normally the first point of contact. If a suspicion of abuse is recorded parents are informed at the same time as the report is made, except where the guidance of Local Safeguarding Board does not allow this and having regard for the guidance given in the Child Protection Policies and Procedures file.  This will usually be the case where the parent is the likely abuser.  In these cases the investigating officers will inform parents.

10 - Confidentiality

All suspicions and investigations are kept confidential and shared only with those who need to know. Any information is shared under the guidance of the Local Safeguarding Board.
11 - Support to Families

· The nursery takes every step in its power to build up trusting and supportive relations among families, staff and volunteers in the group.

· The nursery continues to welcome the child and family when investigations are being made in relation to abuse in the home situation.

· Confidential records kept on a child are shared with the child’s parents or those who have parental responsibilities for the child only if appropriate under the guidance of the Area Child Protection Committee and having regard to Child Protection Policies and Procedures file.
· With the proviso that the care and safety of the child is paramount, we do all in our power to support and work with the child’s family.
When a child is referred to CIS, a CAF should be completed and sent within 48 hours, if one is not already in place.
12 - Existing Injuries

If a child arrives at the nursery with an existing injury, the nature of the injury will be on an existing injury form and signed by the parent.

Contact Numbers
Children’s Integrated Services 
The Hub – 0800 1950137

Emergency Duty Team – 0845 6021043 (out of hours)

CAF team – 01772 530514

OFSTED – 0300 123 1231
Police Station Lancaster – (01524) 63333

Revised – May 2011
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29 - Digital Cameras

The nursery will be using a digital camera to take pictures, to show the development and progress of the children within the setting.  
These images will be downloaded on to the computer and printed to be displayed in the children’s personal files and occasionally displayed on nursery walls, the images will be immediately deleted from hard drive and will not be stored.

Reviewed – May 2011
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30 - Complaints Procedure
If any parent should have cause for complaint they should in the first instance take it up with the child's key worker or a senior member of staff.  If the issue remains unresolved then the manager should be contacted.  All complaints will be recorded by the staff member who takes the complaint.
The manager will be informed of the complaint and will investigate and take any action needed.

All actions will be recorded by the staff member/manager

Complaints will available for parents to read and sign

The manager will then investigate and log it into the complaint file and report back to the parent within three days or sooner if necessary.
If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter with OFSTED. 

OFSTED

Telephone Number: 0300 123 1231
OFSTED 

Early Years

St Anne’s Square

Manchester

Reviewed – May 2011
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31 - Office Policy
Staff can help to prevent health problems by:

· Sitting comfortably at the correct height with forearms parallel to the surface of the desktop and eyes level with the top of the screen.

· Maintaining a good posture.

· Avoiding repetitive and awkward movements by using a copyholder and keeping frequently used items within easy reach.

· Changing position regularly.

· Using a good keyboard and mouse technique with wrists straight and not using excessive force.

· Making sure there are no reflections or glare on screens by carefully positioning them in relation to sources of light.

· Adjusting the screen controls to prevent eyestrain.

· Keeping the screen clean.

· Reporting to their manager any problems associated with use of the equipment.

· Planning work for breaks away from the workstation.

Seating and posture for typical office tasks

· Good lumbar support

· Seat height adjustability

· No excess pressure on underside of thighs and backs of knees

· Foot support if needed

· Space for postural change, no obstacles under desk

· Forearms approximately horizontal

· Minimal extensions, flexion or deviation of wrists

· Screen height and angle should allow comfortable head position

· Space in front of keyboard to support hand/wrists during pauses in typing

· Seat back adjustability

Reviewed – May 2011

32 – Parent Mobile Phone/ Camera Policy
This new policy has been written following recent advice from county.  In order to safeguard children and protect all adults from any false accusations.

Parents are asked to terminate all calls before entering the nursery.  Parents are requested not to use mobile phones or personal cameras on the nursery floor at any time.  Parents are asked not to take any photographs at any time in nursery.
Reviewed – May 2011

33 - Staff Mobile Phone/Camera Policy

This new policy has been written following resent advice from county.

