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Odstock Day Nursery aims to provide each child with the knowledge that he or she is surrounded by caring adults, a safe environment and a happy alternative to home where each child can express their individuality and make excellent progress with their early years development in their preparation for school and beyond. 

1. Policy Statement of Aims and Objectives

To provide excellent alternative care and a wide range of play activities for children

aged 6 months – 8 years who are away from their home environment for a period of time

during the day. To achieve this, Odstock Day Nursery will employ well qualified and competent staff who will organise stimulating activities to develop the social, emotional and cognitive skills of the child in accordance with the Early Years Foundation Stage Curriculum. 
These activities will be provided in a friendly, caring and stimulating environment.

To provide resources and activities that encourage children to feel confident about

their gender, race and ability. All resources and activities will be equally available to

boys and girls; will reflect our multi-cultural society and provision will be sensitive

to the cultural needs of minority groups. This provision will also promote acceptance and

understanding of special needs and will be accessible to all children.

To provide parents with access to any information concerning the care provided and the

wellbeing of their child. Parents will be encouraged to spend the necessary period of

time to settle their child and develop confident relationships with staff members.

Parents will be aware that they should approach staff members concerning any problems

they feel are directly disrupting the health, safety or welfare of their child, and that

staff will help, where possible, to find a suitable solution to these problems. 
Parents will be kept informed of any concerns about their child and informed of any action being proposed, unless there are compelling grounds for believing that the outcome would be detrimental to the child (as stated in the Nursery Safeguarding Children Policy).

To provide availability of places for all children, ensuring there is no discrimination.

Giving each child the opportunity to mix with other children, to learn to cooperate and work in harmony with others, to share ideas and to experience communication and relationships outside his or her own immediate family. This will be provided in a well-ordered, calm, friendly atmosphere with friendly adults close at hand.

To provide a stimulating environment where children can learn the joy of discovery through a high percentage of child initiated and child led play. This will be achieved with a constant change of interesting subjects, to stimulate each child's natural inclination to explore. Through play and experience of different materials, the children will learn about the physical world around them. To provide a wide range of stimulating activities with consideration of the Early Years Foundation Stage Curriculum. Ensuring that activities meet the individual child's abilities and interests, are age appropriate, based in play and promote an environment of

independent learning.
To provide a small before and after school service with a family atmosphere in harmony with the nursery setting, enabling a structure of free choice play/restful activities indoors and out. If this service expands it may return to the adjoining infant school site.
2.   Equal Opportunities Policy

Odstock Day Nursery is committed to providing equality of opportunity and anti-discriminatory practice in accordance with the UN Convention of the Rights of the Child. ‘Article 2 of the Convention  applies to all children, whatever their race, religion, or abilities; whatever they think or say, whatever type of family they come from. It doesn’t matter where children live, what language they speak, what their parents do, whether they are boys or girls, what their culture is, whether they have a disability or whether they are rich or poor. No child should be treated unfairly on any basis.’ (Unicef, 2011).

Our aims

To provide a safe environment in which children can thrive and achieve all five

outcomes of ‘Every Child Matters’ (be healthy, stay safe, enjoy and achieve,

make a positive contribution and enjoy economic well-being).

Provide a learning environment where all individuals see themselves reflected and

feel a sense of belonging.

Prepare children for a life in a diverse society in which children are able to

identify their place in their community.

Include and value the contribution of all families to our understanding of equality

and diversity.

Actively challenge discrimination and disadvantage.

Adhere to relevant legislation to ensure equality in the service we provide.

Relevant legislation

The following legislation informs our practice

Sex Discrimination act 1975 (amended 1986)

Race Relations Act 1976 and Race Relations (Amendment) Act 2000.

Employment Equality Regulations 2003 (as amended in 2006)

The Children’s Act 2004

The Disability Discrimination Act 2005

Equality Act 2006

To achieve our aims we will:

Ensure we have the capacity to communicate with all potential users through the use of appropriate forms of communication

Make our facilities and services available at times that suit parents, carers and children

Ensure that our services are known to be available by all who may have the need for them.

Create an environment and atmosphere where there is diversity and choice

Broaden our own and others knowledge of different cultures

Recognise and acknowledge the differences between our values and beliefs and those of others

Provide and maintain a wide range of appropriate resources and materials that reflect the diversity of our community

Be aware of and address our own prejudice and challenge the prejudiced attitudes and statements of others

The setting will work with outside agencies to improve and inform our practice

Our Equalities Coordinator is Gaenor Nokes
Action to be taken in any case of discrimination:

All cases of discrimination will be logged and reported to the Equalities Co-ordinator

The management team will consider whether discrimination has occurred and agree on appropriate action and response. The response will be made in writing to the person raising the concern. Actions will be implemented and monitored as appropriate. A report will be produced detailing the incident and recording any actions or outcomes. Where appropriate other agencies will be informed. 
Monitoring and policy review:

The Equalities Co-ordinator (EnCo) will monitor and review this policy annually.

To inform the policy review an annual equalities audit will be carried out in the setting, involving, wherever possible, all users of the setting including staff, children and parents.

Reviewed January 2014
3.  Admissions Policy

Any parent/carer who applies for a place for their child at Odstock Day Nursery will be added to the waiting list (if we are ever full). This list records the parent and child's name, address, telephone number, the child's date of birth, hours required and the date a place is required from. When a place becomes available, the next eligible parent on the waiting list will be contacted to establish whether the vacancy would suit their needs. If the place were unsuitable the next family on the list would be contacted until the vacancy is filled.

