ACCESS TO INFORMATION
We believe that an open access policy is the best way of encouraging participation.

Parents/carers are welcome to view the Policies and Procedures file, which governs the way in which the Nursery works at any time when the nursery is open, simply by asking the Nursery Manager/ Deputy Manager.

Parents are also welcome to see the Learning Journals kept on their child, but as this would require withdrawing a member of staff from their usual duties, arrangements should be made in advance to ensure staff availability.
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ADMISSIONS

Little Monkeys Day Nursery is registered to care for a maximum of 60 Children each day.

We are a full time, private day nursery, offering flexible quality childcare for children aged between 3 months and 5 years.

Whilst we try our best to accommodate parent’s requirements, the following criteria is used when deciding when a child can be offered a place:

· Availability of spaces in the Nursery, taking into account the staff/child ratios, the age of the child and the registration requirements.

· When the application is received (extra weight is given to those who have been on the waiting list longest).

.

· Children need to be booked in for a minimum of 3 half day sessions or 2 full day sessions per week. This is for the benefit of the child as it helps them to settle well at Nursery.

· Priority will be given to children who are booking full time places and those who already have siblings in the Nursery.  The oldest sibling will receive a 10% discount

· The Nursery offers the Free Entitlement to children who have reached their third birthday, based on availability of spaces.  The maximum number of hours per week is 12.5 based on term time only and can be taken as 2 half days and one 2.5 hour session, or one full day and one 2.5 hour session.  There will be a charge for meals.  The Nursery reserves the right to determine when these sessions can be offered based on availability.

We never have discriminated, and have no intention in the future of discriminating, against any child on the grounds of sex, race, religion, colour or creed.
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ARRIVALS AND DEPARTURES

It is the policy of the Nursery to give a warm welcome to each child on arrival.

Parents/carers are requested to pass the care of their child to a member of staff who will ensure his/her safety, and that their attendance is recorded in the register.

The staff member receiving the child immediately records his/her arrival in the daily attendance register.  Any specific information provided by the parents will be recorded, and the Senior member of the team notified.

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

If the child is not to be collected by the parent/carer at the end of the session, an agreed procedure will be followed to identify the nominated adult.

At the end of the day/session any medicines will be returned to the parent/carer personally, and the relevant form signed by the parents and Senior member of staff.

Children will not be handed over to anyone other than the known parent/carer unless an agreement has been made at the time of arrival.  On departure, the child register will be signed to show that the child has left the premises.

	This policy was adopted at a meeting of Little Monkeys Day Nursery

Held on : October 2009

Date to be reviewed: October 2010

Signed: ……………………………………………………..

Name of signatory: Lyn Povey

Role of signatory : Managing Director




BEHAVIOUR AND SANCTIONS

Children need to have set boundaries of behaviour for their own safety and the safety of their peers.  We aim to set these boundaries in a way, which helps the child to develop a sense of the significance of their own behaviour.  Restrictions on the child’s natural desire to explore and develop their own ideas and concepts are kept to a minimum.  Sanctions applied in the case of unacceptable behaviour must take account of the age and stage of development of the child, be relevant to the action or actions and be fair.

The Nursery Manager/ Deputy Manager shall ensure that the parents/carers are fully informed about and support the actions being taken to modify the child’s unacceptable behaviour.

Corporal punishment (slapping, smacking, or shaking) will never be acceptable practices and will not be used.  However, it may be necessary to use restraining action in an emergency to prevent personal injury or serious damage to property.  Parents/carers should feel free to discuss any concerns they may have with the Nursery Manager.  All matters will be treated in the strictest confidence.

1. The Nursery believes in promoting positive behaviour.

2. We aim to encourage self-discipline, consideration for each others, 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.

4. Nursery rules are concerned with safety and care and respect for each other.  Children who behave inappropriately by physically abusing another child or adult or by verbal bullying may be removed from the group.  The child who has been upset will be comforted and the adult will confirm that the other child’s behaviour is not acceptable.  It is important to acknowledge that a child is feeling angry or upset and that it is the behaviour we are rejecting, not the child.

5. How a particular type of behaviour is handled will depend on the child and the circumstances.  It may involve the child being asked to talk and think about what he or she has done.  It may be that the child will not be allowed to make his or her own choice of activities for a limited period of time.

6. The child will also be asked to see if the child/person who was ‘hurt’ is all right and to demonstrate that they are sorry.

7. In extreme cases the child will be removed from the room for a short time until he or she has calmed down and has had time to reflect on his or her behaviour.

8. Parents will be informed if their child is persistently unkind to others or if their child has been upset.  Parents may be asked to meet with staff to discuss their child’s behaviour, so that if there are any difficulties we can work together to ensure consistency between home and Nursery.  In some cases we may request additional advice and support from other professionals such as an educational psychologist or child guidance counsellor.  Parents will be advised if this course of action is to being considered.

9. Children need to develop non-aggressive strategies to enable them to stand up for themselves so that adults and children listen to them.  They need to be given opportunities to release their feelings more creatively.

10. Children need their own time and space.  It is not always appropriate to expect a child to share and it is important to acknowledge children’s feelings and to help them understand how others might be feeling.

11. Children will be encouraged to recognise that bullying, fighting, hurting and racist comments are not acceptable behaviour.  We want children to recognise that certain actions are right and that others are wrong.

Children who bite:

Biting is quite common amongst toddlers and is a very normal reaction for this age group.  Children bite for many reasons.  Sometimes they are teething, others enjoy the attention it brings.  Most of the time, biting occurs because the child is either frustrated (e.g. an activity is too difficult or the child is unable to express himself clearly) or bored (e.g. the activity needs to be more challenging).

Change the Situation:

· Provide easier toys to play with

· Provide more toys so there is less fighting over a particular toy

· Provide a range of activities for the child to choose from

· Watch for signs for when the child is about to bite

· Provide close supervision of children with a tendancy to bite others

· Be sure to praise good behaviour rather than focus on the bad behaviour

What to do when a child has bitten another child:

· Make sure both children are safe and administer first aid if appropriate

· Stay calm and don’t blame or punish

· Help both children to understand the behaviour – talk about what happened

· Ask the child who has bitten to say ‘sorry’ to the child they have bitten

· Talk to the parents of both children at the end of the session

· Discuss and agree a biting strategy with the parent of the biter

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.
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CHILD DEVELOPMENT

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 (Learning Journal) is maintained, showing their abilities, progress rate and areas needing further staff assistance.

