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Confidentiality

CityGates Day Nursery is legally required to hold information about all children and staff using or working with the Day Nursery or Out of School Care. Basic information is used for registers, invoices and for emergency contacts however all records will be stored in a lockable cabinet.

Through their close relationship with children and their parents/carers, the staff may learn more information about the families using CityGates Day Nursery and they are aware that this information is highly confidential and must only be used within this setting.

If any of the information held is requested by outside agencies or anyone outside the setting, the permission of parents/carers will always be sought before any details are given.

However, if a child is considered at risk of harm in any way, our child protection policy will override this confidentiality policy.

Behaviour Management

It is CityGates Day Nursery’s policy to promote positive behaviour, valuing co-operation and caring attitudes. Individual children have a right to feel safe, secure, respected and listened to.

· Positive behaviour will be praised and encouraged

· Staff will role model desirable behaviour through actions and interactions with children and other adults
· The staff will work consistently together to promote positive behaviour within clearly defined preset boundaries 

· The nursery will work in partnership with parents/carers to support children

· Unacceptable behaviour is handled by distraction, discussion and/or withdrawal of the child from the situation.

· Corporal punishment, in any form will not be used

· Bullying in any form will not be tolerated

· The staff will receive regular in-service training on how to handle children’s behaviour

· The nursery has named behaviour management coordinator who will ensure:

· That the staff and parents/carers are familiar with this policy

· That the staff are supported while working with children (including the keeping of ay necessary records)

· Communication will be made with other settings and/or professionals to aid children’s development progress, where this is considered necessary; that this behaviour management policy is adhered to and reviewed annually.

The named Behaviour management coordinator is Belinda Bourne
The nursery aims to provide an environment in which there is acceptable behaviour and where children learn to respect themselves, other people and their environment. By positively promoting good behaviour, valuing co-operation and a caring attitude we hope to ensure that children will develop as responsible members of society.

	The Role of staff


The nursery expects the staff to interact with children and other staff members in order to provide a positive model of behaviour by:

· Speaking to children positively, using warm and friendly tones

· Taking time to listen to children and hearing what they are trying to say

· Interacting with children and their parents/carer, showing interest in them as individuals and in their home circumstances

· Sitting or crouching at the child’s level when talking with them, using eye to eye contact

· Staff should present themselves as calm and confident when dealing with any challenging situations as they arise

· The nursery aims to ensure that children feel that they are valued and respected by praising and encouraging them and acknowledging their positive actions and attitudes

· Opportunities are provided for children to learn to respect themselves, other children and adults and their environment through the routines and activities provided

· The nursery has set boundaries for behaviour. These are both for the child’s own safety and the safety of their peers

· The staff should have a clear understanding of the set boundaries and work consistently with other team members to reinforce the child’s understanding of and compliance with these through praise and encouragement

· Children are helped to learn how to cope with stressful situations more appropriately 

	Observing, Recording and Planning to Support Children’s Behaviour


Where concerns about a child’s behaviour have been identified, it will be necessary for the staff to:

· Observe the child and record the findings

· Work together with parents/carers ensuring that they are aware of how and why the staff may observe and record

· Agree strategies to help with the child’s development – working together with parents/carers where appropriate

	Resolving conflicts


Situations where conflicts arise may be dealt with in different ways dependent on the child and/or the circumstances that have arisen

· A solution to the problem should be negotiated together with both children so that both feel involved with creating a solution

· Wherever possible, the children should be left to try to resolve the conflict by themselves whilst under the close supervision of a member of staff

· The children should be encouraged to make friends – cuddle, shake hands etc

	Specific Interventions


Each room within CityGates Day Nursery has a quiet area, where a child has some time to calm down and reflect, supervised by an adult. ‘Time Out’ should only be used carefully and constructively and as part of a positive approach to prevent behaviours escalating when other strategies have not been successful

Admissions

CityGates Day Nursery promotes the equality and celebrates diversity, through the admissions procedure and the services that are offered and we are committed to eliminating decimation

When a parent/carer makes an initial enquiry a copy of the nursery brochure should be given to them. Parents/carers will be invited to visit the nursery to register their child if they feel that they meet the criteria for admission.

The following points will be taken into account when deciding which children can be offered places in the nursery

· The availability of spaces taking into account the staff/child ratios, the age of the child and the registration requirements

· The date the application was received

· Extenuating circumstances affecting the child’s welfare of his/her family

· And children who are siblings of those already in the nursery

Once an application form has been reviewed the parent/carer will be contacted by the Management to inform them if there is a place available for their child. We will ask for proof of identity (such as current passport or driving licence with photograph) and the child’s birth certificate and proof of child’s residence (medical card or child benefit book)

Once the place has been offered the parent/carer will be asked to confirm their acceptance of the place and terms and conditions

The child will be assigned a key worker who will contact the parents/carers to arrange an initial visit. During this visit, the parents/carers will be asked to complete all registration forms and this will give the parents/carers opportunity to discuss their child’s requirements.

No child can be left at CityGates Day Nursery, without their parents/carers until we have completed registration forms on site

Please see waiting list and child induction policy for further information

Child Protection

OFSTED and local authority requirements are always adhered to in respect of references and police checks for staff and volunteers. All staff employed within the nursery is exempt from the rehabilitation of offenders Act 1974. Volunteers do not work unsupervised

The nursery has named people, which will co-ordinate any child protection issues. 