In order to safeguard children and protect staff from any accusations all staff are asked to agree to the following.

Not take mobile phones or personal cameras onto the nursery floor.

Not to take any photographs on personal phones or cameras in nursery.

To give Total Tots number if they need to be contacted in an emergency.
Reviewed – May 2011
34 - Social Networking Sites

This policy has been written in order to safeguard children and protect staff from false accusations. All staff are asked to read and agree to the following:

· Never to publish work related photographs on any internet site including social networking sites (ie. Facebook, Twitter, MSN)

· Never to discuss work related issues on social networking sites

· If you need to speak to a parent concerning their child this must either be on the premises, during official phone calls from work or during official home visits

· Never to access social networking sites whilst on the premises

· To only discuss work related issues in official work emails 

All the above applies even if the parent is a friend or family member. Confidentiality Policies must be adhered to at all times. The following is offered as advice to all staff to further safeguard children and protect staff from false accusations.

· If a parent invites you to be their friend on any social networking sites it is strongly recommended that you refuse the offer
Reviewed – May 2011

35 – Crèche Policy

The following policies apply to all crèche session run at the West End Satellite Centre.  We ask that you adhere to the policies at all times.

Staffing

Crèche Supervisor – Jane Nicholds (Children’s Centre Teacher)

Staffing of Crèches – Total Tots provide the staff for all crèche.  Total Tots aims to keep consistency within the crèches by using the same practitioners whenever possible.  All practitioners have undertaken an enhanced CRB check.

Confidentiality

Staff will not discuss individual children, other than for purposes of curriculum planning/group management, with other people other than parents/carers of that child.  Information given by parents/carers to the nursery manager/deputy will not be discussed without permission. 

Safeguarding

We work within the guidelines of the Lancashire Safeguarding Children Board and follow the flow cart set down in Appendix 4 of the Child Protection Policies and Procedures file.  Any initial safeguarding concern will be recorded in writing, will be shared with the parent/carer (unless we consider this to put the child at more risk) and passed onto the Nominated Safeguarding Officer (Jane Nicholds).  If the child arrives with an existing injury, then the nature of the injury will be recorded on an existing injury form and signed by the parent/carer.  All records will be kept in a locked filing cabinet in the office at the West End Satellite Centre.

Arrivals and Departures

Children’s attendance will be recorded on a register by the crèche workers.  Parents are asked no more than two children are picked up at the same time.  This ensures that information can be shared with the parents on how the child/ren have been during the session.  

Health and Safety

The setting is assessed on a regular basis and risk assessments are in place to ensure the health and safety of all users of the Satellite Centre.  

Fire procedures are displayed in each room.

In the event of an emergency the parent will be informed immediately.

Any accidents incurred by the child shall be recorded in the accident book.

Sickness, Illness and Medication

We follow the guidance set forth in the ‘Guidance on Infection Control in Schools and other Child Care Settings’, produced by the Health Protection Agency.

Children should not attend crèche for 48 hours following a case of vomiting or diarrhoea

If a child becomes unwell during the crèche session, the parent/carer will be notified immediately.

MEDICATION will not be administered by crèche workers.  If the child is on prescribed medication it must have been taken for 48 hours at home prior to attending a session (depending on the nature of the illness).

Equal Opportunities

Each individual, child and adult, will not be discriminated against on the grounds of sex, race, religion, colour, creed, ability, marital status, ethnic or national origin or political belief.

Positive role models will be encouraged through resources, books, play and activities.  Practitioners will seek to overcome any ignorant or offensive behaviour that children or adults may express.

Mobile Phones

Practitioners will not take mobile phones into the crèche sessions.  Parents are not permitted to use mobile phones whilst in the crèche room.

Camera’s and Photographs

The crèche workers will take photograph’s to show development and progress.  These photos will go into children’s learning journeys.  No copies of the pictures will be kept.  Parents are not permitted to take photographs in the crèche sessions.

Behaviour Management

Practitioners will promote positive behaviour and encourage self-discipline, consideration for others 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.