The Nursery has no restrictions on the location of applicant's homes. Children will be admitted to the Nursery anytime from the age of 6 months until, if requested, up to the term before their fifth birthday. 
If there is a shortage of places and a long waiting list, we may take special circumstances into consideration when allocating places. The Nursery does admit children who have special educational needs and who are referred by other professionals. Where a referral is made to support a family in crisis, a place may be made available sooner. 
Reviewed January 2014
4. Admissions Policy - Children with identified Special Educational Needs

Any parent/carer or professional who refers a child to the Nursery who has been identified as having special educational needs or disability will, where possible, be identified as having special circumstances for accessing a place within the Nursery, and admission to the Nursery will be made available when appropriate.

When a child with special educational needs/ disability accesses a place at the Nursery, their parents/carers and other professionals already working with the family would be asked to provide information concerning:

· The individual needs of the child.

· Reports and strategies already carried out or used with the child.

· Dietary and medical requirements.
· Any relevant information to assist an effective risk assessment for the setting.

Liaising with outside agencies is an especially important part of meeting the special needs of children, parents will be informed of any meetings, observations and intended interventions. The office space at the Nursery will be made available for such meetings and the manager or SENCo will attend.
If a child with specific medical requirements is allocated a place at the Nursery, the place cannot be accessed until the Staff have been fully trained to provide the additional support the child may need, (E.g: Epipen training for a child with anaphylaxis).

Reviewed January 2014
5.  Special Needs Policy

Our setting SENCo is Gaenor Nokes
We aim to provide a welcoming, safe and creative atmosphere, where play and learning

will be appropriate to the child's individual needs.

Since January 2001 it has been a requirement for all settings in the private and

voluntary sector, who are registered for Nursery Education Funding, to appoint a setting

based Special Educational Needs Co-ordinator (SENCo)

This SENCo will be trained to the level required to implement the DFES Code of Practice.

The SENCO will

· Liaise with parents

· Liaise with other professionals

· Advise and support other practitioners within the setting

· Ensure that appropriate Individual Educational Plan's are in place

· Ensure that background information is collected, recorded and updated.

· Take the lead in further assessment of the child's strengths and weaknesses to guide

future planning to meet the child's needs.

· Take the lead in monitoring and reviewing any action taken to support the child

· Ensure that appropriate records are kept for any child at Early Years Action, Early

Years Action Plus and for those with Statements of Special Educational Needs.

· Ensure that information is passed on to the relevant people when the child transfers to school

Children with special needs, like all children, are admitted to the Nursery after consultation between the parent and Odstock Day Nursery Manager (see admissions policy).

Staff observe each child in the Nursery at regular intervals. Their observations are recorded and added to each child's development folder. Regular observations provide a basis for planning activities for individual children and an opportunity to build on what the child already knows and can do. These regular observations provide staff with the opportunity to monitor and track  each child's development and assist with early intervention if there is a development delay or concern with a child within the group.

If a concern is identified with a child the SENCo will discuss this with the child's parent. If it will benefit the child and in agreement with the parent the SENCo will produce an Individual Education Plan (IEP) with identified targets and strategies to support the child's progress. IEP's will be reviewed every 6-8 weeks.

When reviewing the IEP with the parent, this may identify a child's need for intervention from specialist support services. External services required to provide additional support may include therapists, health visitors, psychologists, social workers, paediatricians and portage workers, to meet the child's specific needs. After discussion with the parent, it may be agreed that the SENCo should refer a child for additional assistance. Parents will be asked to complete the referral form with the SENCo, where necessary. If, in consultation with the parents and any external services already involved, the

child's progress is unsatisfactory, after a review period, a statutory assessment would then be sought. This, where necessary, may lead to a Statement of Special Educational Needs for the child. If it is felt that a child's needs cannot be met in the Nursery without the support of a one to one worker, Early Years Access Funding will be sought to employ one.

Parent's knowledge is vital - partnership with them is vital.

If you would like additional information or explanation of the graduated approach for the identification of Special Educational Needs, the Nursery SENCo can provide a copy of a handbook for you to refer to. This is produced by the DfES and is a useful reference guide to help you understand the process we follow in regard to the DfES Code of Practice on the Identification and Assessment of Special Educational Needs.

If a parent of a child with SEN has a concern or complaint in regard to their child's care or education, please refer this, where necessary, to the SENCo who will follow the Nursery complaints procedure. For external support in helping resolve disagreements or complaints the Nursery can provide contact details for the Parent Partnership Service.

Parent Partnership services provide support and advice for parents whose children have SEN. They help parents to make informed decisions about their child's education. All discussions, targets and referrals for your child are confidential and will only be discussed with other practitioners with your permission.
We recommend to parents that is it good practice for your child's next setting to be made aware of any IEP targets that have been set by the Nursery. For effective continuity of practice, care and

education of your child, IEP targets can continue to be used to support your child's development if they move from setting to setting in your child's development record.

Please do share these with other practitioners who are going to work with your child. Where possible, Staff will consult the child involved, so they can make a contribution to the observation and assessment process.

The Nursery Staff are committed to meeting the needs of every child in our setting and their training requirements are assessed in regard to this.

Odstock Day Nursery will be regularly audited for accessibility and availability for people with Special Educational Needs and/or disabilities, as required by the Disability Discrimination Act.

This policy statement will be reviewed annually and in response to changes in legislation

or changes in the Nursery.
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6.  Safeguarding Children Policy

Our setting designated person for Child Protection is Gaenor Nokes
Odstock Day Nursery fully recognises the contribution it makes to safeguarding and promoting

children’s welfare.

There are three main elements to our policy:

· Prevention through the teaching and support offered to the children in our care.

· Procedures for identifying and reporting cases, or suspected cases, of abuse. Our day to-day contact with children provides the opportunity for Nursery Staff to be well placed to observe the signs of abuse.

· Support to children who have been abused

Our policy applies to all Staff and volunteers working in the setting. Any of the adults may be the first point of disclosure for a child. Concerned parents may also contact staff.