This person is Annette Baidoo
The child protection co-ordinate will ensure that the staff’s are aware of the child protection procedures for making referrals. The child protection coordinator will also ensure that the staff know and understand the procedures for reporting and recording any concerns.

Records of concerns remain confidential and are shared only with these who need to know. OFSTED will be notified of any incident or accident and of any changes in the nursery arrangements which could affect the well being of children. If a referral is made to social services, reference will be made to the child protection procedures in deciding whether to seek the permission of the child’s parents/carers before making the referral.

All parents/carers will be informed of how to register a complaint about a member of staff or volunteer within the nursery, which may include allegations or abuse.

CityGates Day Nursery has a legal obligation to report any suspicious of abuse to the social services children and families assessment team, which in turn are legally required to investigate such matters.

CityGates Day Nursery primary concern is to provide a safe environment for the children and wishes to work with parents/carers to ensure each child has the very best start in life.

The following guidelines will be adhered to in the event of suspected child abuse

1. Any concerns, the staff may have that a child in their care may be suffering from of abuse, must be reported, immediately, to the Manager/child protection co-ordinator. It must be treated with the strictest confidence and not to be discussed with any other member of staff. The Manager will inform the staff if necessary.

2. Once it has been reported it to the Manager/child protection co-ordinator, staff will be asked to keep a written record of any concerns and factual evidence. 

3. The Manage/child protection coordinator, will refer to the Multi-Agency procedures and guidance file and follow the necessary procedure

4. If the staffs are not satisfied with the Manager’s handling of the situation, they are able to take the matter to CityGates management team (see grievance policy) or go directly to social services.

	Recording suspicious of abuse and disclosures


Staff will make a record of:

· The Childs name

· The Childs address

· The Childs date of birth

· The date, time and place of the observation, incident or discourse 

· A factual record of the observation, incident or discourse 

· The exact words spoken by the child and the adult present

· The name of the person to whom the concern was reported, with date and time 

· The names of any other person present at the time

These records are signed and dated and kept in a separate confidential file. This information will be shared with social services if a referral is made.

	Staff, parents/carers and volunteers


· Adequate and appropriate staffing resources are provided to meet the needs of children

· Applicants for posts within the nursery are clearly informed that the position are exempt from the rehabilitation of the need to carry out checks before posts can be confirmed

· OFSTED and local authority requirements in respect of references and police checks for staff and volunteers are adhered to, to ensure that no disqualified or unsuitable person has unsupervised access to children

· Volunteers do not work unsupervised 
Where a child makes disclosure to a member of staff, that member of staff:

· Offers reassurance to the child

· Listens to the child

· Gives reassurance that she or he will take action 

· Will not promise ‘not to tell anyone’

Some signs to be aware of:

· Changes in behaviour for no apparent reason

· Bruising in unusual places – arms stomach, mouth head, back

· Bruised eyes especially both

· Cigarette burns

· Finger marks

· Bite marks

· Child not using a specific limb

· Weight loss or increase in appetite

Should a child arrive at CityGates Day Nursery with any visible marks, the staff will draw attention to it immediately by asking a question or making a comment. The account must then be recorded and signed by both staff and the parents/carers.

Arrivals & Departures

	Arrival


It is CityGates Day Nursery’s policy to ensure each child and their family receive a warm welcome on their arrival.

Parents/carers are requested to pass on the care of their child to a specific member of staff who will ensure his/her safety.

The staff member welcoming the child immediately records his/her arrival in the daily attendance register. Any specific information provided by the parents will be recorded.

If the parent requests the child to be given medicine during the day the staff member must ensure that the medicine consent procedure is followed.

	Departure


It is very important that a person known to CityGates Day Nursery collects a child.

If a parent/carer is unable to collect their child and the staffs have not been informed, a phone call will be made to the parents/carers to confirm that the person has permission to collect the child. We MUST be informed if someone other than yourself or someone from your child’s collection form is collecting your child. If we are unable to contact the parents/carers, the child will not be released.

If someone unknown to CityGates Day Nursery’s coming to collect a child an agreement must be made between parents/carers and the nursery prior to the collection. We will ask for certain information to identify the nominated person.

It is not enough that the child recognises the person. On departure, the child register must be immediately marked to show that the child has left the premises.

Child Induction
It is vital for a child to be allowed time to settle into a new environment. The nursery provides a warm and welcoming environment where babies and children settle quickly and easily. Parents/carers need to have confidence in their child’s well being and in their role as active partners with them and therefore, CityGates Day Nursery will work closely with them as they are the child’s primary carers. Consideration will be given to the individual needs and circumstances of children and their families.

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

· The nursery is happy for parents/carers to contact it at any time during the day to ask questions about their child’s progress

· A key worker will be allocated to each child and their family, before the child starts attend to allow the child to build a relationship with the person and therefore help to create an environment where each child feels valued and safe

We would recommend the following induction procedure to ensure peace of mind for both child and parents/carers this procedure is flexible and can be adapted to accommodate the needs of each child and their family.