Key Worker:
Each child will be allocated a Key Worker. This is a specific member of staff whose responsibility is to record your child’s development according to their age.  However it is important to remember that all staff will make observations on your child, gathering together written and photographic evidence of your child’s progress for their Learning Journal.

From time to time it may be necessary to change your child’s Key Worker. Should this happen, you will be notified in writing and introduced to your new Key Worker.

Potty Training:

At some point whilst your child is with us, they will begin the process of potty training.  This usually takes place at around the age of two, but can be much later and is very individual for each child.  However, we would expect your child to have started potty training by their third birthday in order that they will be fully trained by the time they go to school.

The strategy for potty training will be agreed with parents so that there is continuity between home and Nursery.  The strategy will include:-

· Identify when your child is ready for potty training

· Plan appropriate training for your child with the parents (e.g. commando/pull ups/regular trips to the loo)

· Monitor progress with the parent and update plan as necessary

Moving Upstairs:

Children are moved from the Baby and Toddler unit on the ground floor, to the upstairs room using the following criteria:

· Your child is at the stage where they are able to manage the stairs and are able to cope with the different environment upstairs

· That there are spaces in the upstairs room

Your child’s move to the upstairs room will be discussed with you before it happens.  Your child will have a few settling in sessions during the weeks before they are moved in order that they settle in well.

Early Years Foundation Stage Curriculum:

All staff follow the Early Years Foundation Stage curriculum when monitoring and recording your child’s development.  

The Nursery has a fully qualified Early Years Professional as part of the team (post degree level qualification), whose role is to ensure that the Early Years Foundation Stage curriculum is fully implemented for each individual child

However, all staff are very aware of the importance of the correct play environment and work closely with the EYP to ensure each child is given the best opportunities for learning and play.
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CHILD PROTECTION

(Updated October 09)

	General Welfare Requirement: Safeguarding and Promoting Children’s Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.


Safeguarding children

1.1 Children’s rights and entitlements

Policy Statement

· We promote children’s right to be strong, resilient and listened to by creating an environment in our Nursery that encourages children to develop a positive self image, which includes their heritage arising from their colour and ethnicity, their languages spoken at home, their religious beliefs, cultural traditions and home background.

· We promote children’s right to be strong, resilient and listened to by encouraging children to develop a sense of autonomy and independence.

· We promote children’s right to be strong, resilient and listened to by enabling children to have a self confidence and the vocabulary to resist inappropriate approaches.

· We help children to establish and sustain satisfying relationships within their families, with peers, and with other adults.

· We work with parents to build their understanding of, and commitment to, the principles of safeguarding all our children.
EYFS key themes and commitments 
	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and development

	1.2 Inclusive practice
	2.1 Respecting each other
	3.2 Supporting every child
	4.4 Personal, social and emotional development


Safeguarding Children

1.2 Safeguarding children and child protection

(Including managing allegations of abuse against a member of staff)

Policy Statement

Our Nursery will work with children, parents and the community to ensure the rights and safety of children and to give them the very best start in life. Our safeguarding policy is based on the three commitments of the Pre-school Learning Alliance Safeguarding Children Policy.

EYFS key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	1.3 Keeping Safe
	2.1 Respecting each other

2.2 Parents as partners
	3.4 The wider context
	4.4 Personal, social and emotional development


Procedures

We carry out the following procedures to ensure we meet the three key commitments of The Company Safeguarding children Policy.

Key commitment 1

The Company is committed to building a ‘culture of safety’ in which children are protected from abuse and harm in all areas of its service delivery.

Staff and volunteers
· The Nursery’s designated person who co-ordinates child protection issues is:

Michelle Savage (Nursery Manager) Telephone number: 01403 230404

·  The Nursery’s Managing Director who oversees this work is Lyn Povey:

Telephone Number: 07515 150387

· We ensure all staff and parents are made aware of our safeguarding policies and procedures.

· 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 ‘enhanced disclosure’ checks with the Criminal Records Bureau before posts can be confirmed.

· Where applications 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 Criminal Record Bureau checks for staff and volunteers, to ensure that no disqualified person or unsuitable person works at the Nursery or has access to the children.

· Volunteers do not work unsupervised.

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

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

Key commitment 2

The Company is committed to responding promptly and appropriately to all incidents or concerns of abuse that may occur and to work with statutory agencies in accordance with the procedures that are set down in’ What to do if you’re worried a child is being abused’ (HMG 2006).

Responding to suspicions of abuse
· We acknowledge that abuse of children can take different forms – physical, emotional, and sexual, as well as neglect.
· When children are suffering from physical, sexual or emotional abuse, or may be experiencing neglect, this may demonstrate through the things they say (direct or indirect disclosure) or through changes in their appearance, their behaviour, or their play.
· Where such evidence is apparent, the Senior member of staff makes a dated record of the details of the concern and discusses what to do with the Nursery Manager and the Managing Director. The information is stored on the child’s personal file.
· We refer concerns to the Local Safeguarding Children’s Board (LSCB)/Social Services Team and co-operate fully in any subsequent investigation.
n.b.  In some cases this may mean the police or another agency identified by the LSCB

· We take care not to influence the outcome either through the way we speak to the children or by asking questions of children.

· We use detailed procedures and reporting format contained in the Pre-school Learning Alliance’s publication ‘Child protection Record for use in Early Years Nurseries when making referral to children’s social care or other appropriate agencies.

Recording suspicions of abuse and disclosures
· Where a child makes comments to a member of staff that gives cause for concern (disclosure), observes signs or signals that gives cause for concern, such as significant changes in behaviour, deterioration in general well-being, unexplained bruising, marks or signs of possible abuse or neglect, that member of staff:-

· Listens to the child, offers reassurance and gives assurance that she or he will take action;

· Does not question the child

· Makes a written record that forms an objective record of the observation or disclosure that includes:

               - The date and time of the observation

               - The exact words spoken by the child as far as possible

               - 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 the child’s personal file which is kept securely and confidentially.