Responsibilities:

All Odstock Day Nursery Staff (paid or voluntary) have a responsibility to take action when they believe a child may be experiencing harm or abuse.

All Odstock Day Nursery Staff (paid or voluntary) must abide by the contents and procedures set out in this document.

All Odstock Day Nursery Staff (paid or voluntary) must understand how this policy affects them, and the procedures, which they must follow according to their position in the Nursery.

In the normal course of events, concerns and issues about the well being of individual children (e.g. relating to their health, development, behaviour or protection) will be discussed at staff meetings or one to one meetings with the manager.

The Nursery Managers must ensure that adequate opportunity is made available to all workers to discuss their concerns about children's issues.

Child Protection Policy - Procedures

We will follow the procedures set out in the guidance produced by the Local Safeguarding Children’s Board (LSCB).

We adhere to our responsibilities under the Data Protection Act 1998 and Freedom of Information Act 2000.

Odstock Day Nursery will:

· Ensure that members of Staff are aware of the need to be alert to signs of abuse and know how to respond to a child who may tell of abuse.

· Ensure that parents have an understanding of the responsibility placed on Odstock Day Nursery i.e. a duty of care for child protection via this policy statement.

· Provide training for all Staff so they know (i) their personal responsibility (ii) the LSCB

procedures (iii) the need to be vigilant in identifying cases of abuse (iv) how to support a child who tells of abuse.

· Ensure every member of Staff and every volunteer knows (i) the name of the designated person and her/his role (ii) that they have individual responsibility for referring child protection concerns using the proper channels and within the timescale set out in the procedures (iii) where the LSCB booklets are kept (in the locked filing cabinet in the office).

· Notify the Office of Children and Young People’s Services (OCYPS) if (i) the Nursery should have to exclude a child on the child protection register either for a fixed term or permanently (ii) if there is an unexplained absence of a child on the child protection register of more than two days duration from Nursery.

· Notify the Office of Children and Young People’s Services if a child on the child protection register leaves the Nursery.

· Work to develop effective links with relevant agencies and co-operate as required with their enquiries regarding child protection matters including attendance at initial case conferences, core groups and child protection review conferences.

· Keep written records of concerns about children, even when there is no need to refer the matter to the OCYPS immediately.

· Ensure that all records are kept secure in a locked location.

· Ensure the criminal backgrounds of applicants for positions at the Nursery are checked via CRB checks and that references, copies of birth and marriage certificates and further personal identification is provided before a full time position at the Nursery is confirmed. (see our safe recruitment policy)
Information sharing:

In the area of child protection the degree of confidentiality will be governed by the need to protect the child. Whilst in normal circumstances all information held within Odstock Day Nursery about children will be treated as confidential, it must be made clear to all concerned that confidentiality may not be maintained if the withholding of information will prejudice the welfare of the child.

Odstock Day Nursery staff seek to work openly with parents and carers to build relationships within

which development and wellbeing of children is regularly discussed. Within these continuing relationships parents should also be consulted whenever any concerns arises about a child and informed of any action being proposed.

This policy requires parents/carers to be kept informed of concerns unless there are compelling grounds for believing that the outcome would be detrimental to the child.

Any Odstock Day Nursery staff member receiving third party information must make clear to that party that they cannot guarantee confidentiality if doing so would be detrimental to the child.

Record Keeping

· Basic principles

· Why am I recording this? To provide a record for other people to act on and to keep this child safe

· Records must be clear and concise.

· Records should: Be contemporaneous (within 24 hour of the incident)

· Be accurate (include accurate chronology of events)

· Be descriptive - who did what.

· Be factual - who said what.

· Not make assumptions.

· Opinions are ok, but record the information on which you base this opinion.

· Gut reactions are ok, but make it clear it is a gut reaction and the reasons you give.

· State the source of information; hearsay is ok if you record it as hearsay.

· Records should also state: Intended action.

· Was this information shared with anyone?

Logging sheets must be completed and returned to the Designated Person for Child Protection as soon as possible after the concern has been recorded. Confidentiality must be maintained at all times.
Working to create a protective ethos

Create an ethos of maximum respect by:

· Actively building self esteem

· Actively building the child's ability to be appropriately assertive. Offer choices and accept the child's right to say no.

· Actively listen to the child on a daily basis.

· Be knowledgeable about child protection issues. Know who to refer to.

· Teach children about personal safety and help them to assess risk.

· Be alert to changes in the child's physical appearance, behaviour or emotional state.

· Log observations and concerns routinely and discuss with appropriate personnel.

· Avoid having a special relationship with any one child.

· Model and teach appropriate space.

· Promote positive behaviour and support PSEd
· Understand the procedure for allegations against staff

· If in doubt about how your actions towards a child may appear - DON'T DO IT.
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7.  Behaviour Policy
We aim to provide a happy and secure environment where discipline is firm but fair and where all the children are offered equality of care.

We aim to ensure that the staff, parents and children behave towards each other with mutual respect, consideration and tolerance.

We aim to encourage the children to develop high standards of behaviour and respect. This will be best achieved by positively encouraging the children to do their best and praise their efforts.

We aim to encourage all members of the Nursery, including parents, to respect the feelings, interests, needs and opinions of other people and to develop a positive attitude to everyone involved in the Nursery.

We aim to provide an atmosphere, which is caring and stimulating and free from anxiety of bullying or discrimination.

We aim to encourage the children to care for their environment and resources and understand the importance of sharing and turn taking.

We aim to develop a partnership with the parents, consulting and devising behavioural strategies, recognising the individuality of each child and family setting.

We aim to reinforce the value of positive behaviour during discussion time with the children.