When children display unacceptable behaviour they will be given one on one support to see why they are behaving in this way and given help to cope more appropriately.  It will be made clear that it is the behaviour and not the child that is unwelcome.  The problems will be handled in a developmentally appropriate way, respecting the child’s level of understanding and maturity.

Complaints

If any parent should have cause for complaint, they should in the first instance, take it up with the crèche leader.  If the issue is unresolved then it will go through the following people, in the order stated:

· Crèche Supervisor

· Balmoral Children’s Centre Manager

· Head of Children’s Centre

· Sandylands School Governing Body.

Crèche Staff Responsibilities

In this file you will find information on records you need to keep about the children in crèche as well as either plans or planning sheets for activities in the crèche. 

Children have individual files to record information about them. When the children come to the first session please ask parents to fill in the first two pages and sign the permission sections before they leave their children with you (they can take the third page home and bring it back the next week if they want to or do it then)

Towards the back of each child's file you will find sheets to record observations of children in the crèche to enable us to keep a record of children's learning during their time in our crèches. Please use one sheet per child naming them at the top and dating the observations.  During each session please record something you have observed for each child that they have enjoyed doing, either by themselves, with another child or with an adult. If appropriate take a picture to go with your observation e.g. a photo of them playing well with another child or painting a picture etc. Please do not take more than one photo per session per child if you take more please delete all but the one you want printing. 

Try to write the observation as and when it happens and share it with the parents when they collect them. As you can see the boxes are quite small so the observation only needs to be brief i.e. Sam spent a long time filling and emptying tubs in the water. He kept saying all gone as he emptied them. (add a photo and your done).  Please link observations to the six areas of learning in EYFS (PSED, CLL, PSRN, KUW, PD or CD)
At the end of the course these records and photos will be given to the parents to keep to show what they have done over a number of weeks so please try and make the observations varied!

We will endeavour to make sure photos are printed for the following week and these can be stuck on a separate sheet with just a brief comment. i.e. Sam in the water and the date.

Safeguarding

We work within the guidelines of the Lancashire Safeguarding Children Board and follow the flow cart set down in Appendix 4 of the Child Protection Policies and Procedures file.  If you have an initial safeguarding concern you should 

· Record it in writing on an initial safeguarding concern sheet (kept in the safeguarding file) 

· Share your concern with the parent/carer (unless it is considered to put the child at more risk).  

· Record their response and ask them to sign the form.

· Inform the Children’s Centre Nominated Safeguarding Officer (Jane Nicholds or Janet Atkinson).  

If the child arrives with an existing injury, then the nature of the injury should be recorded on an existing injury form and signed by the parent/carer on dropping them off.  All records will be kept in a locked filing cabinet in the office at the West End Satellite Centre.
Reviewed – May 2011

36 - Total Tots Whistle Blowing Policy

Aim:

To encourage the illumination of any serious concern about practice or behaviour that is detrimental or hurtful to any child’s or adult’s welfare.

This policy applies to all employees, agency staff, students and volunteers.  This policy is in addition to Total Tots disciplinary and grievance procedures.

Confidentiality:

All concerns will be treated in confidence and every effort will be made not to reveal your identity if you so wish.  At the appropriate time, however, you may need to come forward as a witness.

How to raise a concern:

· Voice your concern as soon as you feel you can, the earlier you express a concern the easier it is to take action

· Pinpoint what is concerning you and why

· Approach someone you trust and who you believe will respond

· Make sure you get a satisfactory response

· Put your concerns in writing

· You will need to demonstrate sufficient grounds for the concern.

Where appropriate, the matters raised may:

· Be investigated by management 

· Follow the disciplinary process

· Be referred to the police

· Be referred to the registering body – Ofsted

Some concerns may be resolved by agreed action without the need for investigation.

You will be kept informed on the progress of any enquires.  You will be protected from harassment and victimization, and no action will be taken against you if the concern proves unfounded and was raised in good faith.  However, malicious allegations may be considered as a disciplinary offence.