Making a referral to the LSCB/Social Services Team

The Nursery Manager or Managing Director will:

· Report the incident to the LSCB and ask for advice on any actions to be taken

· Inform Ofsted

· In the case of a member of staff being involved, invoke the Company’s Disciplinary Procedure

Tel Number for Social Services: 01403 213100

Tel Number for Ofsted: 08456 40 40 40

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 the LSCB does not allow this.

· This will usually be the case where the parent is the likely abuser. In these cases the LSCB will inform parents.

Liaison with other agencies
· We work within the Local Safeguarding Children Board guidelines.

· We have a copy of ‘What to do if you’re worried a child is being abused’ for parents and staff and all staff are familiar with what to do if they have concerns.

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

· We notify the registration authority (Ofsted) of any incident or accident and any changes in our arrangements which may affect the wellbeing of children.

· If referral is to be made to LSCB, we take advice on whether we must inform the child’s parents at the same time
Allegations against staff
· We ensure all parents know how to complain about the behaviour and actions of staff or volunteers within the Nursery, or anyone living or working on the premises occupied by the Nursery which may include an allegation of abuse.
· We follow the guidance of the Local Safeguarding Children Board when responding to any complaint that a member of staff, or volunteer within the Nursery, or anyone living or working on the premises occupied by the Nursery, has abused a child.
· We respond to any disclosure by children or staff that abuse by a member of staff or volunteer within the Nursery, or anyone living or working on the premises occupied by the Nursery, or anyone living or working on the premises occupied by the Nursery, may have taken, or is taking place, by first recording the details of any such alleged incident.
· We refer any such complaint immediately to the local authority’s social care department to investigate. We also report any such alleged incident to Ofsted and what measures we have taken. We are aware that this is an offence not to do this.
· We co-operate entirely with any investigation carried out by children’s social care in conjunction with the police.
· Where the management of the Nursery and children’s social care agree it is appropriate in the circumstances, the Manager will suspend the member of staff on full pay, for the duration of the investigation. This is not an indication of admission that the alleged incident has taken place, but is to protect the staff as well as children and families throughout the process.
Disciplinary action

· We will use the company disciplinary Procedure to ensure we adhere to employment law and that our staff are treated fairly.

Key Commitment 3 
The Company is committed to promoting awareness of child abuse issues throughout its training and learning programmes for staff. It is also committed to empowering young children, through its early childhood curriculum, promoting their right to be strong, resilient and listened to.

Training
· We seek out training opportunities for all staff involved in the Nursery to ensure that they are able to recognise the signs and signals of possible physical abuse, emotional abuse, sexual abuse and neglect and that and that they are aware of the local authority guidelines for making referrals.
· We ensure that all the staff know the procedures for reporting and recording their concerns in the Nursery.
Planning
· The layout of the rooms allows for constant supervision. No child is left alone with staff or volunteers in a one-to-one situation.
Curriculum
· We introduce key elements of keeping children safe into our programme to promote the personal, social and emotional development of all children, so that they may grow to be strong, resilient and listened to and that they develop an understanding of why and how to keep safe.

· We create within the Nursery a culture of value and respect for the individual, having a positive regard for children’s heritage arising from their colour, ethnicity, languages spoken at home, cultural and social background.

· We ensure that this is carried out in a way that is developmentally appropriate for the children.

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 Children Board.

Support to families
· We believe in building trusting and supportive relationships with families, staff and volunteers in the group.

· We make clear to parents our role and responsibilities in relation to child protection, such as reporting concerns, providing information, monitoring of the child, and liaising at all times with the local children’s social care team.

· We will continue to welcome the child and the family whilst investigations are being made in relation to any alleged abuse.

· Confidential records kept on a child are shared with child’s parents or those who have parental responsibility for the child and only if appropriate under the guidance of the Local Safeguarding Children Boar
Mobile phones and cameras:

· Staff mobile phones are not allowed in any part of the Nursery where children are present.  Mobile phones if brought to work must be switched off and kept in staff lockers whilst employees are on duty.

· The Company camera is used to take relevant photos of children to support Child Practitioner’s written observations, and these photos are kept in the child’s Learning Journal.  Photographs are printed out in the office and no other copies are kept.  Photos of children are only taken in open-plan areas of the Nursery and in full view of other staff members.

Child Protection referral form

(updated January 09)

	Childs Full Name:


	Gender:


	Date of birth:

	Address:


	How long child has attended setting:
	Patterns of attendance:

	Name of parent/s with parental responsibility at above address:


	Name of parent with parental responsibility who is not resident:

Address:

Telephone:


	Cultural background and languages spoken at home:

Detail of special needs or disability:



	Name of siblings:


	Dates of birth/gender:
	School/settings attended:



	Name (If known) of anyone else living in household:
	Name of significant carers:

Relationship to child (If known)


	Address:

	Family’s health visitor:


	GP:
	Previous social worker if applicable:

Other agency involved with child:




	Detail of critical incident leading to referral:

Date: ……………………………………….         Time: ………………………………



	Was this discussed with the parent? Is the parent aware that the referral is being made?



	Any previous concerns and action taken. List dates and details:
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CHILD HEALTH/ILLNESS AND EMERGENCY
The following procedures will be followed in the event of:-

Major Accident

At all times the staff must wear protective clothing (disposable aprons and gloves).

· The Duty Manager will assess the situation and decide whether the child needs to go immediately to hospital or whether the child can wait for the parent/main carer to come.
· If the child needs to go straight to hospital an ambulance will be called.  Then the parent/main carer will be contacted and arrangements will be made to meet the parent/main carer at the hospital.  A member of staff will accompany the child to the hospital, but will not sign for any treatment to be carried out.
· If the child can wait for the parent/main carer to come, then the parent/main carer will be contacted and the child will be made as comfortable as possible.  A member of staff will stay with the child until the parent/main carer arrives.  It will then be for the parent/main carer to decide whether to go to the hospital or not.
· A report of the accident will then be recorded on an Accident Form which the parent will be asked to sign when they collect their child.
Minor Accident

At all times the staff must wear protective clothing (disposable aprons and gloves).