1. Child visits with parents/carers The parents/carers will be asked to complete forms and talk to the child’s key worker about the child’s routine etc

2. Parents/carers stays with child for a short while, says goodbye and then leaves them for a time agreed by both parents/carers and key worker

3. parents/carers brings the child in, says goodbye and leaves them for a couple of hours

4. parents/carers brings the child in, says goodbye ad leaves them for a session

These sessions should be carried out the week prior to the child starting CityGates Day Nursery to ensure the child has recent memories of the staff and other children.

There is no charge for the settling-in sessions.

Complaints & Grievances

If parents/carers have any cause for complaint they should discuss it immediately with their child’s Team Leader. If the issue remains unresolved, the manager should become involved. Any written complaint should be addressed to the manager of CityGates Day Nursery.

The manager will then investigate the complaint, which will be recorded in the complaints log, and report back to the parent within three days.

Written complaints will receive a written response from the manager within 28 days.

The complaints log is available for parents to see on request.

If the matter has not been dealt with in a satisfactory manner, it can be taken to the leadership of CityGates Christian Centre, 316 High Road Ilford Essex IG1 1OW

Tel; 0208 514 0188

CityGates Day Nursery is registered by Ofsted and therefore, complaint as may be taken directly to them]

Ofsted

Royal Exchange Buildings

St Ann’s Square 

Manchester

M2 7LA

Tel: 08456 404040

www.ofsted.gov.uk
Accident & Illness & Medication policy

It is the Nursery’s policy to promote good health and hygiene for all children. It is the Nursery’s responsibility to monitor children for sickness and infectious diseases. Contact details of parents/carers or other authorized adults are accessible to the manager/deputy in the vent off illness or an accident.

Procedures for contacting parents/carers or other authorized adults if a child becomes ill or has an accident at nursery must be discussed with parents/carers when a child starts. Records are kept of any accident that may occur at nursery. A child will not be readmitted back into the nursery until the staffs is convinced that the child has returned in good health. Ofsted will be notified of any infectious diseases, which a qualified medical person considers notifiable.

No medication will be administered to a child without prior signed consent by the parent and also witnessed by two members of staff. Staff must take every precaution against contamination from body fluids of all kinds.

	Disease/Illness
	Minimal exclusion period

	Chicken pox
	For five to seven days from onset of the rash and when no new spots appear

	Cold sore
	Whilst sore and discharging, no exclusion is necessary once the sores are healed

	Conjunctivitis (Sticky eye)
	Exclude until 24houre after first medication is administered

	Diarrhoea and vomiting
	Exclude until diarrhoea and vomiting has stopped for at least 24 hours

	Eczema
	No exclusion necessary unless infected

	Febrile Convulsions
	Exclude until fever is settled and the child is well

	Flu influenza 
	Exclude until feeling better and cough improved

	Glandular fever
	Excluded until medically well

	Hand foot and mouth disease
	No exclusion if well

	Head lice
	No exclusion necessary but refer to GP/ School/nursery for advice if visible treatment is requires as soon as possible

	Hepatitis’s A 
	For young children and those with poor hygiene, at least five days from the onset of jaundice and when feeling better

	Hepatitis B and C
	No exclusion necessary, universal precautions for contact with blood or body substances

	HIV/AIDS
	No exclusion necessary, universal precautions for contact with blood or body substances

	Impetigo
(Children with infection and on antibiotics)
	Until healed

Children on antibiotics should be off nursery for 48 hours in the onset of having the first dose of antibiotics 

	Measles
	For five days after rash appears

	Meningitis (not due meningococcal infection
	None once better

	Meningococcal disease 
	None once better

	Mumps
	For five days after rash appears

	Psoriasis
	No exclusion necessary provided not infected

	Ringworm (Of the feet)
	No exclusion necessary 

	Ringworm (Of the scalp)
	None once appropriate therapy started by GP

	Ringworm (of other areas)
	None once appropriate therapy started by GP

	Rosella
	No exclusion necessary if the child is well

	Rubella German Measles
	Five days from onset of rash

	Scabies
	Until treated and healed

	Scarlet fever
	Three days from starting antibiotics

	Threadworm
	No exclusion necessary, treatment is recommend

	Verrucae (warts)
	No exclusion necessary cover lesions

	Whooping cough
	Until five days from start appropriate antibiotics and the child is well


Sick children should be cared for at home and therefore should not be admitted to the nursery children should be monitored for signs and symptoms if communicable diseases such as: Chicken pox, measles mumps, rubella, meningitis, hepatitis, diarrhoea, vomiting and fevers of 38°c or over. If in the opinion of the staff a child is ill while at nursery, then the parent will be contacted and request to collect him/her as soon as possible. The manager of the nursery/deputy manager absence must be convinced that the child returned to go good health before re-admitting him/her to the nursery

	Medication


All forms of medication should be prescribed by the doctor and labelled with the child’s name dosage and the time to be given (if appropriate)

· Parents must give written permission on a daily basis for the administration of medication

· This includes inhalers, ointments, creams and teething gels etc, using a medication form this will need to be signed on a daily basis and will specify

· The name of the child

· The dosage to be given

· The times to be administered 

· Times to be administered at City Gates Day Nursery

· The medication should be administrated

A member of staff will sign to acknowledge receipt and safe storage of the medication according to the directions on the container label.

