READWELL CARE

POLICIES
Readwell Care has adopted the following policies for the well being of your children.  Please feel free to discuss any queries you have regarding them with any member of the Readwell team.

Admission Policy

Preschool Provision
Preschool places are available to all children in the term that they are two years old and are offered on a first come, first serviced basis.  Priority may be given to siblings of children who already attend.  Once all places have been allocated a waiting list will be activated. Additional sessions are available for funded children and will be allocated on application.  These sessions will be charged at the settings prescribed rate.  Readwell Care is registered to take children from the age of two and a limited number of places are available.  From September 2012 limited funding may be available for these places.
Out of School Provision

These places are allocated on a first come, first served basis, and are offered to children attending The Arbours Primary School and St. Gregory’s Primary School as a first priority.  Children attending from other schools may be able to take up a place on the discretion of the Management but only if the place cannot be filled by a child attending the above named schools.

Playscheme

Playscheme places are also allocated on a first come, first served basis.  The playscheme prospectus is circulated in advance to all previous users of the playscheme and others that have requested it.  Once the playscheme is full no extra bookings can be taken, whoever the child or parent may be.

In both the Out of School Provision and the Playscheme parents are advised that their child is reserved a place only on completion of the necessary paperwork and after receiving confirmation from Readwell Care.

Places booked must be paid for in advance according to the payment schedule.  Failure to comply with this will result in the place being withdrawn and an administration charge being levied.
Behaviour Policy

Readwell Care offers the children the opportunity of ‘free play’.  However the staff, where ever possible, will ensure that a child does not act in a way that will:

1. cause harm to themselves
2. cause harm to another child or adult

3. damage to property

4. cause offence or upset to others

Should any of the above occur the staff will immediately:

1. ask the child to stop

2. at the child’s level and in a language that the child can understand, the staff member will explain the unacceptable behaviour to the child and if necessary ask them to apologise.

3. in case of a confrontation situation between two children the staff will separate the children and talk to them both (See 2)

4. the child/children will be encouraged to join a different activity.

At no time will corporal punishment or a naughty chair/area be used.

Any serious incident of unacceptable behaviour will be bought to the attention of the Management and the child’s parents.

Readwell Care reserves the right to ask a parent to remove a child whose behaviour or language is unacceptable to the setting.

Whilst on Readwell Care premises the behaviour of the children is the responsibility of staff.  Therefore parents are asked to express any concerns they have regarding a child’s behaviour to a member of staff, who will deal with the matter appropriately.

Readwell Care Management are concerned that no member of staff should be subjected to verbal or abusive conduct from adults or children who attend any Readwell setting and reserve the right to ask parents to withdraw should this occur.  The designated person responsible for behaviour management is Rosemary Reid
Bullying Policy

At Readwell Care we feel that it is everybody’s right to be able to attend the preschool/club without being hurt.  It is everybody’s responsibility to ensure this.

Bullying may happen at Readwell and when it does we all have to do something about it.  This policy is our contract and our promise to work towards prevention at any Readwell setting.
We recognise that a bully is trying to get power over a victim and to stop this we must take away the power by stopping them.

Bullying is: Anything that is done deliberately and/or constantly to hurt someone or make them feel that any part of being themselves is not worthwhile.
It can be:

Physical: hurting people with punches, kicks, pushes, pinches, hitting or spitting

Verbal:   hurting people by saying nasty things about them like their colour, size, family, language, religion, clothes, personality or interests.

Mental:  hurting people by not including them, taking away their friends, making them feel unsafe

Silent:  hurting people by using body language, for example giving negative looks, using signs for facial expressions.

Why it is important to stop bullying

· It hurts people both physically and mentally

· Its horrible and upsetting

· It makes people sick, worried, tense, confused, sad, angry and depressed

· It makes people feel unwelcome and they do not want to come to Readwell
· If we do not stop bullying people, it will seem that bullying is permitted
· It makes the victim become less confident

WE ALL HAVE THE RIGHT TO FEEL SAFE ALL THE TIME

How can we stop bullying?

To stop bullying we think that children must do at least one of the things listed:

· Tell an adult you trust e.g. Mum, Dad or a Staff Member

· Tell a friend

· Do not do what the bully tells you

· Give the victim some support and advice

· Not play with the person bullying you

· Look at the bully – do not be frightened

· Not be part of the bully’s gang.

REMEMBER

· IF YOU ARE BEING BULLIED, THEN THE BULLY IS WRONG NOT YOU

· THERE IS NOTHING SO AWFUL OR TOO LITTLE THAT WE CAN NOT TALK ABOUT IT TO SOMEONE.

To stop bullying we advise that adults must do the following:

· Always do something about it

· Not ignore what children say
· Listen to both sides – without taking sides
· Inform the bully’s parents/guardians
· Inform the victim’s parents/guardians
· Tell other staff so they can make the victim feel safe
· Investigate the problem calmly without shouting
· Make sure the victim is told about what happened to the bully
· Make the victim feel wanted.
If the victim feels that bullying has not been dealt with they can always ask another adult to find out what has happened.