· The injury is assessed and if necessary the Manager is called.
· The injury is treated.
· The child is resettled and observed.
· The incident is recorded using an Accident Form which must be signed by the parent on collection of their child
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	ELECTRICITY FAILURE CONTINGENCY PLAN


The Nursery is powered completely by electricity. Should there be an electricity failure; the following procedure should be followed:

Depending on the time of day, and time of year.

Be aware of the following:

· Heating

· Light

· Babies bottles

· Food in fridges and freezers

If the weather is cold and there is a lack of natural light:

· Record the time of electricity failure (or the time you first became aware of the failure)

· Call the electricity board to ascertain the cause and length of the delay and record response

· Inform the Managing Director

· Locate torches

· Monitor the temperature in the Nursery

· If the delay is likely to be more than two hours, parents should be notified and arrangements made for children to be collected early.

If the weather is warm and there is enough natural light, the situation should be kept under review. As long as the children are warm and there is enough natural light not to cause safety hazards, the nursery should operate as normal.
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	EMERGENCY CONTINGENCY PLAN


(January 2010)

Staff:

· Nursery Managers to have list of staff telephone numbers/email addresses at home

· Nursery Managers to have children’s Registers for the coming week at home

· Ensure that all staff are contacted to explain the current situation and what is expected of them

· Regular contact with staff is essential to keep them up to date with any changes to the situation and their part in it

· If staff are unable to get to work or the Nursery cannot open for whatever reason, staff will be expected to either make every effort to get to work, or if appropriate, work from home using email or phone.  Staff will be expected to demonstrate that they have made every effort to get to work, or demonstrate that they are working from home.

· Staff are expected to keep their mobiles charged and switched on in order to receive calls from Managers

Parents:

It is essential that parents are communicated with on a regular basis using the following methods:-

· Telephone

· Answerphone message

· Text

· Website

· Notices at the Nursery

The Company:

The Company will do all it can to assist staff when there is an emergency, to do their jobs to the best of their ability, and to keep staff safe where appropriate.  Payment for staff who are not able to get to work or it is not appropriate for them to work from home, will  have their pay reviewed on an individual basis.  
	This policy was adopted at a meeting of Little Monkeys Day Nursery

Held on : October 2009

Date to be reviewed: October 2010

Signed: ……………………………………………………..

Name of signatory: Lyn Povey

Role of signatory : Managing Director




	INCIDENT


Very occasionally there will be incidents at the Nursery involving one or more children. This could involve one child biting another, a child vomiting, choking, or otherwise becoming unwell, but not involved in an ‘accident’.

Staff know how to deal with such incidents in a calm manner.  

1. Isolate the child from other children

2. Call the First Aider on your floor

3. Call the Senior Childcare Practitioner on duty

4. Administer First Aid

5. If no improvement, take child immediately to Park Surgery opposite the Nursery

6. Senior Childcare Practitioner to contact parent/carer

7. Incident form to be completed immediately and given to parent for signature on collection of child

8. Incident Form to be filed

Always make sure that the environment you are working in is safe for the age range of the children in your care.  It is everyone’s responsibility to implement this Policy.
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CRITERIA FOR ASSESSING SICK CHILDREN

WOULD ALL STAFF PLEASE NOTE THE CRITERIA FOR ASSESSING SICK CHILDREN:-

A number of criteria need to be considered as follows:-

· Temperature (above 37)

· Loose nappies

· Vomiting

· Loss of appetite

· Change in behaviour

IT IS ALSO IMPORTANT TO REMEMBER:

· The age of the child (children under 1 year old are more vulnerable)

· How long the child has been in Nursery – how well do the staff know the child

· All information from the parent has been consulted (Baby Information Sheet/ Child File)

A decision to call a parent to collect a child is a serious matter.  This decision will be arrived at by the Senior Childcare Practitioner on duty (Duty Manager), after discussion with at least one other member of staff.  The decision will be made by considering all of the above criteria
THE ONLY MEMBER OF STAFF AUTHORISED TO CALL A PARENT IS THE MOST SENIOR MEMBER OF STAFF ON DUTY AT THE TIME (DUTY MANAGER).  NO OTHER MEMBER OF STAFF IS ALLOWED TO CALL A PARENT.
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EXCLUSION PROCEDURE FOR ILLNESS / COMMUNICABLE DISEASE

Minimum Periods of Exclusion from Nursery

	Disease & Illness
	Minimal Exclusion Period

	Antibiotics Prescribed
	First day at home

	Temperature
	If sent home, child must be off for 24 hours

	Vomiting
	If sent home, child must be off for 24 hours

	Conjunctivitis
	Keep at home for minimum of 24 hours ; longer if eyes still weeping

	Diarrhea
	24 hours or until 2 clear Nappies

	Chicken Pox
	7 days from appearance of the rash

	Gastro-enteritis, food poisoning, salmonellosis & dysentery.
	24 hours or until 2 clear nappies or for notifiable diseases, until advised by the relevant public health official.

	Infective hepatitis
	7 days from onset of jaundice

	Measles
	7 days from appearance of rash

	Meningococcal infection
	Until recovered from the illness

	Mumps
	Until the swelling has subsided & in no case less than 7 days from onset of illness.

	Pertussis ( Whooping Cough)
	21 days from onset of paroxysmal cough

	Poliomyelitis
	Until declare free from infection by the appropriate public health official

	Scarlet fever & streptococcal 

(Infection of the Throat)
	Until appropriate medical treatment has been given & in no case less than 3 days from the start of treatment

	Tuberculosis
	Until declared free from infection by the appropriate public health official

	Typhoid Fever
	Until declared free from infection by the appropriate public health official

	Impetigo
	Until the skin has healed

	Pediculosis (Lice)
	Until the appropriate treatment has been given

	Plantar Warts
	No exclusion. Should be treated & covered.