· All medication administrated is witnessed and signed by two members of staff one of which Is a senior member and signature obtained from the parents/carers on collection of their child

· Any medication will remained stored and will be handed directly to the parent/carer at the end of the session/day

Please note children on antibiotics should not come into Nursery for 48 hours of having the first dose

	Serious accidents or illness


In the case of a serious accident or illness then the parent/carer will be contacted immediately along with the Childs GP and the appropriate action taken. In the unlikely event of the parent not being available an ambulance will be called and a staff member will accompany the child o hospital along with all relevant details

In the extreme life threatening circumstances, it may be necessary for two members of staff to take the child to hospital by car at City Gates Day Nursery some cares are insured to carry children, Ofsted and the early years and child care services will be informed

	Minor Accidents


The definition of a minor accident is one that does not require medical attention. Therefore when the accident occurs the staff must take appropriate action and the record the event in the accident file/book the account must be signed by two members of staff and the parent carer. If the child needed medical attention but the situation was not life threatening then a parent/carer would be asked to collect their child and take them to hospital or doctors.
Child Protection

If the event of an allegation being made against a member of staff

The incident must be written by the person making the complaint, including detailed information on the child and times and dates of the incident.

The member of staff concerned would be asked to meet with the manager and Assistant Manager immediately and minutes will be recorded.

Once the matter was discussed, the member of staff would be suspended until further investigation had taken place. This is for the protection of the child and the member of staff.

The manager would inform the child protection team and Ofsted and the matter would be taken into their hands.

Health & Safety Policy

	Statement of intent


City Gates Day Nursery believes that health and safety of Children is of paramount importance. We make our nursery a safe and healthy place for children, parent’s staff and visitors.
	Aim


We aim to make children, parents and staff aware of health and safety issues and to minimise the hazards and risks to enable the children to thrive in healthy and safe environment.
	Methods

Organisation and responsibilities


The member of staff responsible for health and safety is Annette Baidoo, They are competent to carry out these responsibilities. They have undertaken health and safety training and regularly update their knowledge and understanding. We display the necessary health and safety poster in the office and around the nursery all staff may use the nursery telephone to contact the emergency services if necessary

	Risk assessment process includes


· Checking for hazards and risks indoors and outside, and in our activities and procedures, Our assessments covers adults and children

· Deciding which areas need attention and

· Developing an action plan which specifies the action required the timescales for action, the person responsible for the action and any funding required.

· The members of staff responsible for health and safety undertake regular training in risk assessment.

We maintain list of health and safety issues which are checked

· Daily before the session begins

· Weekly

· Fortnightly

· Monthly

· Annually when a review of the full risk assessments are carried out by Annette Baidoo

All members of staff must report faulty equipment to the manager or Deputy
	                            Insurance cover


· Our induction Training for staff and volunteers include a clear explanation of health and safety issues so that all adults are able to adhere to our policy and understand their shared responsibility for health and safety. The induction training covers matters Of employee well being

Including safe lifting and the storage of potentially dangerous substances

· Records are kept of theses induction training sessions and new staff and volunteers are asked to sign the records to confirm that they have taken part

· Health and safety issues are explained to the parents of new children so that they understand the part they play in the daily life of the nursery.

· As necessary health and safety is discussed regularly at staff meetings and supervision

· We have  a no  smoking policy

· Children are made aware of health and safety issues through discussions, planned activities and routines.

	              Children’s Safety


· Only persons who have been policed checked for criminal records by an enhanced disclosure from the criminal Records Bureau have unsupervised access to the children, including helping them with toileting.

· Adults do not normally supervise children on their own

· All Children are supervised by adults at all times

· Whenever children are on the premises at least two adults are present.

	Security


· Systems are in place for the safe arrival and departure of children. The times  of the children’s departure are recorded

· The arrival and departure of adults-staff, volunteers and visitors are recorded

Our systems prevent unauthorised access to our permissions.
Our system prevents children from leaving our premises unnoticed.
The personal possessions of staff and work experience students are securely stored during nursery sessions.

	Doors


We take precautions to prevent children’s fingers from being trapped in doors.
	Floors


All surfaces are checked to ensure they are clean and not uneven or damage.
	Kitchen


· Children do not have unsupervised access to the kitchen.

· All surfaces are clean and non porous

· There is separate facility for hand washing and washing up. Staffs wash their hands before entering the kitchen.

· Cleaning materials and other dangerous materials are stored out of the children’s reach.

· When children take part in cooking activities they are supervised at all times

· Are kept away from hot surfaces and hot water and do not have unsupervised access to electrical equipment.

	Electrical Equipment


· All electrical equipment conforms to safety requirements and is checked regularly

· Our electrical switch/meter cupboard is not accessible to the children

· Electrical sockets, wires leads are properly guarded and the children are taught not to touch them.
· Storage heaters are checked to make sure they are not covered There are enough sockets to prevent over loading

· The temperature of hot water is controlled to prevent scalds
· Lighting and ventilation is adequate in all areas including storage areas

	Storage


All resources and materials which children select are stored safely.