Acceptable and Unacceptable Behaviour

We aim to provide the best opportunity for any child to fulfil his or her potential. We feel this can best be achieved in a safe, caring environment where each child feels happy and secure. This means we all must be.

Kind and Considerate

Being on good terms with each other and behave in a friendly manner.

Courteous

Being polite and helpful at all times to all children and adults in the Nursery, or who may be visiting the Nursery.

Respectful

Respect the views and opinions of others. Respect the property of others.

Honest and Responsible

Being truthful at all times and taking responsibility for your actions.

Co-operative
Be willing to work together.

We will not accept.

Bullying – verbal or physical

Fighting – including aggressive play or any behaviour that may result in conflict or injury.

Discrimination

Deliberate damage to equipment

Odstock Day Nursery expects the co-operation of all parents/carers in recognising and upholding this behaviour policy.

Dealing with Unacceptable Behaviour

All incidents will be investigated in a thorough and fair way. The child will be spoken to

in a clear, calm way about his/her actions.

If a pattern of unacceptable behaviour emerges, a behaviour strategy will be put in place following consultation with the parent.

We reinforce positive behaviour focusing on distraction, discussion, praise and reward.

Odstock Day Nursery recognises that good staff practice and awareness of conduct promote positive behaviour. This will be reflected in staff training opportunities and supervision. Where possible, in consultation with the children, clear boundaries and behavioural expectations are set.

Unacceptable behaviour will be dealt with promptly and consistently by all staff

members and fed back to the parent, if possible by the child’s key worker.

At Odstock Day Nursery we aim to be

Kind and Considerate

Courteous

Respectful

Honest and Responsible

Co-operative
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8.  Collection Procedure

The individuals named on your child's registration form will be the only persons allowed

to collect your child from Nursery; unless you have given express instruction that

another is coming to collect your child.

Staff will follow the guidance for collection by a father with parental responsibility that

does not live with the child and for an authorised adult collecting where we have not

been informed, as set out in the attached policy statement.

Definition of who has Parental Responsibility

A mother automatically has parental responsibility for her children from birth. A father has this responsibility only if he is married to the mother when the child is born or has acquired legal responsibility through

1) (From 1st Dec 2003) by jointly registering the birth of the child with the mother.

2) by a parental responsibility agreement with the mother

3) by a parental responsibility order made by the Court

Odstock Day Nursery Staff ask for the opportunity to meet each person named as a collector or for parents to provide photographs of these people to be added to your child's development record to support identification.

Parents are responsible for notifying the Nursery of any changes in family circumstances that may influence who is allowed to collect the child. (in some circumstances, staff may require evidence to prohibit collection by one or other parent).

In case of a child not being collected at the end of the Nursery day.

The staff would allow an adequate period of time to pass in regard to parents with difficulty with travel arrangements/problems with traffic.

Staff would attempt to contact parents or carers of the child by telephone to determine if there is a problem with the collection of the child. Staff would persist with attempts to contact parents or carers for an adequate period of time.

If the child was not collected and a parent or carer was not contactable, after reasonable attempts had been made by the Staff to contact all recorded collectors, the Staff would contact the Wiltshire Office of Children and Young People’s Services for advice in regard to the situation.

Two Staff members will always be present in the case of a child not being collected at

the end of the Nursery day.
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9.  Lost child 
The Nursery Manager would like to reassure parent's that at no time has a child ever become lost during their session at Odstock Day. This policy is a precautionary measure and aims to promote awareness regarding the safety of the children in our care.
Odstock Day Nursery adopts a protective ethos that ensures the safety of all children at all times.

To ensure the safety and location of all children at all times the following precautionary measures are taken:

The entrance to the Nursery is secured with a coded external lock and an internal release lock. 
Parents must ring a doorbell to be let in by a staff member.

Parents ARE NOT ALLOWED to let other persons into the building. Any person entering the building must be known to a staff member. Visitor identity will be checked and logged in the visitors book.
The Nursery adopts a welcoming policy ensuring that all children are individually greeted and handed over on arrival and departure from the parent to the Nursery and vice versa.

As children arrive at the Nursery their name is added to the daily register record. This detail the time the child arrives and departs from the Nursery this is recorded on the signing in and out sheet.

As set out in the Nursery Collection Policy only persons named as collectors on the child's registration form are allowed to collect.

A list of the children booked into the Nursery for each session is kept in the Nursery office and daily amendments to this are logged in the diary that is accessible to all staff.

The staff routinely carry out headcount checks when moving from area to area within the Nursery.

A sense of personal safety is promoted within the children, encouraging awareness of stranger danger.

All children are supervised at all times.

In the unlikely event of a child becoming lost, the procedure set out in our lost child policy would be followed.

10.  Complaints Procedure

If you have a concern about any matter arising within the Nursery, you should:

· Discuss your concern with your child's key person or, if you prefer, with a senior staff member. Consider if they can answer your concern. Staff at Odstock Day Nursery work closely with all of the children and know the group very well. Generally they will be able to support parents with any issues that may involve the care of the children.

If you have a complaint about any issue arising within the Nursery, you should:

· Discuss your complaint with the Nursery Manager. They will record and investigate your complaint. This will then be addressed internally or externally as appropriate. The outcome of this investigation and any action taken as a result of this investigation will be reported to you, verbally or in writing, within 28 days of you registering your complaint.

You may decide you wish to notify Ofsted of your complaint directly. Ofsted can be contacted at the web address and telephone number supplied below.

· In the case of general complaints in regard to the Early Years Foundation Stage Welfare Requirements, Ofsted will refer the complaint back to the Nursery to be resolved.
· If the complaint is a concern of misconduct or a concern of potential significant harm to a child, Ofsted will investigate the complaint and will then notify the Nursery of the outcome of this investigation. They would then make a judgement in regard to the continued suitability of the provision of childcare at our setting.