	Ringworm of scalp
	Until cured

	Ringworm of body
	Seldom necessary to exclude provided treatment is given

	Scabies
	Need not to be excluded once appropriate treatment has been given


N.B the Nursery is only allowed to administer prescription medication. We cannot administer medicines bought over the counter. E.g. Calpol
PROCEDURE FOR CHILDREN AND BABIES WITH HIGH TEMPERATURE:

General Information:

A normal temperature for babies and small children is between 36 – 36.8C.  Any temperature of 38C or above is considered high and is classed as a fever.

Babies are not able to regulate their own temperature and can have a high temperature for any of the following reasons:-

· Infection

· Teething

· After immunisation

· Overdressed in a hot environment

If a child has a temperature and is unusually sleepy, won’t take fluids or has any other unusual symptoms such as a rash, difficulty in breathing or signs of febrile convulsions*, seek medical assistance immediately.  (Take the child to the GP Surgery)

Actions:

If a child less than 1 year of age has a temperature of 38C monitor for 15 minutes and take the temperature again.  If the temperature is still 38C or above:-

Senior Childcare Practitioner to:-

· Remove unnecessary clothing from child

· Bathe child with luke warm flannels

· Contact the parents immediately and ask them to come and collect the child

· If the parent is unable to reach the Nursery within half an hour, please call the GP Surgery and ask for advice.  They will usually ask you to take the baby to the Surgery

· Complete paperwork for parents to sign on collection of child

If a child has a temperature of 38C or above and turns pale, stiffens, or starts to twitch this is a sign of febrile convulsions and medical attention should be sought immediately.

Actions:

Senior Childcare Practitioner to:

· Take the child to the GP for immediate attention

· Call the parents and advise them of situation and ask them to meet you at the Surgery

· Complete paperwork for parents to sign on collection of child

*Febrile Convulsions:

Febrile convulsions are fits that sometimes happen in children between 6 months and 6 years who have a high temperature.  They can happen as a result of any illness that causes a high temperature (usually over 38.5C).  Seek medical advice immediately and if the fitting continues for more than 5 minutes call an ambulance.
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COMPLAINTS PROCEDURE
If any parent should have cause for complaint they should in the first instance take it up with a senior member of staff.  If the issue remains unresolved the complaint should be put in writing to the Manager who will then investigate the complaint and report back to the parent within five working days.

If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter with:

· EYDCP West Sussex ( Early Years Development Childcare Partnership)

 (Tel: 01243 520800)
· OFSTED (Office for Standards in Education)

 (Tel: 08456 40 40 40)
· OFSTED

ROYAL EXCHANGE BUILDING

ST ANN’S SQUARE

MANCHESTER

M2 7LA
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CONFIDENTIALITY
It is a legal requirement of the Nursery to hold information about the children using the Nursery and the staff.  Basic information is used for registers, invoices and for emergency contacts, however all records will be stored in a locked cabinet.

The staff through their close relationship with both the children and their parents may learn more about the families using the Nursery.  All staff are aware that this information is confidential and only for use within the Nursery.  If any of this information is requested for whatever reason, the parent’s permission will always be sought.

If, however, a child is considered at risk our child protection policy will override confidentiality.
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EQUALITY AND DIVERTSITY
Equality of Opportunity

Policy Statement
We will ensure that our service is fully inclusive in meeting the needs of all children, particularly those that arise from their ethnic heritage, social and economic background, gender, ability or disability. Our Nursery is committed to anti-discriminatory practice to promote equality of opportunity and valuing diversity for all children, staff and families. We aim to:

· provide a secure and accessible environment in which all our children can flourish and in which all contributions are considered and valued;

· include and value the contribution of all families to our understanding of equality and diversity;

· provide positive non-stereotyping information about gender roles, diverse ethnic and cultural groups and disabled people;

· improve our knowledge and understanding of issues and anti-discriminatory practice, promoting equality and valuing diversity

· make inclusion a thread that runs through all of activities of the setting

· Ensure staff recruitment procedures are fair and non – discriminative.

Procedures
Admissions
Our Nursery is open to all members of the community.

· We promote our service widely.

· We reflect the diversity of our society in our publicity and promotional materials.

· We provide information in clear, concise language, whether spoken or written form.

· We base our admissions policy on a fair system.

· We ensure that all parents are made aware of all our Policies and Procedures.

· We do not discriminate against a child or their family, or prevent entry to our setting, on the basis of colour, ethnicity, religion or social background, such as being a member of a traveling community or asylum seeker.

· We do not discriminate against a child with a disability or refuse a child entry to our setting for reason relating to disability

· We take action against any discriminatory behaviour by staff or parents. Displaying of openly discriminatory and possibly offensive materials, name calling, or threatening behaviour are unacceptable on or around the premises and will be dealt with in the strongest manner.

Employment
· Posts are advertised and all applicants are judged against explicit and fair criteria.

· Applicants are welcome from all background and posts are open to all.

· We may use exemption clauses in relevant legislation to enable the service to best meet the needs of the community.

· The applicant who is best meets the criteria is offered the post, subject to references and checks by the Criminal Records Bureau. This ensures fairness in the selection process.

· We monitor our application process to ensure that it is fair and accessible.

Training 
· We seek out training opportunities for staff and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish.

· We ensure that staff are confident and fully trained in administering relevant medicines and performing invasive care procedures when these are required.

· We review our practices to ensure that we are fully implementing our policy for promoting equality, valuing diversity and inclusion.

Curriculum
· The curriculum offered in the Nursery encourages children to develop positive attitudes about themselves as well as to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking.
Our environment is as accessible as possible for all visitors and customers. If access to the Nursery is found to treat disabled children or adults less favorably then we make reasonable adjustments to accommodate the needs of the disabled children and adults. We do this by:

· making children feel valued and good about themselves;

· ensuring that children have equality of access to learning;

· undertaking an access audit to establish if the setting is accessible to all children;

· making adjustments to the environment  and resources to accommodate a wide range of learning, physical and sensory impairments;

· making appropriate provision within the curriculum to ensure each child receives the widest possible opportunity to develop their skills and abilities, e.g. recognising the different learning styles of girls and boys;

· positively reflecting the widest possible range of communities in the choice of resources;

· avoiding stereotypes or derogatory images in selection of books or other visual materials;

· celebrating a wide range of festivals;

· creating an environment of mutual respect and tolerance;

· differentiating the curriculum to meet children’s special educational needs;

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

· ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities;

· ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning; and

· ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages.