All equipment and resources are stored or packed safely to prevent those accidents or falling or collapsing

	Outdoor area


· Our outdoors area is securely fenced

· Our outdoor area is checked for safety and cleared of rubbish before it is used

· Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides.

· Where water can form a pool on equipment it is emptied before the children start playing outside

· All outdoor activities are supervised at all times.

	Hygiene


· We regularly seek information from the Environmental Health Department and the health authority to ensure that we keep up to date with the latest recommendations

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

Ofsted is notified of any infectious diseases, which a qualified medical person considers notifiable.

· Adults are provided with guidance about the safe storage, movement, lifting and erection of large pieces of equipment.

· When adults need to reach up to store equipment they are provided with safe equipment to do so.

· All warning signs are clear and in appropriate languages’

· The sickness of staff and their involvement in accidents is recorded. The records are reviewed term to identify any issues, which needs to be addressed.
· We have a daily cleaning routine for the nursery which includes classrooms, office staff room toilets and nappy changing areas

· WE have a schedule for cleaning resources and equipment dressing up cloths and furnishings

· The toilet area has a high standard of hygiene including hand washing and drying facilities and the disposal of nappies.

· We implement good hygiene practice by cleaning tables between activities

· Checking toilets regularly

· Wearing protective clothing such as aprons and disposable gloves white aprons for nappy changing Blue aprons for the distribution of food

· Providing clean set of cloths

· Providing tissues and wipes

	Activities


· Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages of the children currently attending the nursery.

· The layout of play equipment allows adults and children to move safely and freely between activities.

· All equipment is regularly checked for cleanliness and safety and for any dangerous items is repaired or discarded.

· All materials including paint and glue are non toxic

· Sand is clean and suitable for children’s play

· Physical play is constantly supervised

· Children are taught to handle and store tools safely

· Children who are sleeping are checked regularly
· Children learn about personal hygiene and safety though the activities we provide and routines we follow

	Food and drink


· Staffs that prepare and handle food receive appropriate training and understand and comply with food safety and hygiene regulations.

· Staff preparing food must wear uniform provided this includes head covering

· All food and drink is stored appropriately

· Adults do not carry hot drinks through the play areas and do not place hot drinks within reach of children

· Snack and mealtimes are appropriately supervised and children do not walk about with food and drinks

· Fresh drinking water is available to the children at all times

· We operate systems to ensure that children do not have access to food/drinks to which they are allergic 

· If child has an allergic reaction either on site or on an outing a first aider follows the procedure for administering medicine (if appropriate) the parent will be informed as soon as possible and in server circumstances an ambulance will be called.

	Records


In accordance with the EYFS statuary framework, we keep records of:

· Adults authorised to collect children from nursery

· The names, addresses and telephone numbers of emergency contacts in case of children’s illness or accident

· The allergies dietary requirements and illnesses of individual children

· The times of attendance of Children, staff, volunteers and visitors

· Accidents and

· Incidents.

In addition the following polices and documentation in relation to health and safety are in place.

	No Smoking


The nursery building and outside area are totally non smoking areas. Staff may not smoke whilst on the premises, nor whilst visibly wearing their uniform.
	Accident and incident books


· Is kept safely and accessibly

· All staff and volunteers know where it is kept and how to complete it

· All accidents/incidents are confidential and any other children involved are anonymous and is reviewed at least half termed to identify any potential or actual hazards.

· Ofsted is notified of any injury requiring treatment by a general practitioner or hospital or the death of a child or adult.

· Any injury requiring GP of hospital treatment to a child, parent, volunteer or visitor is reported to the local office of the Health and Safety Executive.
We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations) we report to the local Health and Safety Executive.

· Any accident to a member of staff requiring treatment by a general practitioner or hospital and any dangerous occurrences.

	Medication Procedure


· Children’s prescribed drugs are stored in their original containers are clearly labelled and are kept in the locked first aid drawer in the office (inaccessible to the children)

· Parents give prior written permission for the administration of medication. The acknowledge the administration of medicine

If the administration of prescribed medication requires medical knowledge individual training is provided for the relevant member of staff/staffs by health professional,

As general rule key workers, manager or deputy could be called upon to   administer medication.

Two people must sign the medication form one must be a senior member of staff 

	Asthma Inhalers


The nursery keeps a written record of who has access to inhalers, how often staff reminded, where they are stored and who can administer them.

	Sickness


Our policy for the exclusion of ill infectious children is discussed with parents using the guidelines from the accident and illness policy

· If a child should become ill at nursery they should be moved to  a quite area with a member of staff the child parent will be contacted in order to arrange collection

	Outings and visits


· We have agreed procedures for the safe conduct of outings.

· Procedures to be followed on outings are contained within our operational plan.

· A risk assessment is carried out before an outing takes place.

· Parents always sign consent forms before outing

· Our adult to child ratio is high normally one adult to two children

· The children are appropriately supervised to ensure no child gets lost and that there is no unauthorized access to children

· Records are kept of the vehicles used to transport children with the named drivers and appropriate insurance cover.

· For those children remaining at the nursery the adult to child ration conforms to the requirements of the Early Years Foundation Stage.