If you are not satisfied with any action taken and you feel it is right to take the matter outside the company, the following are possible contact points:

· Public Concern at Work (tel: 020 7404 6609)

· Your local citizen’s advice bureau

· Relevant professional bodies

· The Police

Reviewed – May 2011

37 – Private Arrangements

The nursery does not encourage employees to partake in private arrangements with paying customers of the nursery (parents).

Total Tots does not have control over your employment and relationship with its staff and therefore cannot be help liable for any loss of damage arising from this agreement.

Although we provide all reasonable training and supervision for all our staff in the care of our employment.

Reviewed – May 2011

38 - Total Tots Volunteer Policy and Procedures

STATEMENT OF POLICY

1. Total Tots recognises the important contribution volunteers can make to the setting and to the achievement of our aims and objectives.  We regard volunteers as a valuable resource and encourage them to get involved at all levels and in all appropriate activities.  We aim to train, support and supervise our volunteers to the best of our abilities and to act quickly and fairly if difficulties arise.

PURPOSE OF THE VOLUNTEER POLICY

2. The purpose of the volunteer policy is to provide overall guidance and direction to staff, volunteers and management.  The policy is intended for internal management guidance only, and does not constitute, either implicitly or explicitly, a binding contractual or personnel agreement.  Total Tots reserves the exclusive right to change any aspect of the policy at any time and to expect adherence to the changed policy.

DEFINITION OF VOLUNTEER

3. A volunteer is anyone who, without compensation or expectation of compensation beyond reimbursement of out of pocket expenses incurred in the course of her/his volunteer activities, performs a task at the direction and on behalf of the organisation.  A volunteer must be officially accepted and enrolled by the organisation prior to performance of the task.  Unless specifically stated, volunteers shall not be considered as employees of the organisation.

VOLUNTEER RIGHTS AND RESPONSIBILITIES

4. Volunteers are a valuable resource to Total Tots and as such have the right:

· To be given meaningful assignments

· To be treated as equal co-workers

· To effective supervision

· To full involvement and participation

· To recognition of work done

5. In return, volunteers agree:

· To perform their duties to the best of their abilities

· To work to the aims, principles, policies, procedures and objectives of Total Tots

CONFIDENTIALITY AND RECORD KEEPING

6. Total Tots keep records of volunteers' activities, including application forms, interview records, references, CRB numbers & date of issue, copies of relevant  qualifications and group supervision notes.  These records are confidential to the volunteer to whom they apply and to those members of Total Tots staff who are involved with the volunteer.

7. Volunteers are responsible for maintaining confidentiality of information within the setting whether this relates to staff, other volunteers, parents, carers, children or other people involved in the activities at Total Tots.  Breach of confidentiality is a serious matter and may result in the immediate termination of the volunteer's work for the setting.

8. Total Tots volunteers must adhere to the Confidentiality Policy, which specifies that all information is kept confidential unless informed consent has been given or there are circumstances to justify the sharing of information without consent.  All volunteers will be provided with training on confidentiality issues as part of their induction or identified training needs.

REPRESENTING TOTAL TOTS

9. Volunteers must seek approval from an appropriate staff member before representing the views of Total Tots to any external body, individual or organisation.  This includes, but is not limited to, statements to the press, joint initiatives with other organisations and agreements involving contractual or financial obligations.

PRINCIPLES OF VOLUNTEERING

10. Voluntary activities should complement and support the work of paid staff, not substitute for it.  Volunteers may be involved in all the activities excluding working in the office environment, due to access to confidential paperwork and computer records.  Volunteers should not be used to replace paid staff or to undermine their terms and conditions of service, either intentionally or unintentionally.

RESPONSIBILITY FOR VOLUNTEERS

11. Total Tots will maintain a register of all its volunteers working in the local community.

12. General responsibility for the Volunteers Policy and Procedures and for all approved volunteers rests with the Manager.

13. Day to day operational responsibility for volunteers rests with the named member of staff to whom the volunteer is assigned, under the direction of the Manager.