Valuing Diversity in families
· We welcome diversity of family lifestyles and work with all families.

· We encourage children to contribute stories of their everyday life to the setting.

· We encourage parents/carers to take part in the life of the setting and to contribute fully.

· For families who speak languages in addition to English, we will develop means to ensure their full inclusion.

· We offer a flexible payment system for families of differing means and offer information regarding sources of financial support.

Food
· We work in partnership with parents to ensure that medical, cultural and dietary needs of children are met.

· We help children to learn about a range of food, and of cultural approaches to mealtimes and eating, and to respect their differences.
Monitoring and reviewing
· To ensure our policies and procedures remain effective we will monitor and review them annually to ensure our strategies meets the overall aims to promote equality, inclusion and valuing diversity.
· We provide a complaints procedure for parents to see.
Legal Framework
· The Equality Act 2006

· Disability Discrimination Act (DDA) 1995, 2005

· Race Relations Act 1976

· Race Relations Amendment Act 2000

· Sex Discrimination Act 1976, 1986

· Children Act 1989, 2004

· Special Educational Needs and Disability Act 2001
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	FIRE DRILL


On discovering a fire

Calmly

· Raise the alarm by activating the Fire Alarm 

· Immediately evacuate the building under guidance from the manager/officer in charge

· Check all rooms, toilets, corners etc

· Using nearest exit lead the children out, assemble on the pathway outside the Nursery

· Close all doors behind you

The Manager/Officer in charge to:

· Pick up the register

· Telephone emergency services:

· Dial 999 and ask for Fire Service

In safe place clear of building

· Check all children against register

· Account for all adults

· Do not try to collect personal belongings on evacuating the building

· Do not attempt to go back in and fight the fire
· Do not re- enter the building until agreed with the Fire Officer in charge
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FOOD MANAGEMENT

Aims

Meal times should be a happy, social occasion for staff and children alike.

Little Monkeys is passionate about providing your child with a well-balanced, interesting menu. All meals are made freshly on the premises, using Organic Produce whenever possible. 

General Procedures

1. Individual dietary requirements will be respected.

      Please make sure we are kept up to date with any changes in your child’s requirements.

2. If a child does not finish his first course he/she will still be given a small helping of dessert.
3. All children will be offered ‘seconds’.
4. Staff will set a good example of table manners and will sit with the children at meal times.
5. Cultural differences in eating habits will be respected.
6. Children will be encouraged to say ‘Please’ and ‘Thank you’.
7. Conversation will be encouraged, but not shouting.
8. Any child who shows signs of distress at being faced with a meal he/she does not like will have his food removed without any fuss.
9. Children not on special diets will be encouraged to eat a small piece of everything.
10. Children who refuse to eat at the mealtime will be offered food later in the day.
11. Children who are slow eaters will be given time and not rushed.
12. Quantities will take account of the ages of the children.
13. Menus are rotated regularly.

N.b please be aware that children will be offered egg, or dishes made with eggs once they have reached the age of 9 months. Should your child have an allergy to eggs, or you prefer they did not eat eggs, please let the Nursery know in writing.
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HEALTH AND SAFETY

Roles and Responsibilities
Proprietor: Lyn Povey

Providing a safe environment, resources and equipment. Checking with the Manager that Health and Safety procedures are adhered to.

Manager: Michelle Savage (Horsham) Naomi Mitchel (Worthing)

Undertaking risk assessments and ensuring that staff follow procedures.

To ensure that all staff are aware of Health and Safety procedures and that the correct procedures are being adhered to for safety of parents, children and Staff. To make sure that equipment is in good working order and is checked on a regular basis.

All Staff
To ensure that they are aware of Health and Safety procedures by reading the Policies and Procedures manual. Checking equipment regularly and adhering to correct procedures
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HEALTH AND SAFETY

Aims and Objectives

The aim of this policy statement is to ensure that all reasonable practical steps are taken to ensure the health, safety and welfare of all persons using the premises.  To achieve this we will actively work towards the following objectives:

· To establish and maintain a safe and healthy environment throughout the Nursery.

· To establish and maintain safe working procedures amongst staff and children.

· To make arrangements for ensuring safety and the absence of risks to health in connection with the use, handling, storage and transport of articles and substances.

· To ensure the provision of sufficient information, instruction and supervision to enable all people working in or using the nursery to avoid hazards and contribute positively to their own safety and health at work and to ensure that they have access to health and safety training as and when provided.

· To maintain a safe and healthy place of work and safe access and exit from it.

· To formulate effective procedures for use in case of fire and other emergencies and for evacuating the nursery premises.

· To follow the regulations of the Health & Safety at Work Act 1974 and any other relevant legislation.

We believe the risks in the nursery environment to be low but to maintain the maximum protection for children, staff and parents/carers we will:

· Ensure the highest standards of cleanliness are maintained.

· Ensure safe and clear accesses and exits from the building, including fire exits.

· Regularly check the premises room by room for structural defects, worn fixtures and fittings or electrical equipment, and take the necessary remedial action.

· Ensure that all staff are aware of the fire procedures and regular fire drills are carried out.

· Ensure that all members of staff are aware of the procedures in case of accidents.

· Ensure that all members of staff take all reasonable action to control the spread of infectious diseases and that they wear protective gloves and clothes where appropriate.
· Prohibit smoking on the premises.
· Prohibit any contractor working on the premises without prior discussion with the officer in charge to negate any risks to the staff or children.
· No inappropriate jewellery to be worn.  One pair of stud earrings and wedding/engagement rings are acceptable.
· Dress code: smart and practical with sensible shoes.  No nail varnish and all long hair must be tied back at all times.
· No running inside premises.
· All electrical sockets should be protected by safety plugs, no trailing wires.
· All cleaning materials/toilet cleaner to be placed out of reach of children.
· Protective clothing should be worn when serving food.
· Telephone calls must be received before 7.45am if a member of staff is not well enough to attend work.
· All staff should familiarise themselves with the First Aid boxes and know who the appointed First Aider is.
· Children must be supervised at all times.
· No student should be left unsupervised at any time.