Whistle blowing policy available on request.

Ofsted contact details

www.ofsted.gov.uk – an online complaint form is provided on the Ofsted website

Tel: 0300 123 1231
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11.  Policy of Fees and Funding at Odstock Day Nursery.

There is no Registration Fee 
Session Rate £ 24.50 8am - 1pm or 1pm – 6pm

                      £ 39.00 8am-6pm  (£4 to be added for meals once cook employed)

                      £ 4.50  7.30am – 8.00
Fees will be invoiced monthly in advance. Fees should be paid on receipt of invoice. Stated on your invoice will be the cut off date for payment of fees. Once a payment has become overdue, a 10% late payment fee will be added to the following months invoice. This late payment fee will only be waved in extenuating circumstances and with prior agreement from the Nursery Manager.
Failure to pay Nursery fees may result in the withdrawal of childcare. Any outstanding debts will be sought via a professional Fee Recovery Scheme.

Fees may be paid by cash or cheque made payable to Bourne Valley Nursery School Ltd or by

BACS.

The Nursery Bank details are:

Odstock Day Nursery Ltd Sort Code: 30-99-71 Account Number: tbc
Please use your child’s full name as payment reference.

The Nursery is registered with a number of Nursery Voucher Scheme companies and can receive fees on your behalf from these providers. Please notify the Manager if you are intending to register with a scheme via your employer.

Please note: Any returned cheques will carry a £10 administration fee and any Bank charges incurred by the Nursery will be passed to the parent.

Parents are charged fees on a rate determined by the number of sessions BOOKED with us. If you arrive at the Nursery before your session begins you will be asked to wait outside.
Please remember, if you arrive early or late without prior arrangement, you can cause the Nursery to exceed it's registered number of children allowed. 
We wish to continue the service we offer, enabling you to book and only pay for the sessions you wish your child to attend the Nursery. We can only do this with your cooperation.

Early Years Funding

Odstock Day Nursery is registered for Early Years Funding. The Government has invested funds to ensure that every three and four year old may have free early years entitlement before he or she enters compulsory education at the age of five. The Nursery Manager will notify you when your child is eligible to receive this funding.

This funding will provide:

570 hours of funded provision over a maximum of 50 weeks of the year. This funding can be taken throughout the school term (38 weeks) with up to 15 hours.
All additional hours your child attends Odstock Day Nursery must be funded by the parent

Holiday Discount

Late Collection Policy.

To ensure we do not exceed our registered numbers, we insist that children are collected on time. If a child is collected after their session ends, a £10 late collection fee for every fifteen minutes will be charged. This fee is intended as a penalty to discourage late pick up, not as a fee for additional services.

Because of the booking system that Odstock Day Nursery offers, we have to treat this as a critical issue. Parent’s must be aware that chronic lateness is just cause for Odstock Day Nursery to consider discontinuing childcare services to a family.

Changing sessions.

We aim to be as flexible as possible for families who wish to extend sessions or book extra hours. However, we are not able to swap sessions temporarily. If you wish your child to come to Nursery on a day they do not usually attend, this will be booked as extra hours, but their usual sessions will still need to be paid for. If you wish to make a permanent adjustment to your child’s sessions, one month’s notice will be due on the sessions no longer required.

Termination of Childcare Services.

Odstock Day Nursery reserves the right to terminate provision of child care service based on parental noncompliance with law and/or Odstock Day Nursery policy, examples

include, but are not limited to:

Non payment of fees by parents/legal guardians

Failure to provide all required statutory information, such as emergency contact

details.

Excessive or chronic lateness

Verbal or physical abusive behaviour towards staff, children or property of Odstock Day Nursery
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12.  Health and Hygiene Policy

To maintain good hygiene standards

Toilets will be checked and cleaned each session. Staff will ensure toilets are properly equipped with toilet roll, soap and hand towels to enable older children in the group to manage their own toileting.

Potties will be emptied immediately after use and cleaned with antibacterial spray.

Changing mats will be cleaned immediately after use with antibacterial spray.

Children will be taught to wash their hands every time they use the toilet and why this is necessary.

Staff will supervise the younger children to ensure they wash their hands after using the toilet or potty.

Older children will be taught good hygiene practice and to manage their own toileting to increase their independence.

Children will be encouraged not to play in the toilet area.

Staff will model good hygiene practice to the children.

Staff will wear gloves when changing wet or soiled clothes to prevent cross infection and maintain good practice in regards to contact with body fluids. If a child needs to be changed Staff will maintain a positive attitude toward them and positively encourage them with good toileting practice.

Child protection procedures will be followed during nappy changing and toileting. Any concern a Staff member may have in regard to a child will be immediately reported to the manager.

Nappy changing

· All Staff have induction and training in regards to good practice when changing nappies.

· Staff will always wear gloves when changing nappies. Staff will change their gloves between each nappy change to prevent cross infection.

· The child will be safely placed on a clean changing mat. If this is placed on the floor, this will be positioned in such a way that it does not cause an obstruction and maintains a safe environment for the child. If placed off the ground the child will be positioned safely and well supervised to ensure they cannot fall.

· The Staff member will communicate with the child while changing their nappy to make them feel confident and safe with the procedure. Children will be encouraged to fetch their changing bags or clean nappies to promote a positive involvement in the nappy change process.

· All nappies will be placed in nappy sacks and disposed of in an appropriate nappy disposal bin.

· Staff will clean the changing mat with an antibacterial spray after each nappy is changed to prevent cross infection.

· Staff will wash their hands when all nappy changes have been completed.

· Antibacterial hand gel is available throughout the Nursery.