	Animals


· Animals visiting the nursery are free from disease, safe to be with the children and do not pose health risk. A full risk assessment is carried out before children are allowed to contact with any animal

· Any nursery pets are free from any disease, safe to be with the children and do not pose a health risk. Full risk assessment must be carried out.

	Fire safety


Fire doors are Cleary marked, never obstructed and easily opened from the inside.

Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked as specified by the manufacture
Our emergency evacuation procedures are approved by the fire Safety Officer and are:

1. Clearly displayed in the premises

2. Explained to new members of staff, volunteers and parents and practiced regularly at least once every six weeks.

3. Records are kept of the fire drills and the servicing of fire equipment.

	First aid and medication


Staffs are trained in first aid certificate relevant to young children and adults are on the premises or on an outing at any one time. The first aid qualification includes first aid training for infants and young children. All first Aid staff is listed on the office notice board.

	Our first aid kit


· Complies with the health and safety First Aid regulations 1981

· Regularly checked by a designated staff member and restocked as necessary

· Is easily accessible

· First Aid kits are in each room, the reception area and the kitchen

	Medication


· All medication is clearly labelled with the Childs name and 

· is kept out of the reach of the Children,
At the time of admission to the nursery, parent’s written permission for emergency medical advice or treatment is sought. Parents sign and date their written approval.

Equal Opportunities

CityGates Day Nursery will encourage recognition of the value of each individual and will not discriminate on the basis of ethnicity, culture, gender, age, religion or ability. All children will be given the opportunity to develop their full potential and a positive identity.

We will foster positive attitudes towards human diversity and activities will allow the children to develop in an environment free from prejudice and discrimination, with opportunities to acknowledge and value differences between people and families.

Children are provided with opportunities whereby they can develop positive attitudes to people who are different from themselves by;

· Helping children to feel valued and good about themselves

· Ensuring that children have equal access to learning 

· Reflecting the widest possible range of communities in the choice of resources

· Avoiding stereotypes or derogatory images in the selection of resources

· Working in partnership with parents/carers to ensure that the medical cultural and dietary needs are met

· Creating an environment of mutual respect and tolerance

· Helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable 

· Ensuing that the resources and curriculum offered are inclusive to children with special educational needs and children with disabilities

· Ensuring that children whose first language is not English have access to the curriculum and are fully supported in their learning

We recognise the need for an equal opportunities policy in our role as both a source of employment and as providers of child-care.

All staff is aware of the issues relating to equal opportunities and their responsibilities towards the promotion of that policy within CityGates Day Nursery.

Annette Baidoo Is CityGates Day Nursery’s equal opportunities coordinator 

Special Educational Needs

CityGates Day Nursery believes that all children have a right to broad and well-balances education with stimulating experiences. Each child’s needs are unique and the nursery aims to help all children make good progress. Many children have a special educational need at some point during their education and they may need additional help whilst at nursery.

CityGates Day Nursery staff will aim to:

· Identify any special educational needs a child may have, as early as possible

· Ensure all staff are aware of the DFES Code of practice on identification and assessment of special needs

· Monitor and evaluate practice and provision for children with special educational needs

· Work together with parents/carers and children, including the sharing of information and assessment of each child’s specific needs

· Liaise with other agencies 

CityGates Day Nursery has a designated member of staff to be special educational needs coordinator (SENCO). 

The SENCO is Christine Crowley and he/she is responsible for the overall management of the special educational needs provision within the nursery.

CityGates Day Nursery places great importance on assessing children’s needs and interests and also identifying any possible special educational needs early so that activities and experiences can be planned to aid their development. Whilst working with children, it may become obvious that a child may need some extra support while they are attending nursery. This could be due to one of the following

· Difficulties with thinking and understanding

· Physical or sensory difficulties

· Emotional and behavioural difficulties

· Difficulties with speech and language 

· Or difficulties with the way they relate to and behave with other people

If a member of staff has concerns relating to a child in their care, the Manager and SENCO should be informed and the situation will be assessed. This child’s key worker will be asked to observe and record any findings.

In order for children with special educational needs to make progress, the key person and SENCO will work together with the parents/ carers to set short-term targets for the child within an individual educational plan (IEP)

· Short-tem targets set for the child

· Teaching strategies

· Any provision to be put in place

· The date the plan should be reviewed

· The outcome of the action to be taken

The IEP will set targets which are in addition to, or different from, the differentiated curriculum the IEP will focus on up to three or four key targets and will be discussed with the parents/ carers and the child. The IEPs will be continually kept under review, but are usually reviewed three times a year with the parents/ carers.

Staffing & employment 
	Statement of intent


CityGates Day nursery provide a staffing ratio in line with the requirements of the National Standards for Day Care and Out of school care, to ensure that children have sufficient individual attention and to guarantee care and education of a high quality. Our staffs are appropriately qualified and we carry out checks for criminal and other records through the criminal records bureau in accordance with statutory requirements.

	Aim


To ensure that children within our care are offered high quality early years care and education and the parents/ carers are aware of their child’s development.