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.
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LATE COLLECTION
· Inform the Senior Childcare Practitioner on duty if a child has not been collected.

· The Senior Childcare Practitioner and one other member of staff must stay behind with the child.

· If at 6.15pm the parents/carers still have not collected the child, the Senior Childcare Practitioner will telephone the contact numbers available.

· If no contact can be made the Senior Childcare Practitioner and an extra member of staff will stay on the premises until 7pm.

· In the event of no contact being made the person in charge will ring Social Services Emergency Duty Team ((0161 253 6606)) and advise them of the situation.

· The two members of staff will remain in the building until suitable arrangements have been made for the collection of the child.

· A report should be made on the late collection and passed to the office so that parents can be advised if additional costs have been incurred.
· Parents who are late collecting their child will be allowed a 15 minutes grace period, (6.15 p.m.) after which each additional 15 minutes will attract a charge of £5 per child.  Please also be aware that if parents have not collected their child by 7 p.m. and alternative collection arrangements have not been made, we will contact the local authorities, who will take over the responsibility for the child.
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LOST CHILD PROCEDURE

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

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

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

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

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

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

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

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

· The office in charge will then await instructions from the police.

· Any incidents must be recorded in writing.

· Staff will remain in contact with the Nursery via their mobile phone.
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LOST CHILD PROCEDURE (OUTINGS)

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

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

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

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

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

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

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

· The remaining member of staff will meet the police and parents/carers when they arrive at a designated point.
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MEDICATION
The Nursery will administer PRESCRIPTION only medication.

Parents/Carers must sign an Administering Medicine Form each day giving details of the medicine, dosage and times to be administered.  The Senior Childcare Practitioner will ensure that the medication is administered as outlined on the form, at the correct time and the correct dosage.

The greatest care will be taken to see that medicines are administered according to the instructions and a signed record of all medication administered shall be made on the medication forms and witnessed by another member of staff.

All medicines to be properly stored out of reach of other children.

The Form will be returned to the parent for signature at the end of the day.

The Signed Form will be filed on the Child’s File.

	This policy was adopted at a meeting of Little Monkeys Day Nursery

Held on : October 2009

Date to be reviewed: October 2010

Signed: ……………………………………………………..

Name of signatory: Lyn Povey

Role of signatory : Managing Director




NAPPY CHANGING POLICY

The Nursery provides nappies for all babies and children who attend Nursery up to the age of 3 years.  If your child is still using nappies at three years old, we will work with parents on a toilet training strategy to help get your child ready for school.

Whilst your child is in nappies, we are committed to ensuring that they are as physically comfortable as possible whilst they are at Nursery.  

We therefore ensure that the following nappy procedure is followed each day:-

1. Nappies to be checked 

· 10:30 a.m.

· 1:00 p.m.

· 3:00 p.m.

· 5:00 p.m.

2. In addition to the above nappy checks, if a child is found to have a wet or soiled nappy, they will be changed.

3. All children to be checked prior to going home.  No child will be sent home in a wet or soiled nappy
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No Smoking Policy

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

Staff accompanying children outside the Nursery are not permitted to smoke, nor are staff permitted to smoke when wearing uniform to and from work.
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PARENTS AS PARTNERS
The Nursery team will work with parents as partners in providing high quality care for their children:-

· All parents are welcome to visit the Nursery at any time.

· Parents have access to their child’s records and are consulted in respect of the care given.

· Information about Nursery activities and events is regularly distributed.

· Parents are able to inspect all the Policies of the Nursery at any time.

· Parents are accorded hospitality and all facilities on the Nursery premises.

· Parent’s Evenings are held at least once a year.

· The Nursery operates a Nursery Committee with representatives from parents

· Newsletters are distributed to parents termly

· Notice boards are regularly updated

· Website contains regular updates and useful information for parents, including our ‘Ask the Doctor’ feature.
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PROCEDURE FOR SAFEGUARDING STAFF WORKING WITH CHILDREN:

What should I do to keep myself safe whilst working with children?

· Always ensure you are never in a compromising situation – make sure there is always another member of staff in sight when you are dealing with a child.

· Always ensure your physical handling of children is appropriate

What should I do if an allegation has been made against me, or I think one is to be made against me?

· Report your concerns immediately to your Manager

· Your Manager should make written record of your concerns which is timed, dated and includes signatures of both the staff member and Manager

· The Manager will undertake investigations, and if appropriate, inform Ofsted of those investigations

· A meeting will be arranged to discuss the allegation which will include representatives from appropriate agencies.  Please see the attached Child Protection Policy

· At this stage, no discussions should be had with the parent or the child until professional guidance has been sought.
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SETTLING IN

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

When a child is accepted by the nursery, arrangements will be made for three 1- Hour settling in sessions so that the child can familiarise him/herself with the Nursery.

During the first visit the parent/carer is required to stay on the Nursery premises. Subsequent sessions, parents are encouraged to leave the premises.

It is recognised that all children are individuals and will require differing amounts of time to settle. Parents/carers will not be asked to leave the child until they feel comfortable and confident the child has settled.

For the first few sessions, parents/carers may collect the child early if they so wish.

Children will not be taken on an outing from the Nursery until he or she is completely settled.
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SOCIAL NETWORKING POLICY
When logging on to and using social networking and video sharing websites and blogs at any time, including personal use outside the workplace, employees must not:

•
Publicly identify them selves as working for the Company, make reference to the Company or provide information from which others can ascertain the name of the Company

•
Conduct them selves in a way that is detrimental to the Company or brings the Company into disrepute

•
Use their work e-mail address when registering on such sites

•
Allow their interaction on these websites or blogs to damage working relationships between employees and clients of the Company

•
Include personal information about the Company’s employees, contractors, suppliers, customers or clients without their express consent (an employee may still be liable even if employees, contractors, suppliers, customers or clients are not expressly named in the websites or blogs as long as the Company reasonably believes they are identifiable)

•
Make any derogatory, offensive, discriminatory or defamatory comments about the Company, its employees, contractors, suppliers, customers or clients (an employee may still be liable even if the Company, its employees, contractors, suppliers, customers or clients are not expressly named in the websites or blogs as long as the Company reasonably believes they are identifiable)

•
Make any comments about the Company’s employees that could constitute unlawful harassment or bullying

•
Disclose any trade secrets or confidential information belonging to the Company, its employees, contractors, suppliers, customers or clients or any information which could be used by one or more of the Company’s competitors.