Toileting procedures

When toilet training a child, Staff will communicate with the parent to ensure consistency of practice between the home environment and Nursery.  Agreed procedures can then be put in place to assist the child's learning.

Food Hygiene

All Staff have induction and training in regards to good practice of food hygiene standards.

A minimum of 50% of staff will hold an up to date Food Hygiene certificate.

Food preparation and storage

Staff will prepare snacks on the correct surfaces using the separate chopping boards provided for bread and fruit.

Staff will maintain good hygiene standards, washing their hands before food preparation and maintaining clean preparation areas.

Staff will clean the eating areas with antibacterial spray before the children sit down to eat.

Staff will display prepared food in a way that encourages the children to eat it.

Food will be stored correctly and appropriately. Food storage areas will be kept clean and well maintained.

The fridge temperature will be monitored and recorded twice daily (guidance provided by Environmental Health Department).

Healthy eating - Options

Healthy options for snacks will be provided. . These may include bread, rice cakes, bread sticks, fruit and raw vegetables. A risk assessment will be carried out in each room to ensure age appropriate snacks are provided.

Drinks provided will be milk or water.

If a parent wishes their child to have a different snack to the one provided by the Nursery, the Staff will request this option is healthy and in keeping with the choices being offered to the other children in the Group.

Children will have access to drinking water at any time during the day. Children will be actively encouraged by the Staff to request a drink whenever they require one.

Hygiene standards - hand washing

Children will be encouraged to wash their hands before contact with any food.

Children will be encouraged to wash their hands every time they use the toilet.

Children will be taught good hygiene practice in regard to hand washing, including washing their hands after playing with sand, soil or playing in the garden.

Staff will model good hygiene practice to the children.

Cooking

Staff participating in food preparation activities with the children must maintain good hygiene practice in regard to hand washing and food preparation. All food preparation areas must be cleaned with antibacterial spray before use.
Administering medicines

Early Years Foundation Stage statutory guidance – settings should only accept medicines that have been prescribed by a doctor.

If your child becomes ill in our care we will contact you, in the event of a high temperature and parents have signed consent for Nursery to give calpol permission will be sort and our medicines policy/procedure followed.

If your child has required medicine, prescribed or otherwise for any reason before arriving at nursery we would ask you to notify the Nursery Staff.
Please note: prescription medicine must be in the original labelled container.

Allergy and Anaphylaxis

Staff will have full induction and training in regard to allergy and anaphylaxis.

If a child with specific medical requirements is allocated a place at the Nursery, the place cannot be accessed until the Staff have been fully trained to provide the additional support the child may need, (E.g: Epipen training and protocol for a child with anaphylaxis).

If any child has food allergies their parent will be consulted in regard to what they may eat for snack. If their parent wishes to provide an alternative to the Nursery snack, all Staff will be notified so there is not any confusion in regard to what the child can eat.

Alternative treats will be requested from the parent for their child to be able to participate in birthday parties etc.

Children who have food allergies will be supervised during snack and the lunch period to maintain a safe environment for them, and to discourage contact with the food of others in the Group.
Allergies will be recorded on display in the kitchen and the child’s room with a photo. Severe allergies will be noted on the child’s snack card.
Hygiene standards - equipment and play environment

Equipment will be regularly cleaned with antibacterial spray or Milton fluid to ensure it is clean and safe for the children to play with and to prevent cross infection.

Equipment will be regularly checked and broken equipment will be removed immediately.

Floor areas will be maintained to provide a clean play environment for the children. They will be swept and washed as necessary.

Children will be encouraged to help provide a safe play area by learning to care for the environment and the equipment. 
Staff will encourage children to pack away the equipment at the end of activities and to clean play areas they have used. This will include cleaning the tables when they have finished snack or lunch and sweeping when the floor is dirty. Staff will value that this is the children's play environment and as such they will be encouraged to take ownership of it and be responsible for caring for it.

No smoking policy

Odstock Day Nursery has a no smoking policy in all areas accessed by staff, children and parents. This includes all outdoor play areas and entrance areas.

Hot drinks policy

Children may be given hot milky drinks as part of their learning, these will be served at a safe temperature and close supervision and instruction will be provided throughout. Staff are allowed hot drinks in the Nursery Rooms only in a specified safe lidded cup, open cup drinks are allowed in the office when children are not present.
Risk Assessment

In regard to the Early Years Foundation Stage Statutory Guidance, regular Risk Assessment is carried out. The risk assessment will cover anything the child may come in contact with.
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13.  Healthy Child Policy

In order to protect the health of all children at Odstock Day Nursery, we have produced the following guidelines. All parents are expected to adhere to the Nursery Healthy Child Policy.

Early Years Foundation Stage statutory guidance – The provider must promote the

good health of the children, take necessary steps to prevent the spread of infection and

take appropriate action when they are ill.

In case of illness you are required to provide parent’s contact details and an emergency back-up person who can be contacted to collect your child if you are unable to collect them for any reason. It is the parent’s responsibility to provide the staff with current telephone numbers where they can be reached daily. Please make sure the contacts provided are kept up to date.

If your child is unwell you will be contacted and asked to collect them as soon as possible following the call.

On your child’s registration form we require you to provide permission for emergency medical treatment to be given to your child if necessary.

On your child’s registration form we require details of any health condition they may have to ensure we are providing appropriate care for them. If a child with specific medical requirements is allocated a place at the Nursery, the place cannot be accessed until the Staff team has been fully trained to provide the additional support the child may need, (E.g: Epipen training for a child with anaphylaxis).

When registering your child at the Nursery we request details of all immunisation your child has received before attending the Nursery. Please update these details when your child has further immunisations. Please do inform us if you have decided not to have your child immunised.