Consequences of Bullying

1st Occasion.  – A Readwell staff member will:

Tell both sets of parents/guardians

Inform other staff in the team

Record incident on children’s files

Inform Management Team
2nd Occasion – A Readwell Manager will
Tell both sets of parents

Inform other staff in the team

Record incident on children’s files
Advise parents that any further incidents of bullying will result in the bully being excluded from Readwell
3rd Occasion – A Readwell Manager will

Issue an exclusion letter

Inform parents

Inform other staff involved

Inform Ofsted Early Years of exclusion.
Inform the Head teacher of the School
Confidentiality 

Readwell Care will ensure that any information about the children, their families or staff members is treated confidentially.  All records of children and their families will be kept securely within the setting or at Readwell Cares office premises.   All computer data will be held securely at the Readwell Care office.

Any member of staff who makes an improper disclosure about a child or family will be held accountable under the disciplinary procedures.
Safeguarding Children Policy (Child Protection)
Readwell Care aims to protect all the children and staff in its care.  To achieve this following procedures are in place.

Readwell Care is committed to the promotion of equal opportunities in all play activities and work towards this in all aspects of its work with the children and their families.

Our aim is to offer a safe, secure environment for the children in our care, what ever their age, and to achieve this we will undertake to endeavour to make sure that the environment both in the preschool/club and away from preschool/club is as safe as we are able to make it.

We are committed to the principle that individuals working with children are selected, promoted and treated in all regards only on the basis of their relevant merits.  All staff must pass the Ofsted Early Years Inspectorate and Police clearance checks, additionally Readwell Care will ask all employees and volunteers to complete a declaration relating to the Children Act and the Rehabilitation of Offenders Act.  In addition we will take up two references of new employees prior to them taking up employment.

We respect the right to privacy of all citizens, and in particular wish to ensure that, where enquires are made about employees or volunteers suitability to work with children, enquires about past offences and matters of health should proceed only as far as is consistent with reasonable balance of that right of privacy with the right of the child to a safe play environment.  

Children

All staff will have an understanding of safeguarding children issues and be able to implement policy and procedures appropriately.

Staff should be able to respond appropriately to any of the following:

· Significant changes in the children’s behaviour

· Deterioration in the general well being

· Unexplained bruising, marks or signs of possible abuse

· Signs of neglect

· Comments children make which give cause for concern

If a child does make a disclosure to a member of staff they will:

· Listen carefully and reassure the child

· Take seriously what the child is saying or showing them

· Remain calm – do not demonstrate their own emotions

· Not criticise or make judgements about the alleged abuse
· They will not promise confidentiality.  

· Ask leading questions or ask the child to undress to show injuries

Children in our care will be treated as individuals and any disclosures they make to a member of staff will be recorded and acted upon  Any disclosure made by a child will be reported to the designated member of staff and the appropriate authorities, with the confidential guidelines, using ‘Working Together to Safeguard Children’ guidelines.  No child will be ignored.

Employees and Volunteers

Readwell Care requires all members of staff to fill in a statement relating to Child Protection and the above mentioned Acts in addition of completing a satisfactory Police and Ofsted Early Years Inspectorate check.
Allegations against employees

In the event of an allegation of child abuse being made against a member of staff, the allegation would be referred to the Management immediately.   If the allegation meets any of the criteria in paragraph one of the procedures for Managing Allegations Against People Working With Staff (Section 5.2 Working Together to Safeguard Children) the Designated Child Protection Officer must report the allegation to the Local Authority Designated Office (LADO) within 1 working day.  Ofsted Early Years Inspectorate should also be informed as soon as possible after speaking to LADO.  They will then advise which course of action will be followed. (paragraph two of the procedures)   If the allegation is of a serious nature the staff member would be suspended during the investigation.  If the allegation is about the Designated Child Protection Officer the case should be referred immediately to LADO. 

Information regarding safeguarding issues can be found at www.lscbnorthamptonshire.org.uk.  

LADO contact is: Christine Churchman
Local Authority Designated Office

Children & Young People's Service 
Century House
Northampton. 

01604 364064 

The designated member of staff responsible for Child Protection in Readwell Care is Rosemary Reid from the Management Team. 
Complaints Procedure

We aim to always give the best service possible, but there may by an occasion when you feel we have not achieved this.  If you feel you have a complaint about the service we provide, we hope you will allow us to investigate and put this right, or rectify any mistakes.

We are not able to deal with questions of legal liability and/or compensation and our procedures do not affect your right to complain to the Ofsted Early Years Inspectorate.

If you wish to complain, please write to, email or telephone the  Manager, who will take full details and decide how best to proceed with the investigation.  

Your complaint will be acknowledged within two working days and a meeting with the Manager or appropriate senior member of staff will be arranged.  You are welcome to bring along a friend or relative.  If a staff member is involved they will also be allowed the same courtesy.

If you are dissatisfied, an independent member of the Management team will investigate the matter further and offer you a verbal or written explanation within 10 working days.

Complaints will be considered within 28 days of an incident.