VOLUNTEER PROCEDURES

INTRODUCTION

1. Total Tots volunteers give their time freely to provide valuable support to the setting.

2. Volunteers should be at least sixteen years of age and be sufficiently mature to accept responsibility for their involvement with the setting.

3. These procedures cover the recruitment, approval, deployment and support of volunteers who are to assist the work of Total Tots.  Members of staff must ensure that the procedures are followed in all cases.

RESPONSIBILITY FOR VOLUNTEERS

4. General responsibility for all approved volunteers rests with the Services Manager.

5. Day to day operational responsibility for volunteers rest with the named member of staff to whom the volunteer is assigned, under the direction of the Manager.

SCREENING

6. As volunteers may have substantial access to children, screening procedures will be instituted for all Total Tots volunteers.  This will include a check with the Criminal Records Bureau.  Applicants will be warned in advance of the intention to carry out such checks; if they refuse permission their application will not be processed and they will not be approved or used as a volunteer.

7. A criminal record will not necessarily bar an individual from volunteering: the nature of the offence and the length of time that has elapsed will be taken into account.  The final decision on whether to accept a volunteer with criminal convictions will be made by the Manager.

VOLUNTEER DEVELOPMENT

INDUCTION

8. All volunteers will undergo an induction programme.

ON THE JOB TRAINING

9. Volunteers will receive specific task training to provide them with the information and skills necessary to perform their role.  The methods for delivering such training will be appropriate to both the role of the volunteer and their knowledge, skills and abilities.

COURSES AND QUALIFICATIONS

10. Total Tots recognises that volunteering must have benefits for the organisation, local families and the volunteer.  Consequently, wherever practical and possible, volunteers will be given the opportunity to attend internal and external courses and to obtain externally validated qualifications, of which, copies will be kept in their volunteer file.  Any costs associated with such courses will be borne by Total Tots (at the discretion of the Manager).

REVIEWS

11. After the initial review at one month, each volunteer will undergo supervision of their work at three monthly intervals using the Volunteer Supervision Form.  The review will involve the volunteer and their supervisor.  The review will measure the progress against the volunteer's role description.  It is important that the review is a two way process; the volunteer must have adequate opportunity to discuss any concerns or suggestions in an open and frank way.
12. Where possible, exit interviews will be held with any volunteer who leaves Total Tots to determine why the volunteer is leaving and what suggestions they may have to improve the conditions for volunteering.

VOLUNTEER SUPPORT

EXPENSES

13. No volunteer should be out of pocket as a result of volunteering.  Volunteers will be entitled to claim reasonable and legitimate expenses incurred as a direct result of their volunteering activities.  Tickets and receipts must always be provided.  

Reviewed – May 2011

39 – Total Tots Conduct of employees outside work

As a general rule, what employees do outside normal working hours and off the Company’s business premises is of no concern to the Company.  However, there are some exceptions to this rule.  

The Company will become involved where incidents occur:

· At office parties, office drinks or other work-related social occasions or gatherings, whether organised by the Company or by the employees themselves.

· At social occasions, lunches or gatherings organised by the Company’s customers, clients or suppliers where the employee has been invited in their capacity as an employee of the Company.

· Whilst the employee is working away on business on behalf of the Company.

· Whilst the employee is attending external training courses or conferences in their capacity as an employee of the Company.

On these occasions, employees are required to adhere to the following rules:

· Alcohol should be consumed only in moderation, regardless of whether the Company has provided or paid for the drinks.

· It is strictly forbidden for any employee to use illegal drugs.

· Employees should behave in an appropriate, mature and responsible manner, taking into account that they are representing the Company.

· Employees should not use abusive, offensive or inappropriate language.

· Employees should not behave in any way that could bring the Company’s name into disrepute.

· Employees must take specific action to ensure they are well within the legal limits if they are driving and, if driving a company vehicle, they must not drink and drive at all.

Employees must also comply with the provisions of the Equal Opportunities Policy and the Anti-Harassment Policy at such events.

Improper conduct or other unacceptable behavior will not be tolerated and is a serious disciplinary matter.  This includes excessive drunkenness, the use of illegal drugs, unlawful or inappropriate discrimination or harassment, violence such as fighting or aggressive behaviour and serious verbal abuse or the use of other offensive or inappropriate language. Any employee who is found to have breached these rules, or who otherwise brings the reputation of the Company into disrepute, at such an event will be subject to disciplinary action under the Company’s disciplinary procedure.  Depending on the seriousness of the offence, such behaviour may be treated as potential gross misconduct and could render the employee liable to summary dismissal.
Finally, where the employee’s off-duty conduct seriously undermines the trust and confidence that the Company has in them, whether at a work-related social occasion or otherwise, this could result in the employee’s dismissal.  For example, if the employee commits a criminal offence outside employment, the Company will examine whether there is an adverse connection between the offence and the employee’s employment.  The Company will then consider whether the offence is one that makes the individual unsuitable for their type of work or unacceptable to other employees, taking into account the employee’s length of service, status, relations with fellow workers and the effect on the Company’s business and reputation subsequent to a charge or conviction.
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40 – Animals
Any animals brought into Total Tots fro educational purposes will be healthy and kept in a secure and safe place.  Children will not be left alone with animals and handling will only take place if it is considered safe to do so and there are ample members of staff present.

Children are taught that animals are alive and so need to be treated kindly and sensitively at all times.

Residents of Total Tots:

Rabbit – he is kept in his hutch and let out into his run daily.  He is provided with fresh water and food daily and cleaned out once a week.

Fish – We have fish in two classrooms and these are both fed and cleaned out on a regular basis.

Reviewed – May 2011

41, Snow Policy

I think we can all agree there is something magical about the snow, but it does create some problems!  In the bad weather, or more specifically the snow, we will endeavour to keep Total Tots Day Nursery open and operating as normal.  

However, as a number of nursery staff live outside Lancaster or rely on public transport, the normal running of the nursery will depend on staff being able to get to work and for satisfactory staff: child ratios to be maintained.

IF THE NURSERY HAS TO CLOSE WE WILL CONTACT EACH FAMILY BY TELEPHONE INFORMING YOU OF THE SITUATION. GIVING AS MUCH NOTICE AS POSSIBLE.

If the nursery is limited to the number of children, due to staff shortages, I will have to limit the admissions.  In this instance it is very difficult for us to decide who needs the places more than others, so can I ask that if you do not absolutely need your nursery place on that day would you please lets us know.  

Finally, if the weather conditions worsen throughout the day we may take the decision to close early in order to ensure the staff  have a fair chance of getting home safe and sound in poor conditions.  If this is the case we will contact you as early as possible to give you time to arrange for early collection of your child.

Thank you for your co-operation.   

Please check out web page on severe weather days. We will up date the page through out the day to see if there are any changes to opening tines.

September 2011

42, Head Lice Policy

Head lice can affect people from any socio-economic background and ethnicity and do not imply lack of hygiene or cleanliness of the infested person.  

In order to try and prevent other children becoming infected we have the following procedures in places.

· NO child will be excluded from Total Tots because they have head lice.

· We request that all children with long hair wear their hair up to prevent the spread of head lice.

· We request that parents check their children’s hair once a week with a special head lice comb to aid early detection.

· Please inform the nursery immediately if you discover that your child has head lice, so we can notify other parent’s. Confidentiality will be respected.

· We advise parents to seek effective treatment from their pharmacist.

· If children are showing signs and symptoms of head lice such as an itchy scalp or live lice are observed. Parents will be informed and strongly advised to check & treat the whole family.  

Further information can be found at NHS Direct web page.

July 2011
43, Celebrating Birthdays Policy
Aim
We aim to celebrate each child’s Birthday in the way that does not compromise the settings health eating/all day food policy or the dietary needs of any child, therefore cakes should not be brought into the setting.

Instead the following will happen:-
On the day of your child’s birthday, or a day in their birthday week, Total Tots practitioners and peers will celebrate the birthday of a child by:-

· Playing party games 

· Singing Happy Birthday 

· Child can wear Happy Birthday hat 

· Gift & card will be sent home with child from nursery 
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