	Methods


To meet this aim we use the following ratios;

· Children under two years of age: 1 adult : 3 children

· Children aged two years of age: 1adult : 4 children

· Children aged over three years of age: 1 adult : 8 children

· A minimum of two staff are on duty at any one time

· We use a key worker system to ensure that each child has a named member of staff with whom to form a relationship and also to liaise with parents/ carers

· Regular weekly team meetings are held to undertake curriculum planning and to discuss the children’s progress, their achievements and any difficulties that may arise from time to time

· We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection

· All staff has job descriptions, which set out their staff roles and responsibilities.

· We welcome applications from all sections of the community. Applicants will be considered on the basis of their suitability for the post regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation. Applicants will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable

· The nursery manager and deputy both hold a minimum of level 3 qualification and a minimum of hold the staffs are qualified to a level 2 or higher.

· All staff access regular training, either through Redbridge Early Years Development & Childcare Partnership or in- house training

· We provide staff induction training in the first week of employment. This induction includes our health & safety policy and child protection policy. Other policies and procedures will be introduced within an induction plan

· We support all of our staff by holding regular staff meetings, an ‘open door’ system and appraisals

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

· We use Ofsted guidance on obtaining reference and criminal record checks through the criminal record bureau for staff and volunteers who will have substantial access to children

Partnership with parents/carers

CityGates Day Nursery recognises the importance of the family unit and therefore we ensure we make time available to talk to each parent/carer at the beginning and end of their child’s day. Children benefit most when parents/carers and CityGates Day Nursery staff work together in partnership. Parents/carers have the greatest knowledge, understanding and responsibility for their child. Partnership is about ensuring parents/carers have enough information to be able to take part in the planning of their Childs development and any decision making.
The nursery will respect and reflect the views and ideas of the family. Parents/carers will be kept fully informed about the everyday activities in the nursery.

Staff will discuss the following;

· The child’s progress

· Their eating and sleeping pattern for that day

· Their interaction with other children and staff

· To feed back ahead of their child’s personality that we have seen throughout the day
In addition;

· All parents/carers are welcome to visit the nursery at any time

· All parents/carers will have access to the nursery’s policies and operational plan at all times

· parents/carers will have access to their children’s records at all times

· Staff will be available to offer advice and support

· Information about nursery activities, events and any changes in routines are regularly provided

We offer help and support to the family unit and will signpost parents/carers to outside agencies when and if required.

We welcome and value input from parents/carers and we encourage them to become in as many areas as they are able.

Students & Volunteers

CityGates Day Nursery welcomes the opportunity to train students. We have students from various local colleges, on placements with us throughout the year. We will accept one student in a room at any one time to ensure they are able to receive the time and training required from the staff.

All students will receive a policies & procedures booklet and must adhere to the same codes of conduct as the staff including time keeping and dress codes. Students will be monitored by Team Leaders who will supervise their work and explain fire and emergency procedures. Students are encouraged to become involved within room routines but will not be asked to carry out any tasks which they have not received training for or be given responsibilities beyond their capabilities.

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

As part of their training students may need to carry out activities and observations with the children – No names will be used on written work.

Student’s signature

Supervisor’s signature

Parents/carers signature

Whistle blowing policy

CityGates Day Nursery and CityGates Christian Centre are committed to maintaining a culture where it is safe and acceptable for all employees and users to raise concerns about poor or unacceptable service, civil offences (including negligence, breach of contract) or misconduct. This policy is designed to assist those who have come to a decision to express a concern after a great deal of thought, The law only requires that therefore genuine doubt, therefore the individual who decides to “whistle blow” is not expected to produce unquestionable evidence to support the concern, Producing the evidence Is the responsibility of the organisation.

This policy is intended to encourage and enable individuals to raise serious concerns internally rather than overlooking the problem or raising concerns eternally at the first port of call

	Whistle blowing concerns 


Concerns which fall into this category can include (through this is not exhaustive)

· Conduct which is an offense or a breach of law (e.g. theft, fraud, corruption, false claims) 

· Disclosures related to miscarriage of justice 

· Health and safety risks including risks to children/parents as well as other staff

· Dangerous issues or working practices

· Unauthorised uses of funding

· Possible fraud and corruption

· Sexual, physical or verbal abuse of children, parents or staff members

· Improper or unethical conduct

· Showing undue favour over a contractual matter or to a job applicant information on any of the above which has been, is being or is likely to be concealed

	Policy principles


· The person raising the concern will not be allowed to be victimised for doing so

· The victimisation of whistle blowers is a serious matter and disciplinary action will be taken should this happen

· CityGates will not attempt to conceal evidence of poor or unacceptable practice and disciplinary action will be taken if any such evidence is destroyed

· Our confidentiality policy does not forbid or penalise whistle blowing

	Reporting Process


A member of staff or volunteer may raise the concern with the Nursery Manage or in the case of the concern being about manager, concern should be raised with the CityGates Management Team

The Nursery Manager or Management should then:

· Assure the whistle blower that confidentiality will be maintained unless this becomes unavoidable at a later stage (they will be advised on where to go for independent advice outside of the organisation) 
· Explain how the information will be recorded and stored -  on a written file and stored in a locked filing cabinet which is generally not accessible

· Consider the matter with CityGates Senior Management as appropriate

· Agree steps to deal with the matter within 5 working days including checking to see if this concern has been raised with others before  

· If it is not possible to agree these steps the CityGates Senior Management should contact an advisory body such as ACAS or the Citizen’s Advice Bureau

CityGates Day Nursery has a number of internal policies and procedures that allow employees to raise concerns about employment related issues. Whistle Blowing should not be used in place of grievance procedures or be used to raise unfounded or malicious allegations against colleagues or users.