If you remain dissatisfied you can complain to the Ofsted Early Years Inspectorate or the Early Years Team at the Northamptonshire County Council.

We welcome constructive comment and in this way hope that there will not be a need to complain.  We offer regular opportunities when one of the Management attends your setting for you to raise issues, however small.    If such a need arises we will seek to deal with your complaint honestly and constructively.

Useful addresses.

Mrs. Rosemary Reid, 7 Wisteria Way, Billing Road East, Northampton. NN3 3QB
Ofsted Early Years, Piccadilly Gate, Store Street, Manchester M1 2WD, 0300 1231 231, www.ofsted.gov.uk  
Early Years Manager, Northamptonshire County Council, John Dryden House, 8-10 The Lakes, Northampton.
‘E’ Safety Policy
(This policy has been adopted for settings by County Council and accepted as good practice)

Policy Statement
The internet is an accessible tool to children in early years settings- gaming, mobile learning apps etc
All early years settings have a duty to ensure that children are protected from potential harm both within and beyond the learning environment. Every effort will be made to safeguard against all risks, however it is likely that we will never be able to completely eliminate them. Any incidents that do arise will be dealt with quickly and according to policy to ensure that children and staff continue to be protected. 

Aims
· To offer valuable guidance and resources to early years settings and practitioners to ensure that they can provide a safe and secure online environment for all children in their care.

· To raise awareness amongst staff and parents/carers of the potential risks associated with online technologies, whilst also highlighting the many educational and social benefits.

· To provide safeguards and rules for acceptable use to guide all users in their online experiences.   

· To ensure adults are clear about procedures for misuse of any technologies both within and beyond the early years setting.

Scope of policy
This policy applies to all staff, children, parents/carers, committees, visitors and contractors accessing the internet or using technological devices on the premises. This includes the use of personal devices by all of the above mentioned groups, such as mobile phones or iPads/tablets which are brought into an early years setting. This policy is also applicable where staff or individuals have been provided with setting issued devices for use off-site, such as a work laptop or mobile phone. 
Staff Responsibilities

Practitioners (including volunteers)

All staff have a shared responsibility to ensure that children are able to use the internet and related technologies appropriately and safely as part of the wider duty of care to which all adults working with children are bound. 

Network Manager/Technical Staff (if applicable)

(Please note: If using an outside contractor for technical services, it is the responsibility of the setting to ensure that the managed service provider carries out all of the safety measures listed below that would be expected of in-house technical staff, including being provided with the Early Years e Safety Policy and Staff AUP)

The Network Manager/Systems Manager/ICT Technician is responsible for ensuring that:

· the setting’s ICT infrastructure/system is secure and not open to misuse or malicious attack. 

· anti-virus software is installed and maintained on all setting machines and portable devices. 

· the setting’s filtering policy is applied and updated on a regular basis and that responsibility for its implementation is shared with the E Safety Lead and the Designated Person for Safeguarding. 

· any problems or faults relating to filtering are reported to Designated Person for Safeguarding and to the broadband provider immediately and recorded on the e Safety Incident Log. 

· users may only access the setting’s network through a rigorously enforced password protection policy, in which passwords are regularly changed. 

· he/she keeps up to date with e safety technical information in order to maintain the security of the network and safeguard children. 

· the use of the setting’s network is regularly monitored in order that any deliberate or accidental misuse can be reported to the E Safety Lead/Designated Person for Safeguarding. 

Broadband and Age Appropriate Filtering

Broadband provision is essential to the running of an early years setting, not only allowing for communication with parents and carers but also providing access to a wealth of resources and support. Many settings now use internet enabled devices, including iPad educational apps and games, to enhance the learning experience of children or as online tools for staff to track and share achievement. For this reason, great care must be taken to ensure that safe and secure internet access, appropriate for both adults and children, is made available regardless of the size of the setting. 

Before investing in a broadband connection, it is important that early years settings carefully consider their internet requirements and usage. Domestic lines may not be appropriate to the needs of an early years setting, particularly with regards to the security of any data within the network and the requirement to provide appropriate filtering for young users. It is ultimately the responsibility of the Provider/Manager to ensure that the setting’s internet provision is as safe and secure as is reasonably possible. 

Smaller settings

· Parental controls are established on all internet enabled devices that children have access to, blocking or preventing access to any harmful, illegal or inappropriate content. 

Indicators of inadequate or poor practice

· There is no filtering or monitoring in place

· Security of passwords is ineffective (e.g. passwords are shared amongst staff and pupils or children log-in using staff accounts) 

· All users (i.e. staff and children) access the same level of filtering resulting in either staff being restricted as to what they can view, or children accessing too much. 
Email Use

Staff

Possible statements

· The setting provides all staff with access to a professional email account to use for all work related business, including communication with parents and carers. This allows for email content to be monitored and protects staff from the risk of allegations, malicious emails or inappropriate contact with children and their families. 

· Staff must not engage in any personal communications (i.e. via hotmail or yahoo accounts etc) with children who they have a professional responsibility for. This prohibits contact with former pupils outside of authorised setting email channels also.

· All emails should be professional in tone and checked carefully before sending, just as an official letter would be. 

Use of Social Networking Sites (advertising or parental contact)

Social networking sites (e.g. Facebook and Twitter) can be a useful advertising tool for early years settings and can often be an effective way of engaging with young or hard to reach parents. Due to the public nature of social networking and the inability to keep content truly private, great care must be taken in the management and use of such sites. Best practice guidance states that:


· Identifiable images of children should not be used on social networking sites. 

· To maintain professional distance and to avoid unwanted contact, staff should not link their personal social networking accounts to the setting’s page. 

· Ensure that privacy settings are set to maximum and checked regularly. 

· For safeguarding purposes, photographs or videos of looked after children must not be shared on social networking sites. 

Please refer to the attached Social Networking Policy for further guidance.

Please note: LSCBN does not endorse the use of photographs and video featuring children and young people on sites such as Facebook and Twitter, due to issues with obtaining parental consent and the inability to ensure that the privacy of those young people can be safeguarded on social networking sites. 

Mobile/Smart Phones

Staff:

· Personal mobile phones must never be used to contact children or their families, nor should they be used to take videos or photographs of children. Setting issued devices only should be used for this purpose and, if containing sensitive information or photographs of children, should not leave the premises unless encrypted and this must be acknowledged in the policy. 

Photographs and Video

Digital photographs and videos are an important part of the learning experience in early years settings and, as such, staff have a responsibility to ensure that they not only educate children about the safe and appropriate use of digital imagery, but also model good practice themselves. To this end, there are strict policies and procedures for staff and children about the use of digital imagery and videos. 

· Written consent must be obtained from parents or carers before photographs or videos of young people will be taken or used within the setting, including displays, learning journeys, setting website and other marketing materials.

· Staff will ensure that children are at ease and comfortable with images and videos being taken.

· Staff must not use personal devices, such as cameras, video equipment or camera phones, to take photographs or videos of children. However, in exceptional circumstances, such as equipment shortages, permission may be granted by the Provider/Manager for use of personal equipment for setting related photographs or videos, provided that the there is an agreed timescale for transfer and deletion of the image from the staff member’s device. 

· Setting issued devices only should be used for this purpose and, if containing sensitive information or photographs of children, should not leave the premises unless encrypted and this must be acknowledged in the policy. In the case of an outing, all data must be transferred/deleted from the setting’s camera/device before leaving the setting.

Laptops/iPads/Tablets

Staff Use: 

· Where staff have been issued with a device (e.g. setting laptop) for work purposes, personal use whilst off site is not permitted unless authorised by the provider/manager. The settings laptop/devices should be used used by the authorised person only.

· Staff are aware that all activities carried out on setting devices and systems, both within and outside of the work environment, will be monitored in accordance with this policy. 

· Staff will ensure that setting laptops and devices are made available as necessary for anti-virus updates, software installations, patches, upgrades or routine monitoring/servicing. 

· Setting issued devices only should be used for this purpose and, if containing sensitive information or photographs of children, should not leave the premises unless encrypted and this must be acknowledged in the policy. 

· Please note: The Provider/Manager is ultimately responsible for the security of any data or images held of children within the setting.   

Children’s Use: 

· Laptop, iPad or tablet use must be supervised by an adult at all times and any games or apps used must be from a pre-approved selection checked and agreed by the Provider/Manager.

· Online searching and installing/downloading of new programmes and applications is restricted to authorised staff members only. Children should not be able to search or install anything on a setting device. 

Applications (Apps) for recording pupil progress

In recent years, a number of applications (apps) for mobile devices have been launched which are targeted specifically at Early Years Practitioners and settings. Many of these apps allow staff to track and share a child’s learning journey online with parents and carers, usually in the form of photographs and text. Such tools have considerable benefits, including improved levels of engagement with parents and a reduction in paperwork, but careful consideration must be given to safeguarding and data security principles before using such tools. 

· Personal staff mobile phones or devices (e.g. iPad or iPhone) should not be used for any apps which record and store children’s personal details, attainment or photographs. Only setting issued devices may be used for such activities, ensuring that any devices used are appropriately encrypted if taken off site. This is to prevent a data security breach in the event of loss or theft. 

· Before purchasing or accessing any apps for staff or children’s use, Providers/Managers must have a clear understanding of where and how children’s data will be stored, including who has access to it and any safeguarding implications. Please note: The Provider/Manager is ultimately responsible for the security of any data or images held of children within the setting.   

Data Storage and Security

· Sensitive data, photographs and videos of children are not stored on setting devices which leave the premises (e.g. laptops, mobile phones, iPads, USB Memory Sticks etc) unless encryption software is in place. 

Useful links

· Local Safeguarding Children Board Northamptonshire (LSCBN). 

Online Procedures: www.lscbnorthamptonshire.org.uk
· Northamptonshire County Council E safety pages:

www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/ict/Pages/e-safety.aspx
· Data Protection and Freedom of Information advice: www. ico.org.uk

Health and Medication Policy
Regulations on Medical procedures are very strict and we have to act in accordance with them.  To this end we have produced the following medical policy.

Illness 

If your child does become infectious with one of the normal childhood diseases, chicken pox etc., please contact Readwell to discuss a safe return period.  

In case of sickness and diarrhoea the child must be kept out of preschool or club for at least 48 hours or until the condition is remedied.  Any illness that causes preschool/club concern will be discussed with the parents and possibly a notice of illness issued.  Please keep your child away from the preschool/club for the designated time if this is the case.

Parents are asked to seriously consider their child’s well being when sending them to preschool/club when they are ‘under the weather.’  If a parent has any concern regarding their child’s health that needs a medical opinion we would appreciate that opinion being sought before the child is sent to the preschool/club.  This is for the child’s own comfort and to help eliminate the spread of infectious diseases around the preschool/club.

Medication Administration Policy

This policy refers to the storage, administration and recording of medication.  This considers prescribed and non-prescribed medication separately.

Prescribed Medicine
1.  Any medication provided by the parent must be prescribed by a Registered Medical Practitioner and be in the original dispensed container.  This must have the original pharmacy label stating the name of the child and the administration instructions.

2.  The parent must complete a medication form stating the name of the child, the name of the medication, the dose to be administered and the times that the medication is to be administered.  This will be filed for a minimum of 13 weeks

3.   The Staff are not required to administer medication.  The staff member accepting the medication must ascertain the details of need and administration and only accept the medication if they are happy and willing to administer it.

4.    Medication will only be accepted for administration if the staff are happy that the child is well enough to attend the setting and does not pose an infection risk to other staff and children.

5.    Details of any emergency medication and its administration are to be recorded and its location and use to be known by the relevant qualified staff members.  All staff will be aware of the indications and mode of use of emergency medication.  The Manager will ensure that the Child Health Directorate School Health Service is asked for advice and training with regard to emergency medication.

Non-prescribed medication
1.    The only non-prescribed medication, which can be administered, is Paracetamol sugar free elixir. (Or Nurofen if child is allergic to paracetamol).  This will only be given if a child becomes unwell whilst at Readwell. This will only be given with the parents permissions while waiting for the parent to arrive after being summoned due to the child’s illness.  In this instance the parent will be contacted in line with the Settings Illness Policy.  If verbal consent is given and duly recorded then a single dose of paracetamol may be given according to the manufacturer’s instructions, to aid the child until the parent’s arrival.

3.    No other non-prescribed medication will be administered.

All Medication
1.     Receipt of and return to parents of medication should be recorded in writing, and signed by the parents.

2.     Details of medication will be kept in the medication record book.  This will be kept for not less than 13 weeks.

3.     Medication will be stored in a drugs designated location or refrigerator (with child safety clasp) as appropriate to the medication.

4.     The qualified staff member administering the medication will record the time and quantity of each dose administered.  This will be checked and countersigned by a second member of staff
5.       The parent must sign each entry each day.

6.       Each child has a medical record form completed by its parent on admission to the preschool/club. Parents are asked to update the preschool/club of any changes or developments.  Specific reference should be made to medical history, allergies and adverse drug reactions.

7.    
 No staff member should administer medication unless they are happy to do so, but if declining to do so should contact the child’s parent to discuss their concerns.

8.     
Staff should observe and note a child’s reaction to medication or use of medical devices and ensure that any adverse event is reported to the parent.

Head Lice Policy

All our children can get head lice – many have them and don’t know!!

Please help us to try to keep Head lice under control – its easy!!
Ways of preventing or getting rid of head lice:

· Wash your child’s hair normally using hair conditioner every time, comb through, then comb with a fine tooth comb.  

· Use a commercial battery operated head lice comb - this only kills the lice – not the eggs.

· Use lotions or creams with insecticides.  Only use when you have live head lice. Treatment takes a minimum of 6 hours – 10 to 12 or over night is most effective.  (If your child is under twelve months or the treatment does not work seek medical advice)  Full treatment needs to be repeated for the whole family twice, seven days apart.

ALL TREATMENTS NEED REPEATING SEVERAL TIMES TO ENSURE THAT ALL THE EGGS AND LICE ARE REMOVED.

In most cases the first two treatments will ensure the control of head lice, however some parents do not take steps to ensure that their children have sufficient treatment to clear up the head lice, thus helping it spread to others.  Readwell reserves the right to contact parents and ask them to remove their child from Readwell until they are clear if the problem persists.

Inclusion and Equal Opportunities Policy

Readwell recognises the rights and feelings of all children and adults who come into its care.  This policy identifies these people and how the organisation will endeavour to support their needs.

Aims.

Readwell Care aims to provide an inclusive provision for both children and adults in all its settings regardless of their gender, race, ethnicity or disability.

Readwell Care will adopt policies relating to inclusion supporting the work of Department of Education and Skills, Early Years Ofsted, Northamptonshire Early Years and CACHE.  (Copies of any relevant documents produced by these organisations are available from the Readwell Office).

Children

Readwell Care does not discriminate.  We try to ensure that children have the same opportunities irrespective of their race, sex, religion or social class.  We promote harmony between children and we challenge all stereotyping and prejudice.  We feel that it is important that every child experiences success in as many aspects of his/her life at the preschool/club as possible.

Special Needs Policy
Readwell Care feels that when considering Special Needs it is important to remember that every child has ‘special needs’ but consideration needs to be given to those children identified as very able or to the ones identified as less able.
Readwell Care is happy to take any child into its preschool/clubs and will do its best to meet their needs after consultation with their parents, school, and any outside bodies who have an interest.
Adults

Readwell Care’s role towards adults falls into four main categories:

· Parents,

· Staff

· NVQ Students (both internal and external) this section can be requested from the head office.

· Other students (external) other professionals and bona fide visitors.

Parents:

Readwell Care will respect the views and attitudes of parents and will wherever possible honour these views, providing that these views will not prejudice the well being of the other children or parents.

Staff:
Readwell Care will endeavour at all times to support staff both personally and professionally.  Readwell Care will operate an equal opportunities employment policy.  Staff are appointed on the basic application and interview process, considering qualifications, ability and personality.  We do not discriminate on the basis of race, gender, culture, religion, age, social class or sexual orientation.
Students (external) and Visitors:

Readwell Care will welcome any other student or visitor to its preschool/clubs, acknowledging their views and needs wherever possible.

Appeals

Should any adult or family feel that Readwell Care has not offered a fully inclusive service to them or their children they should address their concerns in writing to the Management Team who will respond within seven working days.

Should they be dissatisfied with this response they should express their concerns to the relevant agency(ies).  See Complaints procedure for details.
Key Person Induction Policy

Readwell staff do not conduct home visits but encourage parents to come to the setting with their children and discuss with the early years team a strategy for settling the child into the setting.  Parents are invited to stop and play with the children as appropriate.

The routines and opportunities available to the preschool children are explained to their parents and they are invited to complete a home observation and page about the child as part of their induction into the setting.  The Early Years Foundation Stage is explained briefly to parents, including the records we keep on their child.

Each child is allocated a temporary key person when they first start the sessions –this is reviewed once they have formed attachments within the setting and changed if necessary. Parents are informed who their child’s key worker is.  The Manager is the ‘buddy’ keyworker to all staff.  Information is passed to the parents on a daily basis in the child’s home/school book.

Lost Children Policy
There are a limited number of situations where a child could be lost and these are:

· Where a child wanders off on a Readwell outing (see Policy on Outings)

· Where a child leaves from the  playground

· Where a child is taken from the preschool/club by an unapproved adult (see Security)

Should a child become lost the following action should be taken:

· Alert the member of staff in charge who will make enquiries of relevant members of staff as to when the child was last seen and where.

· Remember the safety of the other children, with regard to supervision and security.

· Ensuring that the remaining children are sufficiently supervised and secure, one or preferably two members of staff should search the building, garden and immediate vicinity.

· If the child cannot be found within fifteen minutes then the Police and parents must be informed.

· Continue to search, opening up the area, and keeping in touch by mobile phone if available.   

When the situation has been resolved members of staff should review the reasons for it happening and ensure measures are taken to ensure that it does not happen again. The incident should be reported to the Management Team
Media Policy

At Readwell we feel that it is important to monitor the use and viewing of television, computer games and other electronic games,  wii, play-station etc.,

We consider both staff and children at Readwell should follow the following points:

· Children in the preschool/club  will only watch ‘U’ category programmes and films

· Children in the club may bring videos/dvds but these must be ‘U’ category. Preschool children will not be encouraged to bring in videos/dvds
· The out of school staff may allow ‘PG’ category videos/dvds that are relevant to the topic during playscheme
· Staff must be aware of the content of ‘PG’ videos/dvds before they allow the children to watch, and if necessary get parental permission.

· All electronic games will be limited to the age group of the children attending Readwell, i.e under 11.
Readwell will not allow the children to be photographed, videoed or recorded in any way without the parent’s permission.

These guidelines are for the protection of all children who attend Readwell.
Nutritional and Feeding Recommendations.

Readwell Care feels that the important areas of nutrition and children’s diet needs to be clarified for the well being of all the children who attend Readwell.

Readwell is conscious that diet is an integral part of a child’s physical, social and emotional development.  Readwell will continue to monitor current nutritional requirements and dietary regulations and to this end will promote the following: 

· Nutritional values will be closely monitored regarding commercially purchased goods.

· Parents’ wishes regarding cultural and religious beliefs will be respected.

· Medically required diets (as confirmed by Doctor or Health Visitor) will be provided by Readwell.

· Vegetarian options will be available.

· Food preparation and storage will be closely monitored.

· Nuts and nut products will not knowingly be used in any meal or activity in the organisation.

Readwell Care also recognises that older children have differing requirements so will follow these guidelines in their settings.
Preschool

Children will be offered a nutritional snack during the sessions. This will include a drink and fruit

Out of School
Breakfasts:

Children who choose to have breakfast with us will be offered a variety of cereals and toast with spreads.  They will be offered fruit juice or milk and during very cold weather will be offered tea.

Teas:

Children who attend the after school clubs will be offered a variety of snack type foods during their time at the club.  They will be encouraged to help themselves from the ‘tea bar’ and to begin to make self-selection options.  An emphasis on healthy eating will be promoted.  
Playschemes:  

During playschemes a morning snack will also be provided to compliment breakfast and tea.  Parents will provide the children’s lunch.  Lunches can be micro waved by the staff at the parent’s request.
Policy on Drinks

· Water is available at all times.
· Children will be assisted in obtaining a drink of water should they need help.

· Children are made aware that water is available at all times, and that they should ask for water when they require it.  Children will be encouraged to ask for a drink when they need one.

· The intake of water by children will be monitored for abnormally high or low intake.

The preschool/club is aware of reports that some children behave in an increasingly hyperactive manner after drinking orange juice and other similar products which contain artificial additives designated by E numbers.   The preschool/club therefore only offers water at times other than meal times.
Parents will be asked to provide information regarding their children’s dietary needs and allergy intolerances.  Parents are made aware of this policy when first applying for a child to come to the club.
Out of School and Preschool Provision

Care, Learning and Play Policy

Rationale

Readwell Care are committed to meeting the individual needs of all children. The welfare of the children is central to our provision of care, learning and play.

All children are respected and valued and we provide experiences to support their physical, social, emotional and intellectual development in a warm, caring and secure environment.

Through carefully-planned activities, play opportunities and interactions, staff promote children’s self esteem and support them in developing skills, knowledge and understanding as they explore their world. Children are encouraged and supported in making choices and decisions as active learners. Their progress is monitored regularly in order to ensure that individual needs are identified and provided for.

Implementation of the policy 

The Team Leader must ensure that:

· all members of staff, including volunteers and students, who look after the children, are suitable to do so.

· all adults have appropriate qualifications and experience to support the care and learning needs of the children.

· adequate supervision is provided for students, other inexperienced staff, and volunteers.

· parents and carers are kept fully informed about the provision of care, learning and play for their child/children.

· parents and carers are fully aware of the arrangements for delivering and collecting their child/children.

· a wide range of experiences and activities are provided so that children can learn through first-hand experiences and play.

· there are established systems for planning children’s experiences which reflect their individual needs.

· the progress of individual preschool children is monitored and recorded regularly and the information is shared with parents and carers.

· children of three and four, for whom funding is received, make progress, as described in the Practice Guidance for the Early Years Foundation Stage. 

Helping children to build relationships and develop self-esteem

· We respect and value all the children, whatever their background, and we encourage staff and children to treat others with respect.

· We encourage children in their activities and provide support and reassurance for new experiences. We give appropriate praise to support their efforts and achievements.

· We allocate each preschool child a key worker who monitors progress and ensures that the child’s needs are met. This member of staff provides the link between Readwell Care and home. The key worker also manages communication between Readwell Care and the parents or carers, particularly on routine matters, and the child’s progress.

Learning about right and wrong

Children need to learn how to cope with strong feelings and what is, or is not, acceptable behaviour. We support children in managing their feelings and coping with difficult situations.

· We encourage and praise children for behaving appropriately.

· We always treat children with respect and show, by example, appropriate ways to behave with others.

· We acknowledge that children have strong feelings that they may not know how to express. We help them to talk about what these feelings are and how to deal with any situations that arise.

· We support the children in resolving conflict by talking through the effects of their behaviour on others and helping them to work out appropriate behaviour.

· When inappropriate behaviour occurs, we ensure that the child knows that it is the behaviour that is wrong, not the child who is bad.

· We plan activities which allow children to explore right and wrong in a non-threatening context.

Learning and play

· We offer the children a broad and balanced curriculum which follows Practice Guidance for the Early Years Foundation Stage. 

· We offer play that reflects the Early Years Foundation stage – Themes and Commitments (4.1 Play and Exploration)  which states ‘ Children’s play reflects their wide ranging and varied interests and preoccupations.  In their play children learn at their highest level.  Play with peers is important for children’s development

· We offer a variety of activities, both planned and free choice, which provide opportunities to learn through play.

· We run a carefully-planned programme of themes/topics throughout the year to ensure that the children are given a wide range of active, real-life and everyday experiences to enhance their learning about their world. These themes/topics are chosen to reflect the children’s interests and include visits in and around the locality.

· We offer a mixture of active and quiet times throughout the session, and the children have opportunities to participate in both indoor and outdoor activities.

· We take every opportunity to further individual children’s communication skills in speaking and listening.

· We encourage the children to look at books and seek opportunities to read stories to, and with, them.

· We develop early mathematical skills through everyday routines, as well as through planned experiences and games.

· We provide activities which engage the children in problem solving and investigation.

· We stimulate the children’s imaginative and creative development through a range of activities, including: role play; a variety of painting, modelling and drawing experiences, both planned and free-choice; singing and dancing to music, as well as listening to music and playing instruments.

· We encourage the children to make choices and decisions during free play. We also expect them, supported by adults, to take appropriate responsibility for the care and maintenance of resources.

Organisation of resources

· We make resources accessible to the children, wherever possible, so that they can choose their activities independently.

· We label all resources so that children can find and return resources and equipment safely and easily.

· We ensure the safe use and storage of resources by the children, but we also support their independence and problem-solving abilities.

· The out of school children  will have free choice of play and equipment – encouraging tiding up and putting away

· All equipment and resources will be age appropriate.

Planning and record-keeping - preschool

· Planning documentation includes:

the long-term plan for the year working towards the Early Years Foundation Stage standards. This ensures breadth and balance of the curriculum, as well as a variety of planned and free choice activities

detailed weekly/daily plans for activities

weekly timetables.

· Key workers make observations on progress and achievements and record these in the children’s individual records. This information is used to plan appropriate activities that will aid the children’s development, and is shared with other staff to ensure continuity of care and learning.

Key workers are responsible for making sure that these records are updated regularly, and that the information is shared with parents and carers on a regular basis.

Planning and record-keeping – out of school

Out of school children will be encouraged to help in the planning and evaluation of activities.

Links, References 

Links to other policies

· Suitable Person

· Organisation

· Physical Environment

· Equipment

· Safety

· Health

· Food and Drink

· Special Needs

· Behaviour

· Working in Partnership with Parents and Carers

· Safeguarding Children

· Documentation

Reference to OFSTED Standard 3

The registered person meets children’s individual needs and promotes their welfare. They plan and provide activities and play opportunities to develop children’s emotional, physical, social and intellectual capabilities.
Outings Policy
Readwell will take the children for local outings – to the park etc during the play sessions, permission for these outings is given on the registration form/contract. For any outings further afield permission will be sought from the parents before the event and all details will be given to the parents.  In the event of an emergency the parents will be contacted directly.  
Personal Technology Policy

This policy replaces all previous related policy.  This policy is linked to ‘e’ policy
Readwell Care understands that in this age of personal technology steps need to be taken to protect both the children and staff from possible abuse.  It has therefore decided on the following policy to protect the children and staff.

1. Staff will not be allowed to use their personal phones during their working shift within the setting.

2. Staff will not be allowed to take photographs using their personal phones during their working shift within the setting.

3. Staff should not use sites like Facebook or Twitter to discuss the setting or the children who attend and will be encouraged not to accept parents or children as their friends on these sites.

4. Readwell will not publish photographs or comments on line without the express permission of the parents/children.

Readwell will try to ensure that parents/children do not refer to Readwell on their sites and will not encourage them to contact staff through the sites.

Readwell is developing a website on line and will publish all reports and policies online and have a dedicated email address for staff to use when dealing with parents or setting business.

Uncollected Children Policy

Readwell Care obviously has an obligation to stay with any uncollected child at the end of the day, until that child is collected.
The organisation will not release the child to an unauthorised person, even if the collection is late, unless an authorised person telephones to state that because of an emergency a different person will be collecting.  The authorised person should give the name and address and a physical description of the unauthorised person and the staff member in charge should check this description before permitting the child to leave.

A record will be kept of all children who are not collected by the due time.  This will note the date, the time at which the child was collected, who collected the child, and the reason given.  An invoice will be issued for late payment on each occasion.
If Readwell Care is unable to contact the parents or authorised adults on the child’s registration form it will have no option but to contact the Social Services Duty Team to ensure the safety of the child.  This is in line with our Safeguarding children responsibilities as identified in our Safeguarding Policy

In the event that a child is not collected by the due time on three occasions in one term the parent will be written to by the Management, pointing out the difficulties that late collection causes the setting and either:
a) informing the parent that the child will not be able to attend setting any further if this happens again, or


b) informing the parent that a charge of £1 will be levied for every minute that the child is left on the premises after the final collection time should this happen again. 

Confidentiality 

Readwell Care will ensure that any information about the children, their families or staff members is treated confidentially.  All records of children and their families will be kept securely within the setting or at Readwell Cares office premises.   All computer data will be held securely at the Readwell Care office.

Any member of staff who makes an improper disclosure about a child or family will be held accountable under the disciplinary procedures.
Security
Entrance to Readwell Care is through the gate in the car park area.  This gate is kept locked throughout the day.  Access can be gained by ringing the bell when the gate will be unlocked for parents. Visitors are required to sign in when they arrive.

Parents are required to bring their children into the premises at the start of a session, they must then sign them in on the register provided.  Similarly at the end of the session they are required to sign the children out to indicate that they have been collected.  Should the child be collected by someone other than the parent it is essential that the staff are informed – children will not be released until the person collecting the children has been confirmed with the parents.
Smoking
It is a policy of Readwell Care that all its settings are non smoking.  Managers should ensure that ‘no smoking’ signs are clearly displayed and parents are requested not to smoke when picking up their children.  This is now a statutory requirement under non smoking laws.
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