Employees who are discovered contravening these rules, whether inside or outside the workplace, may face serious disciplinary action under the Company’s disciplinary procedure. Depending on the seriousness of the offence, it may amount to gross misconduct and could result in the employee’s summary dismissal.
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SPECIAL EDUCATIONAL NEEDS

Statement

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

All children have the right to be educated and develop their full potential alongside each other.  It is a positive experience to be able to share the same opportunities and overcome any difficulties later.

Aims

· To recognise any special needs a child may have. 
· To liaise with other agencies, including the health and education authorities and seek advice, support and training.
· To develop and maintain a core team of staff who are experienced in the care of children with special needs.
· To ensure that all children are treated as equals and are encouraged to take part in every aspect of the nursery day.
· To promote positive images of those with special needs wherever possible.
· The Nursery believes that all children have a right to experience and develop alongside their peers no matter what their individual needs.
· Children learn from interacting with other children and by giving them these experiences children with special needs can be educated and develop, as far as practicable, with peers without special needs.
· The Nursery is committed to working alongside parents, in the provision for their child’s individual needs to enable us to help them to develop to their full potential.
· The Nursery is committed to work with any child who has a disability to enable the child to make full use of the nursery’s facilities.
· All children with special needs have a right to a broad and well-balance education.
· All children will be given a full settling in period when joining the Nursery according to their needs.
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STAFF DEVELOPMENT & TRAINING

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

To facilitate this we:

· Hold regular staff meetings and team meetings.

· Encourage staff to pass on their knowledge to those less experienced.

· Have regular staff appraisals.

· Develop a training plan addressing both qualifications and continuous professional development needs of the Nursery and of individual staff.

· Promote a positive learning culture within the Nursery.
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STUDENTS

The Nursery welcomes the chance to encourage training.  We accept student placements and recognise this as an opportunity to examine and revise our own practice.

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.  Students are attached to a senior member of staff who supervises their work and explains the safety and fire requirements.  All students are encouraged to contribute fully to the nursery routine and to spend some time in each area. Although students will have a Criminal Record Bureau check, they must not be left alone with children and they should only be allowed to change nappies under supervision.
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SUPERVISION OF STAFF

The person in charge is responsible for ensuring all staff are registered to work on the premises.  Ofsted forms are issued and checks carried out, however staff can work in the nursery before these checks are completed as long as they are supervised by registered staff at all times.

All Nursery staff will be informed of staff awaiting registration clearance.

Unregistered staff must never:

· Be left unsupervised whilst caring for children.

· Take children for toilet visits unless supervised by registered staff.

· Change nappies whist unsupervised.

· Be left unsupervised during outdoor play.

· Be left alone in a room with children.

· Administer medication.

· Administer first aid.

Whilst ensuring all the above are adhered to, it is vital that the unregistered staff be made to feel part of the team and participate fully in every other aspect of the nursery day.
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 VISITS & OUTINGS

As part of our curriculum the children are taken for local walks, visits etc. off the premises and we would ask you to let us know in writing if you do not wish your child to be included in these outings.

· Parents will be asked to complete a permission form allowing the Nursery to take the children on local walks and visits to the park. Parents will be informed in advance of any special visits or outings involving the transportation of children away from the nursery.

· The Nursery will inform parents whether a school vehicle, private passenger vehicle or public transport will be used.

· A full risk assessment will be carried out for each special outing.

· When taking a child on such a trip, outing or special event, the Nursery will:

(This does not include walks in the Park or into town)

1. Advise parents of the time and place the visit will take place.

2. Advise parents of the items needed for the trip i.e. coats, rucksack, packed lunch etc.

3. The ratio for staff to children depends on the age group of the group and will be advised at the time.

4. There will be a designated person in charge and a designated First Aider.

· The staff members will:

1. Divide the children into small groups.

2. Take a register with them.

3. Take a first aid kit.

4. Take a mobile phone and contact numbers.

5. Anything else that is deemed necessary for the comfort of the trip.

6. The staff members will contact the Nursery at least once whilst out.

7. A head count will be taken before setting off, on arrival, halfway through the visit, before departure, and again on arrival back at the nursery.

N.B. A special outing or trip is one that is in addition to local walks and visits to the park.

Use of vehicles for outings

When planning a trip or outing using vehicles, records of vehicles and drivers including licenses, MOT certificates and business use insurance are checked.

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

· Ensure seat belts, child seats and booster seats are used.

· Ensure the maximum seating is not exceeded.

· All children will be accompanied by a registered member of staff.

· No child will be left in a vehicle unattended.

· Care will be taken when getting into or out of a vehicle.

· In the event of a child being lost, the Lost Child Procedure will be followed.

· Any incidents must be recorded in writing
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WARM WEATHER POLICY

It is very important that when weather is warm and there is a risk of burning or sun stroke, that every care is taken in protecting the children.

At Little Monkeys we ensure the following:

· Provide sunscreen protection which staff will apply at regular intervals. (Parents may bring in their own sunscreen for their child and staff will ensure that it is applied at regular intervals)

· A consent form must be signed by the parent/carer to give the Nursery permission to use sunscreen.

· Parents provide protective headwear for their child/ren.

· Staff will ensure that the children drink plenty of water at regular intervals and will take bottled water and cups on any outings.

· When on outings, Staff are to ensure that the children stay in the shade as much as possible to reduce the risk of over heating.

· If the weather is excessively hot, staff will ensure the children are brought back into the Nursery building.

· Staff are to record any incidents regarding over heating and complete an Incident form which must be signed by the parent on collection of the child.
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