Your child needs to be well enough to cope with the busy activity of their Nursery session. Parents must respect that the Nursery is not able to offer a one to one ratio for children who are unwell. If the Staff are of the opinion that the child is not well enough to cope with the session we expect parents to respect our judgement and collect their child if requested to do

so.
If your child has vomited or had diarrhoea we would ask you to notify the Nursery and they must be excluded for 48 hours from cessation of symptoms to prevent the spread of infection.

It is the Nursery policy to exclude children who have conjunctivitis for 24 hours from when they start their treatment.

It is the Nursery policy to exclude children who have impetigo for 48 hours from when they have started their treatment or until the lesions have dried out.

If you have taken your child to the doctor and they have informed you your child has any type of communicable illness or virus we would ask you to notify the Nursery and to keep your child away until they are well enough to attend.

We will notify parents of any outbreaks of illness such as chickenpox within the Nursery.

If your child has an accident resulting in a head or facial injury while at Nursery, it is the Nursery policy to telephone and inform you this has happened.

An accident form will be completed for any accident your child has while in our care. Parents are asked to sign the accident forms when they collect their child. This ensures information in regard to the accident has been passed to the parent.

An incident form will be completed for any existing injury a child arrives at Nursery with.

The final judgement as to whether your child is well enough to attend Nursery will be taken by the Nursery Manager/Deputy Manager. This judgement will take into consideration the welfare of all the children and staff of the setting.

Parents are asked to respect this policy.

Suitable clothing

Parents are required to ensure their child is suitably equipped for the day.

Your child will need to bring the following items to the Nursery with them each session.

A change of clothes

Nappies – if necessary

Your child’s comforter (dummy/toy)

Outdoor shoes/boots

Any items brought to Nursery MUST BE CLEARLY NAMED. The Nursery cannot be responsible for un-named items.

To offer an extensive curriculum the Nursery encourages daily use of the outdoor play spaces, regardless of the weather conditions. It is essential that children are clothed appropriately for their day at Nursery. In winter your child will require suitable outdoor clothing including a winter coat, gloves and hat. In the summer they will require a named sun hat and sun protection cream. Parents are asked to agree to the Nursery’s ‘Playing Safe in the Sun’ policy.

Parents must appreciate their child’s participation in messy, creative activities. The Staff endeavour to protect children’s clothing, however, we would request your child is dressed appropriately in consideration of the activities they may participate in.

Mealtimes

Food is served at 12 noon, children and adults wash hands and sit together for a family style meal with food served from dishes. This time is respected as an important communication time and conversation will be modelled and enabled by the adult.
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14.  Statement of Educational Intent

Play underpins all development and learning for young children. Providing well-planned experiences based on children’s spontaneous play, both indoors and outdoors, is an important way in which practitioners support young children to learn with enjoyment and challenge. The characteristics of effective learning as set out in the Development Matters 2012 EYFS(The Early Years Foundation Stage) are:

Playing and Exploring – engagement

Finding out and exploring

Playing with what they know

Being willing to ‘have a go’

Active Learning – motivation

Being involved and concentrating

Keeping trying

Enjoying achieving what they set out to do

Creating and Thinking Critically – thinking

Having their own ideas

Making links

Choosing ways to do things

We will achieve this through our continuous provision that caters for all areas of Early Years learning indoors and outside in our Tarmac area and natural garden. 80% of each session will provide for child initiated play with the adults supporting and facilitating, 20% will be adult initiated and led: letters and sounds, story time, singing, focused activities etc.
We aim to plan activities to develop the social, emotional, physical and cognitive skills of the child. These activities will be provided in a friendly, caring and stimulating environment. Practitioners will support and scaffold the child's learning, building on what the child already knows and can do. The environment will be planned carefully to promote independence, to make full use of both the indoor and outdoor space and be well resourced in an accessible way to attract children and stimulate learning experiences.

Observation and Assessment

Staff will observe each child in the Nursery at regular intervals. Their observations are recorded and added to each child's development folder. Regular observations provide a basis for planning activities for individual children and an opportunity to build on what the child already knows and can do. These regular observations provide Staff with the  opportunity to monitor and track each child's development and assist with early intervention if there is a developmental delay or concern with a child within the group (refer to SEN Policy).

Photographic evidence of the activities the child has participated in and pictures they have made are added to their development folder. This provides additional evidence of their learning experiences and provides opportunity for the children to reflect on their own learning.

Each month a ‘learning leaf’ will be sent home to be completed by parents. We would like to know all about what you and your child do together at the weekend or in the evening, places and people you visit, books you read, toys you play with, places you go on holiday or anything else you would like to share about your child’s interests. The information you provide informs the way we plan activities following your child’s interests or relating to an experience they have had at home, with you and your family.

Children's artwork and photographs of the activities they have participated in will be displayed around the Nursery for the children, parents and staff to look at. We aim for the children to identify that their 'work' is valued and for them to be able to reflect and revisit their learning experiences.

Adult initiated activities are recorded on weekly planning sheets, linking to the ‘learning leafs’ provided by parents and the observations carried out by Staff. 
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Transition Policy

Transition into Setting

At your settling visit you will meet your child’s key person who will familiarise you with the Nursery environment. They will provide you with information about the Nursery’s policies and procedures and they will guide you through the documentation you need to complete.

Your key person is responsible for organising all other settling visits for your child.

You will be asked to complete an induction form with your child’s key person. Please provide the Nursery with as much information about your child as possible.

Transition policy for children leaving the setting

We aim for all the children to experience a smooth transition from our setting into the next.

To support this transition we will:

Provide parents with information and support regarding school applications.

Ask parents to provide information of where their child is moving on to at the beginning of the summer term.

Plan a ‘transition’ project with the Pre-school children during the summer term. This project will focus on information about the setting they are moving on to and preparing the children for the routines and skills required for school life. This will also provide opportunities for the child and their parent to discuss any area of anxiety about their move to a new setting and find ways to address these anxieties.

Liaise with the setting the child is moving on to and, wherever possible, organise for practitioner visits to the Nursery for information sharing and to meet the child.

Update the child’s development folder and complete their summative assessment.

Arrange for the new setting to receive a copy or the child’s summative assessment and ‘Progress Matters Tracker’ (with parental permission).

Transition policy for children with Special Educational Needs

To support the transition for children with Special Educational Needs from Nursery to

School the Nursery SENCo will liaise directly with the school SENCo and Head teacher.

To support this transition we will:

Provide parents with information and support regarding school applications.

Ask parents to provide information of where their child is moving on to at the beginning of the summer term.

During the summer term we will:

At the beginning of term, the Nursery SENCo will arrange to hold a transition meeting at the school, with the child’s parents, school Head teacher and the school SENCo. This meeting will be to discuss the needs of the child (strengths and difficulties) and how these are currently supported. We will inform the school of existing external agencies working with the child and the advice they have given.

If necessary a further transition meeting will be planned for June or July.

It will be agreed with the child’s parent and the school when the setting’s records

for the child will be passed on. The child’s Personal Development Journal (PDJ), a summative assessment and the child’s ‘Progress Matters Tracker’ will be passed to the school (with parental permission).

Where possible, the Nursery will arrange for the child to attend school visits or open days with their current key person / 1 – 1 support worker.

Where possible, the Nursery will arrange for the child’s future key person / 1 – 1 worker to visit the child in the Nursery. If this is not possible then the child’s class teacher will be invited to visit the Nursery.

Dealing with critical incidents.

The Nursery will hold, regularly review and update policies and procedures relating to

uncollected or lost children.

All Staff will be trained in the Nursery’s policies relating to the safety of children within our care.

Where possible, training will be provided to enable staff to deal with any other potential critical incidents that may occur, for example ‘Stranger Danger’ training.

An emergency contact list will be held in the Managers office with information about all local agencies that may assist a critical incident.

All staff are aware that emergency contact details for both staff and children can be found in the office.

If contact information cannot be accessed on site, an Emergency contact list is held at a

secure location. This is known to the Nursery Manager

Evacuation and emergency assembly points are specified in the Nursery Fire Procedure.

In the event of a critical incident the following considerations should be made.

Do Ofsted need to be notified? The EYFS Welfare Standards require all day care providers to notify Ofsted of any significant event.

Identify who will need to be contacted: staff, parents?

Do we need to and how can we advise the wider community?

Do we need to contact our Early Years Foundation Stage Advisor for advice?

Do we need to notify our insurance company?

This policy is supported by the following policies/procedure documents

· Collection procedure (uncollected child).

· Lost child policy.

· Fire procedure.

· Evacuation procedure
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Evacuation Policy

In the event of a full evacuation from the building the fire drill will be followed but instead of meeting outside the little gate the children will be taken promptly to the far corner of the School field. Emergency services will be contacted and the contact file will be used to contact parents if we are unable to return to the building. Support will be sought from supernumery staff at Bourne Valley Nursery School.

Emergency Closure Procedure.

Emergency Closure may be forced by a number of situations including:

· Advised closure due to illness outbreaks or potential risk of infection.

· Adverse weather conditions

· Physical danger to children or staff

· Unsuitable environmental conditions

· Staffing levels fall below minimum levels

The final decision to close the Nursery will be made by the Nursery Manager,

unless closure is enforced by an outside agency (eg: Wiltshire County

Council, Emergency Services etc).

We will ensure that we hold up-to-date contact details for Parents and Staff.

Nursery closure would be posted on the Nursery web-site and a sign on the gate.

In the event of a Pandemic, we will ensure that sick children are separate from other children (and minimise contact with staff) until the child is collected by a parent/carer.

We will endeavour to remain open, if appropriate during a pandemic and ensure systems are in place to minimise the risk of infection, including thorough daily cleaning systems and opportunity to ‘deep clean’ areas as necessary.
Staff and children will maintain good personal hygiene levels. Parents/Carers are informed of measures that should be taken to reduce the risk of infection.

We will ensure that staff and children showing any signs of infection go home. Parents/Carers will be contacted immediately using the contact information held on their child’s registration form.

Parents/Carers WILL NOT be charged for any time that the Nursery is closed.

In the event of adverse weather conditions where Parents/Carers are asked to collect their child/ren early, Parents/Carers will be charged up to the point that the child/ren is collected.

The Nursery will keep parents informed of information regarding re-opening and any conditions that may apply.

The Nursery will notify the Childcare Information Service of any Emergency Closures and details of re-opening.
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Fire Drill

During evacuation staff will be deployed in the following way:

1. All staff to assist with the room they have been assigned to on that day.

2. Evacuate out of the nearest fire escape and help other units to evacuate where needed.

Each unit is to collect the fire evacuation bag on exit.
3. Each room is to take their own register. It is also vital that these registers are kept up

to date as children and staff come and go.

4. The manager is to ensure they take the staff signing in form (which includes visitors) with them.

5. No member of staff is to re-enter the building once they have evacuated until / unless authorised.

6. No member of staff is able to allow the children to be signed out by parents until a full nursery register has been taken and the Nursery Manager or other senior member of staff has confirmed that it is safe to do so or that it has been confirmed that the nursery can re-enter the premises.

7. Ensure where possible that doors and windows are shut. In the event of a bomb alert windows and doors are to remain open. The assembly point is in the car park corner opposite the entrance to nursery. 

In the event of an emergency, remain calm and walk quietly and without panic.

It is each staff member’s responsibility to familiarise themselves with

these procedures.

Policy in progress
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