	Anonymous Allegations


We encourage individuals to put their mane to their allegations whenever possible but will still acknowledge and deal with anonymous allegations

Concerns expressed anonymously are less powerful but will still be considered at the discretion of CityGates Management Team 

In exercising the discretion the factor’s to be taken into account would include;

· The seriousness of the issues raised

· The credibility of the concerns

· The likelihood of confirming the allegation from attributable sources

	Untrue Allegations



If the individual makes an allegation in good faith, but It is not confirmed by the investigation, no action will be taken against the individual. However, if an employee makes an allegation maliciously or for personal gain, disciplinary action may be taken against the employee.

	External Support



Below is listed contact numbers and email address for external advice on whistle blowing

ACAS- The helpline is the place to go for both employers and employees who are involved in an employment dispute or are seeking information on employment rights and rules. The helpline provides clear confidence, independent and impartial advice to assist the caller in resolving issues in the workplace

Monday – Friday; 08:00-20:00 - 084 57 47 47 47

Saturday; 09:00 -13:00 - 08457 47 47 47

Citizen’s advice bureau - citizen’s advice bureaux provide free, confidential and independent advice. Advice is available face to face and by the telephone. Most bureaux offer home visits and some also provide email advice


Potty training policy

Your aim should be to help encourage the child to become confident with using the potty and toilet independently. You should discuss and agree with the parent/carer on how to carry out the potty training in the nursery and at home.  
	Recognising a child’s readiness to be potty trained


The first signs of a child’s bladder control developing, is when he/she may try to attract your attention and point to his/her own nappy just before, while urinating or soiling in his/her nappy.

Once you have recognized these signs, notify the parents/carer of the child and discuss with them about the nursery procedure. If they are not completely satisfied with the procedure, they may make some alterations only for the practice of their child. Once the child starts potty training, you and the carer will need to make sure the child’s daily progress is passed onto the parents/carer. You can do this either by writing the information on the child’s daily book or you can tell them verbally. You should also ask the parents to give you information regarding the child’s progress over the weekend.
	Potty training procedure


1. Make the potty a familiar part of the child’s environment and let the child sit on it as a part of play.
2. Each child should have his/her own potty with their name on it, exclusively for their own use. 
3. Let the child see other children using a potty as much as possible, as an example.
4. Before changing the child’s nappy, remove the nappy and put the child on the potty and encourage them to do a wee. Doing a wee is not vital at this stage as the purpose is for the child to feel comfortable sitting on the potty. At this stage you can also ask parents/carers to bring pull-ups instead of nappies
5. Always praise the child when the potty is used appropriately, but do not show disapproval if accidents happen
6. Quickly and quietly clean up accidents without making an issue of them
7. After the child is confident with using the potty/toilet, he/she should be introduced to the toilet and knickers/pants
8. If the child does not want to sit on the potty/toilet, do not force them and try again when they are ready.
	Cleaning procedure


Always wear gloves when cleansing the child. Only when a child urinates, you may encourage them to wipe themselves to promote personal hygiene, but you must always wipe them again properly. If they have solid in the potty, you must wipe front and back. All the contents of the potty and toilet paper must be flushed down the lavatory. Clean off any traces of faeces left on the potty ad rinse. Then spray the potty using disinfectant and dry using the paper towels. Wash your hands afterwards and encourage the child to do the same.

	DO
	DON’T

	· Praise the child and encourage him/her, to regard control as an accomplishment
· Suggest that a child uses trainer pants to give them a sense of independence 
· Encourage a child to wash their hands afterwards
	· Insist that a child sits on the potty

· Scold  a child for any accidents

· Show disgust in a  child when they are passing out stool


Late and Non-collection policy

CityGates Day Nursery is committed to ensuring that all parents agree approximate arrival time at the nursery and are informed of procedures on what to do if they expect to be late. This includes;

· Calling the nursery as soon as possible to advice of their situation

· Ask a designated person to collect their child wherever possible

· Inform the nursery of this person’s identity to the nursery can talk to the child if appropriate. This will help to reduce or eliminate the distress that may be caused by this situation

· If the designated person is not known to the nursery staff the parent must provide a detailed description of this person. This designated person must know the individual child’s safety password in order for the nursery to release the child into their care. This responsibility of the parent.

In the instance of a child not being collected from the nursery after a reasonable amount of time (10mins has been allowed for lateness), the following procedure will be initiated by staff:

· Inform the nursery manager if a child has not been collected 

· The manager will check for any information regarding changes to normal routines, parents work patterns or general information. If there is no information recorded, the parents/carers will be contacted on the numbers provided for their mobile, home or work. If this fails the emergency contacts will then be contacted as per the child’s records. You must make sure ALL telephone numbers we hold are current. (So parents please update the nursery, your Childs key worker on new contacts 

Visit the website to find your nearest centre � HYPERLINK "http://www.citicensadvice.org.uk" ��http://www.citicensadvice.org.uk�











