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HEALTH AND SAFETY POLICY STATEMENT 
Docklands Day Nursery has a general duty under section 2 of the Health and Safety at work act 1974 to ensure; so far as is reasonably practicable, the health and safety of their employees while at work. Our policy is to provide and maintain safe and healthy working conditions, equipment, and systems of work for all our employees, and a safe early learning environment in which children are cared for and learn in. The Employees have a statutory duty to take care of themselves and others who may be affected by their acts or omissions. Management is committed to promoting the health and safety of all children, students, Volunteers, employees, and all visitors to the Nursery. Docklands Day Nursery will provide information, training, and supervision to meet this purpose. 
We wish to develop and promote a strong health and safety culture within the nursery for the benefit of all staff, children and parents. We also accept our responsibility for the health and safety of other people who may be affected by our activities.

The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are set out within this policy and sufficient resources will be made available to honour our commitment.

The policy will be kept up-to-date, particularly as the nursery changes in nature and size, and will be revised annually, or as and when required. We therefore welcome any useful comments from members of staff, parents and visitors regarding this policy.

Aims and objectives.
The aim of this policy statement is to ensure that all reasonably practical steps are taken to ensure the health, safety and welfare of all persons using the premises.    

The Health & Safety Coordinator is Gabriel Ezemah
The Health & Safety Lead: Anna Ramm-Patel
Docklands Day Nursery aims to provide control of the health and safety risks arising from our work environment, therefore the nursery will, so far as is reasonably practicable, ensure that:

· Employees are provided with such information, instruction, training, and supervision as is necessary to secure their health and safety at work and the health and safety of others who may be affected by their actions.

· Risk assessments are carried out and periodically reviewed.

· Adequate resources are provided to ensure that proper provision can be made for health and safety.

· Working procedures and practices are maintained that are safe and without risk to health.

· Arrangements for the use, handling, storage and movement of articles and substances are safe and without risk to health.

· The provision and maintenance of all machinery and equipment is safe and without risk to health.

· The nursery environment is safe and there is safe access to and from the workplace.

· The monitoring of activities is undertaken to maintain agreed standards.

· Holding of regular meetings to discuss any Health and Safety issues. 

· We will make arrangements for implementing the Health & Safety measures identified as necessary by completing Risk assessments.

· We will appoint competent people to help implement the arrangements.

· We will have emergency procedures in place.

· We will provide clear information and training to employees. 

· We aim to provide a safe secure environment as well as equipment which will be checked at daily intervals for any faults if a fault is found, the item will be replaced.
· We aim to provide information, instruction, and supervision for employees.
· We will ensure all employees are competent to do their tasks, and to give adequate training where applicable.
· We aim to prevent accidents and maintain a safe environment for all by completing regular risk assessments on items which pose a risk.
· All accidents which take place at Nursery will be recorded and checked to make sure the same accident is not reoccurring. Parents will be asked to sign in the accident book.

· The Health & Safety poster will be always displayed in the nursery.
· The Health & Safety coordinator will attend regular Health & Safety courses and feed this information back to the Nursery at regular intervals.
· We will review and revise this Policy as necessary at regular intervals.

Health and Safety Procedures
· Hazardous substances, cleaning materials and tools must be clearly labeled and kept out of reach of children.

· Electrical equipment and switches should never be touched with wet hands.

· Flexes must be kept away from water and cables must not be left within reach of children.

· Unless constantly in use, electrical equipment must be switched off.  Defective equipment must be recorded in the ‘Daily Health and Safety Check’, reported to the Nursery Manager, and labeled ‘not to be used until repaired’.

· Floor areas must be kept clear of all obstructions and spillage.

· Pointed objects such as scissors, sharp pencils and knives must be kept out of reach of the children except children’s scissor which should only be used under supervision.

· Children should be discouraged from climbing furniture.

· Children are not allowed in the kitchen area, unless for the purpose of baking, and they must be fully supervised.

· Hot drinks must never be taken into the Nursery when the children are there.

· Children must be actively supervised at all times.

· All toys and equipment must be checked and kept in good repair.  Any broken or damaged equipment must be removed and dealt with.  This may mean throwing away and replacing.

· Care must be taken at all times when opening all doors inside and outside of the Nursery.

· The doors must never be propped open. 

· Children must be checked regularly when sleeping.

· There must always be a qualified First Aider on the premises at all times.

· In the event of an accident involving a child or adult the correct recording system must be followed.  All parents must be made aware of all accidents and asked to sign the accident book.

· Parents must sign a consent form enabling the nursery to seek other medical attention if necessary.

· Paper towel dispensers must be refilled at all times and towel litter disposed of regularly throughout the day.

· Fire drills must take place at least once per quarter and any time there is a new staff member.

· All procedures should be written and displayed on the wall of the rooms and by the telephone.  It is expected that all members of staff have thoroughly read and signed the policies and procedures. 
· There will be a no smoking policy in operation at all times and in all areas of the building including the outdoor areas.

Health and safety training

Person responsible for monitoring staff training is Nursery manager.
Training table (example):   

	Area
	Training required
	Who 

	First aid
	Course
	All staff 

	Safeguarding and Child protection
	In house & Outside training/course
	All staff and students

	Risk assessment
	In house training/course
	All staff 

	Fire safety procedures 
	In house & Outside training
	All staff and students

	Use of fire extinguisher
	In house training/course
	All staff 

	Manual handling 
	In house & Outside training
	All staff and students

	Stress awareness and management 
	In house & Outside training
	All staff 

	Changing of nappies
	In house training
	All staff and students 


FIRE SAFETY EQUIPMENT TESTING/FIRE-SAFETY-LOG-BOOK
This fire safety logbook and maintenance record should remain on the premises at all times. The register will assist you in proving compliance with your legal responsibilities in relation to fire safety and should be completed following the inspection, test, and maintenance of any of the items required by the legislation. 

The logbook should be available for inspection by any Fire Officer who inspects your premises under the Regulatory Reform (Fire Safety) Order 2005.  It should also be available to relevant employees, or any service engineer as required. 

Detailed information in relation to the testing and maintenance of specific items can be obtained by referring to the relevant standard and/or the manufacturers’ instructions. 

IMPORTANT:

Your legal responsibilities in relation to the fire precautions in your premises are outlined in the relevant HM Government guide to Fire Safety Risk Assessment available from the Stationary Office or they can be downloaded free at www.communities.gov.uk/firesafety.
Where Reference is made to British Standards or standards provided by other bodies the reference is intended as guidance only and compliance with any standard is not intended to confer a presumption of conformity with the requirements of the Regulatory Reform (Fire Safety) Order 2005. 

The level of necessary safety (or service) must be dictated by the findings of your risk assessment, so you may need to do more or less than that specified in any particular standard referred to. You must be prepared to show that what you have done complies with the requirements of the Order irrespective of whether you have relied on any particular standard. 

Escape Routes
All escape routes from the premises must be properly maintained and kept free from obstruction at all times. 

A regular inspection is carried out to ensure that: 

a)
All doors that are on escape routes are easily open-able without the use of a key or special procedure. 

b)
All escape routes, corridors, doorways, etc. are free from obstruction. 

c)
All self-closing devices fitted to doors should be effective in operation. 

d)

All walls, doors, floors and glazing, which are required to stop the passage of fire and smoke should be inspected to ensure that the fire and smoke resistance is being maintained i.e. no holes in walls and floors, no broken glazing, doors are not damaged and smoke seals touch the door and frame continuously, etc.

NOTE:

Before making any alteration to the internal layout of the premises, the risk assessment must be reviewed.

Fire Warning (Alarm) and Automatic Fire Detection Systems 

The owner or any other “Responsible Person” having control of the building should appoint a competent person to carry out any necessary work to maintain the system in correct working order which should including the keeping of records.  Such a person should be suitably qualified and have received adequate training from the manufacturer, supplier or installer of the fire alarm system. 

The following tests/inspections should be carried out in addition to any other tests recommended by the manufacturer, supplier or installer of the system. 

a)
Two Weekly Test


The alarm system is tested every two weeks. It is recommended that each room is checked and recorded in the register following the test.

b)
Periodic Inspection and Test 
The responsible person should ensure that the time between inspections shall be based on a risk assessment but should not exceed 12 months. A comprehensive check and test sequence should be carried out by a competent person, in accordance with the current standard such as the British Standard for Fire detection and fire alarm systems for buildings BS5839 Pt1.   
c)

False Alarms


Every actuation of the fire alarm is recorded in the logbook, including false alarms. The cause of the alarm should be recorded together with any action taken to avoid a repeat occurrence. This will enable the alarm system to be managed in accordance with BS5839, these records will also assist a service engineer to maintain the system. 

NOTE:

Any maintenance of the fire alarm and automatic fire detection system, which necessitates the system being inoperative for any period, must be carried out at a time when the building is unoccupied.
Records of Tests of Fire Warning System, (Fire Alarm, Fire Extinguishers, Emergency Lights)
	DATE
	SYSTEM CHECKED BY
	FREQUENCY OF TEST 2 WEEKLY, or 6 MONTHLY ETC.
	COMMENTS:



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


THE FIRE ALARM SYSTEM should be maintained by A competent person AT A PERIOD based on a risk assessment (THIS should not exceed 12 month

Fire Fighting Equipment


Routine Inspection by User


A regular inspection of all extinguishers should be carried out to ensure that they are in their appropriate position.

Annual Inspection, service, and maintenance

The annual inspection, service and maintenance of portable extinguishers must be carried out by a competent person in accordance with the relevant part of the current standard for “Fire Extinguishing Installations and Equipment in Premises”, BS5306, Part 3, and in accordance with the manufacturers’ instructions. 

Satisfactory annual tests should be recorded on a label on each extinguisher or alternatively in a register used solely for this purpose with each extinguisher being identified by number. 

Record of Inspection of Fire Detection and Fire Fighting Equipment

	DATE
	FIRE ALARM INSPECTION
(2 Weekly)
	INSPECTED BY
	COMMENT

	
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Record of Inspection of Fire Detection and Fire Fighting Equipment

	DATE
	FIRE EXTINGUISHERS INSPECTION

(Monthly)


	INSPECTED BY
	COMMENTS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SEE THE GUIDANCE NOTES ABOVE FOR FREQUENCY OF CHECKS AND MAINTENANCE
	DATE
	EMERGENCY LIGHT INSPECTION

(Monthly)
	INSPECTED BY
	COMMENTS

	
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Flushing Record of the 4th unused toilet in the children’s toilet

	DATE
	Flushing: 

(2 Weekly)
	INSPECTED BY
	COMMENT

	
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SEE THE GUIDANCE NOTES ABOVE FOR FREQUENCY OF CHECKS AND MAINTENANCE
Evacuation procedure

IMPORTANT NOTE: FIRE EXIT DOORS ARE ALWAYS KEPT UNLOCKED THROUGHOUT THE DAY WHEN THE NURSERY IS IN OPERATION. THE DOOR IS UNLOCKED FIRST THING IN THE MORNING AND IS PART OF NURSERY OPENING AND CLOSING CHECKLIST TO ENSURE THAT THIS IS ALWAYS DONE.

Fire drill 

IN THE EVENT OF FIRE 

The manager/Deputy Manager to call 999 and tell the Operator “FIRE” and give the nursery’s full address:
Docklands Day Nursery

24/26 Fairlop Road

Leytonstone, London.

E11 1BN

Procedure:

1. Stop whatever you are doing!

2. On discovering a fire OR hearing the fire alarm:

3. Assemble all the children together in a line and take them to the assembly point (A). Wherever possible Key Person and their buddies are responsible for their key children giving help where needed as they go towards the emergency exit.  Staff assigned to support some rooms also have responsibility to ensure they support in those rooms. 

4. All occupants must exit the building via the main entrance door into the outdoor play area to assembly point A.

5. Calmly and safely allow the children to walk through the front garden in a line with a member of staff in front and another staff at the back.
6. The Deputy Manager will be responsible for collecting the register and the visitor’s register.

7. Babies or children that are not able to walk unaided should be evacuated from the building with the evacuation trolley. If any practitioners are on lunch break during a fire drill, the staff members are to go immediately to the baby room to help with the children that are sleeping. 

8. Children with mobility difficulties should be escorted from the building by the member of staff attending or caring for them. Additional support may be required, such as support from another member of staff, depending on the child’s level of need. 

9. DO NOT stop to collect personal belongings on evacuating the building. 

10. DO NOT attempt to go back in and fight the fire. 

11. DO NOT attempt to go back in if any children or adults are not accounted for. 

12. Do not go back into the building until informed by the fire brigade or lead fire officer that it is safe to do so.

IMPORTANT NOTE: FIRE EXIT DOORS ARE ALWAYS KEPT UNLOCKED THROUGHOUT THE DAY WHEN THE NURSERY IS IN OPERATION. THE DOOR IS UNLOCKED FIRST THING IN THE MORNING AND IT IS PART OF THE NURSERY’S OPENING AND CLOSING CHECKLIST TO ENSURE THAT THIS IS ALWAYS DONE.
REMEMBER THAT THE CHILDREN’S SAFETY IS PARAMOUNT, DO NOT RUSH THE CHILDREN, BE QUICK BUT CAREFUL.

Safety Checks

At Docklands Day Nursery we carry out safety checks on a daily basis on the premises, indoors and outdoors, and all equipment and resources before the children access any of the areas, and we record our findings/solutions on any issues.   

All staff should be constantly aware of the nursery environment and monitor safety at all times.
Daily Health and Safety/Risk Assessment Checklist. Dates From: ............ To: ..............

	
	Indoor areas
	M
	T
	W
	T
	F
	

	1. 
	Turn on the Heater as soon as you get into the nursery if the heater is not already on.
	
	
	
	
	
	

	2. 
	Do a top up cleaning as a follow up from last night’s cleaning if required.
	
	
	
	
	
	

	3. 
	Do a quick risk assessment of the room – walk round the room to ensure everything is fine, windows and doors are locked as left the previous day. No objects on the radiators, no wet floors, Etc.
	
	
	
	
	
	

	4. 
	Check and ensure that there are toilet papers and disposal hand towels in all the toilets. 
	
	
	
	
	
	

	5. 
	Check and ensure that there are wash hand liquid in all toilets 
	
	
	
	
	
	

	6. 
	Check that safety covers are on all unused electrical sockets 
	
	
	
	
	
	

	7. 
	Ensure rooms are in proper arrangements according to the morning plan of the day.
	
	
	
	
	
	

	8. 
	Unlock the fire exit doors and ensure there are no blockages of any fire exit doors
	
	
	
	
	
	

	9. 
	Check the toys and remove broken toys
	
	
	
	
	
	

	10. 
	Constantly check and mop water spillages in any part of the indoor areas, put scrap newspaper on the area for a quick dry
	
	
	
	
	
	

	11. 
	Constantly pack sand from the floor 
	
	
	
	
	
	

	
	Outdoor Area
	
	
	
	
	
	

	12. 
	Check for droppings, glasses, litters in all outdoor areas, and pick them up, use sanitizers to clean the spot of the droppings. 
	
	
	
	
	
	

	13. 
	Bring out enough outdoor equipment for play
	
	
	
	
	
	

	14. 
	Check and clean all outdoor equipment and toys
	
	
	
	
	
	

	15. 
	Ensure there are no cobwebs on the swings and other places in the outdoor area
	
	
	
	
	
	

	
	Name & Sign


	
	
	
	
	
	


NB: Every Health and Safety issue noticed, should be written on the maintenance book and be reported to the Management team as soon as possible.

Risk assessments

The nursery carries out written risk assessments at least annually. These are regularly reviewed and cover potential risks to children, staff and visitors at the nursery. When circumstances change in the nursery, e.g. a significant piece of equipment is introduced; we review our current risk assessments or conduct a new risk assessment dependent on the nature of this change. 

All staff are trained or informed about the risk assessment process to ensure understanding and compliance. 

All outings away from the nursery are individually risk assessed. For more details refer to the visits and outings policy. 

Risk assessments document the hazard, who could be harmed, existing controls, the seriousness of the risk/injury, any further action needed to control the risk, who is responsible for what action, when/how often will the action be undertaken, and how will this be monitored and checked and by whom? 

· All electrical cables are kept out of the reach of children wherever possible and shielded by furniture where they need to be at floor level.
· Electrical sockets are all risk assessed and appropriate safety measures are in place to ensure the safety of the children. 

Mains information

Locations of:

· Water stop tap: Boiler room beside the Kitchen 
· Gas point: Pre-toddlers’ room (Grey door beside the window)
· Fuse box: Right hand side cupboard in the office
· Main electricity box: In Fiona House
Dangerous substances

All dangerous substances including chemicals MUST be kept in locked areas out of children’s reach. All substances must be kept in their original containers with their original labels attached. Safety Data Sheets (Control of Substances Hazardous to Health (COSHH)) and risk assessments must be kept for all substances and the appropriate personal protection taken e.g. gloves, apron and goggles. 

Transport and outings

The arrangements for transporting and the supervision of children when away from the nursery need to be carefully planned. The nursery has a comprehensive documented policy relating to outings, which incorporates all aspects of health and safety procedures.

Room temperatures

· Staff should be aware of room temperatures in the nursery and should ensure that they are suitable at all times and recorded on the appropriate sheet. There is  a thermometer in main room as well as the small room to ensure this is monitored 

· Staff must always be aware of the dangers of babies and young children being too warm or too cold

· Temperatures should not fall below 16(C in all the rooms

· Where fans are being used to cool rooms, great care must be taken with regard to their positioning. 

Water supplies

· A fresh drinking supply is available to all children, staff and visitors

· All hot water taps accessible to children are thermostatically controlled to ensure that the temperature of the water does not exceed 40(C.

Gas appliances 

· All gas appliances are checked annually by a registered Gas Safety Register engineer

· Carbon monoxide detector is fitted in the boiler room.

Accident policy and Procedures

At Docklands Day Nursery we endeavour to provide a safe and well supervised environment for every child. However accidents can happen and in such circumstances the following procedures will be followed.
Qualified First Aiders will deal with minor accidents appropriately. If a child appears to need medical advice or attention we shall obtain it immediately, if necessary, by taking the child to the hospital, while seeking to contact parents or emergency contact urgently. When a child needs to be taken to hospital an ambulance will be called. 

Accident/incident forms are kept in the area where the children are, so staff have easy excess to them. The person who collects the child will be asked to sign to say they have read the report and a copy given to them.
If a parent or guardian is concerned about the circumstances of any accident or incident, they should bring their concerns to the attention of the Nursery Manager. The Manager will then carry out an investigation.

ACCIDENT PROCEDURE

 MINOR ACCIDENT 
If a minor accident occurs the procedure is as follows: 
1. At all times the staff must wear protective clothing (disposable aprons and gloves, available in the cupboard in the big hall.) 
2. The child to be taken to a quiet area. 
3. The child’s injury is assessed by the member of staff on duty and if necessary, the first aider is called. 
4. The injury is then treated. 
5. The child is given cuddles and then resettled into the play situation and observed. 
6. The incident is then recorded on an accident/incident form ready for the parent/main carer to sign later in the day. 

MAJOR ACCIDENT 

If a major accident occurs the procedure is as follows: 

1 At all times the staff must wear protective clothing (disposable gloves and aprons, available in the cupboard in the big hall). 
2. If able to be moved, the child is taken into a quiet area and the Manager and or the First Aider is notified immediately. 
3. The situation will be assessed by the Manager and or First Aider and it will be decided whether the child needs to go to the hospital immediately or whether the child can wait for the parent/main carer to come. 
4. If a child needs to go straight to hospital an ambulance will be called. Then the parent/main carer will be contacted, and arrangements will be made to meet the parent/main carer at the hospital. A member of staff will accompany the child to the hospital but will not sign for any treatment to be carried out. 
5. If the child can wait for the parent/main carer to come, then they will be contacted, and the child will be made as comfortable as possible. A member of staff will stay with the child until the parent/main carer arrives. It will be for the parent/main carer to decide whether to go to the hospital or not. 
6. A report of the accident will then be recorded on an accident form. 

For More information, see the Accident/ Incident Policy and Procedure

Administration of Medicines Policy

At Docklands Day Nursery no child will be admitted to the nursery if he or she is suffering from a contagious illness.  A list of the recommended exclusion periods from the nursery can be seen displayed in the office.  If a child is taken ill at the nursery, every effort will be made to contact the Nursery Manager and the First Aider.  

We cannot administer medicines and other treatments without signed permission from the parent. Medicines must be marked with the child's name (this includes sunscreen). Prescription medicines must have the Chemist’s label with full details.

As part of the registration process, parents will sign if they wish their child to receive Calpol, when needed.  Every effort will be made by the nursery, to contact parents, if this need should arise, before the Calpol is administered, parent’s contact details can be found on the child’s registration form.

Any ongoing medicines that need to be administered through the day will be administered by the nursery.  Parents will sign a form every day, with instructions as to time and amount.  .

Parents of children who require inhalers will be asked to sign medicines form only once.  However, it is the responsibility of the parent to inform the nursery of any changes.

For more information, see the Administration of Medicines Policy
Admissions policy

Docklands Day Nursery is registered for 44 children between the ages of 0 and 5 years.
The above is in accordance with the legal space requirements from EYFS statutory guidance, which is the overriding policy in respect of our admissions.

Purpose

To ensure that all prospective parents understand the allocation of all Docklands Day nursery places.

Policy 

· Docklands Day Nursery places are allocated on a first come first served basis and subject to availability 

· Docklands Day Nursery will strive to meet the needs of every prospective parent and child/ren 

· The children-staff ratios will always be adhered to

· Once your child has been allocated a place there is a registration form which will need to be completed before your child starts the nursery; the registration form and the prospectus includes all information needed by the nursery including administering Calpol, about the web site and allergies etc. As well as the terms and conditions of the nursery

· Prior to a child attending nursery, parents must complete and sign a contract and registration form. These forms provide the nursery with personal details relating to the child. For example, name, date of birth, address, emergency contact details, parental responsibilities, dietary requirements, collection arrangements, fees and sessions, contact details for parents, doctor’s contact details, health visitor contact details, allergies, parental consent and vaccinations etc.


· These forms will need to be completed and sent back to the nursery as soon as possible before your child’s start date to enable your child’s records to be put on to file. 

· Once your child starts at Docklands Day Nursery then a number of activities will take place such as, Coat Peg, Name on a birthday Wheel
Provision of Government funded places 

Docklands Day Nursery accepts government funding (FEEE) for two- to five-year-olds. 

At Docklands Day Nursery free funded places are provided for children subject to availability. These places will be allocated on a first come, first served basis, and can be booked a term in advance. Please note for admissions for the free nursery education we have a termly intake, beginning the term following your child’s second birthday.

All funded sessions are now in line with the flexible arrangement as specified by the Government. When you register your child for their funded place we will discuss your needs and, as far as possible with availability and staffing arrangements, we will accommodate your wishes. 

Children with Additional Needs Policy 
Docklands Day Nursery believes that no child, individual or family, should be excluded from the nursery’s activities because the child has additional needs or disabilities as defined by the Children’s Act 1989 and/or Education Act 1993. The central philosophy of Docklands Day Nursery is one of integration & inclusivity. It aims for functional integration (joint educational and social participation) into the overall provision of the nursery, to enable each child to develop to their full potential.  

Docklands Day Nursery is committed to the inclusion of all children. All children have the right to be cared for and educated to achieve the best possible outcomes and to develop to their full potential alongside each other through positive experiences, to enable them to share opportunities, develop and learn from each other. We provide a positive and welcoming environment where children are supported according to their individual needs. 

Where we believe a child may have learning difficulties and/or a disability that has not previously been acknowledged, we will work closely with the child’s parents and any relevant professionals to establish the child’s needs and to secure any action that may be required. 

See the SEND policy for more information.
Complaints Policy

It is our policy that all suggestions, complaints, and grievances made by parents/carers, students, trainees, or other persons visiting or attending the Nursery are responded to promptly and courteously. Attempts will be made to resolve all matters in a mutually satisfactory manner, however, where this is not possible then apologies and an explanation will be given. When determining action, the needs of others will be considered, and decisions will be made on the basis of the general good of the Nursery and the children. If a parent/carer has an issue either involving their child or the care of children in the Nursery, they should in the first instance raise this with the person concerned, their nominated Key person or the Nursery Manager. If the parent/carer feels unable to raise the matter in this way they can approach any of the Directors, Gabriel Ezemah (07834169759) or Olabisi Ogunsalu (079 4348 9963) Please, our Policy. 

Our nursery believes that parents are entitled to expect courtesy and prompt, careful attention to their individual needs and wishes. We hope that at all times you will be happy with the service provided and that you might like to voice your appreciation to the staff concerned. 

Complaints will be dealt with professionally and promptly to ensure that any issues arising from these complaints are handled effectively and to ensure the welfare of all children. 

In case of a complaint relating to child protection, please refer to the Safeguarding Policy.

We welcome any suggestions from parents on how we can improve our services, and will give prompt and serious attention to any concerns that you may have by following our complaints procedure as outlined below:

Complaints procedure

Stage 1

If any parent should have cause for complaint or any queries regarding the care or early learning provided by the nursery they should in the first instance take it up with the child's key person or a senior member of staff/room leader.  

Stage 2

If the issue remains unresolved or parents feel they have received an unsatisfactory outcome, then these concerns must be presented in writing to the nursery manager. The manager will then investigate the complaint and report back to the parent within three working days. This will be fully documented in the complaints log book and will detail the nature of the complaint and any actions arising from it.  

Stage 3

If the matter is still not resolved, a formal meeting will be held between the manager, parent and at least one of the directors to ensure that it is dealt with comprehensively. A record of the meeting will be made along with documented actions. All parties present at the meeting will review the accuracy of the record, sign to agree and receive a copy, which will signify the conclusion of the procedure.

Stage 4 

A Parent has the right of appeal if after at stage 3, the parent is still not happy with the outcome.

If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter with Ofsted. A record of complaints will be kept in the nursery. Parents will be able to access this record if they wish to, however all personal details relating to any complaint will be stored confidentially and will only be accessible by the parties involved. 

Ofsted will have access to this record at any time during visits to ensure actions have been met appropriately.
Stage 5  

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

In the event of a complete breakdown of communication or malpractice the complaint/grievance should be taken to Ofsted.

 
To contact OFSTED to complain please use the following:-

Telephone – 03001231231

Email- enquiries@ofsted.gov.uk
Write to – 

OFSTED 

Piccadilly Gate

Store Street

MANCHESTER

M1 2WD

A record of complaints will be kept in the nursery. Parents will be able to access this record if they wish to, however all personal details relating to any complaint will be stored confidentially and will be only accessible by the parties involved. Ofsted will have access to this record at any time during visits to ensure actions have been met appropriately. 
COMPLAINTS RECORDING FORM

CONFIDENTIAL
	Date of Complaint:

	A: Source of complaint

	Parent (in writing, including email)

Parent (in person)

Parent (phone call)
	
	Staff member

Anonymous

Ofsted (include complaint number if known)

Other (please state)
	

	B: Nature of complaint

(Please tick all standards that the complaint relates to)

	

	 Safety

Health
	
	Child Protection

Documentation
	

	Suitable Person
	
	Food and Drink


	

	Organisation


	
	Equal Opportunities


	

	Care, Learning & Play


	
	Special Needs


	

	Physical 


	
	Behaviour


	

	Equipment


	
	Working in Partnership with parents and carers


	

	Please give details of the complaint

	If escalated, please specify, e.g. Complaints Dept/Line-manager/Social Services/Safeguarding Team/LADO etc

	C: How it was dealt with

	Internal Investigation

Investigation by Ofsted

Investigation by other agencies

(please state)
	
	

	Please give details of any internal investigation or attach any outcome letter from Ofsted:



	D: Actions and outcomes



	Internal actions


	
	

	Actions agreed with Ofsted.


	
	

	Changes to conditions of registration


	
	

	Other action taken by Ofsted


	
	

	No action


	
	

	Actions imposed or agreed with other agencies
	
	

	Please give details:



	Has a copy of this record been shared with parents? Yes or No

	Date complaint was acknowledged: _____/_____/_____



	Outcome notified to parent:

 Yes (within 28 days)

Date:

Dealt within procedural timescale:    Yes /No  


	Outcome (circle one):     complaint upheld/partially upheld/not upheld. 



	Name of recorder:

Position:

Signature:

Date: 
	Date Completed:

How was complainant informed of outcome (eg letter, email, verbal etc)?

 Was the complainant satisfied with the outcome? (Circle one):    Satisfied/Unsatisfied

If not, reason:




Confidentiality Policy and procedures

All children’s, Staff and Visitor’s information and records are kept in a locked cabinet and will only be viewed when necessary.

The address, telephone and any other details of Parents, Children and Visitors will not be passed on to anyone outside the Nursery except when the Duty of Care to a child or person overrides the need for confidentiality. It is the responsibility of the parent/carer to pass on all the relevant information for their child’s records and are responsible for keeping this up to date promptly informing the Nursery of any changes. For full details of our confidentiality policy and procedure.
Nursery Security Policy

This policy will outline how we allow access to the nursery whilst keeping the nursery secure.


Front door, gates, and buzzer system
· No students, volunteers, parents, or new staff should ever let people into the nursery.

· Only staff who know/ are able to recognise parents or carers are allowed to open the front gate using the intercom system and recognising them though the pre-toddler window. 

· If there is a person at the front gate who is not known:

1. They should be politely asked why they want to come into the nursery. 

2. If they are not expected or do not have a booked visit, they must be met at the gate and their identification confirmed.

3. If you feel unsure about the identity or reason for a person wanting access to the nursery DO NOT LET THEM IN AND SEEK SUPPORT FROM THE MANAGER OR A MEMBER OF MANAGEMENT. 

· Visitors to the nursery must sign into the visitor’s book and be accompanied at all times- taking their mobile phones for safeguarding and placing it in the mobile phone security box. 
Equality and Diversity
In order to uphold the Equality Act of 2010, Docklands Day Nursery demonstrate through its work that it positively values and respects children of all ethnic origins/racial groups, religions, cultures, linguistic backgrounds and abilities. Children of both sexes are positively encouraged by staff to participate in all activities.
Statement of intent

Docklands Day Nursery takes great care to treat each individual as a person in their own right, with equal rights and responsibilities to any other individual, whether they are an adult or a child. The nursery is committed to providing equality of opportunity and anti-discriminatory practice for all children and families according to their individual needs. Discrimination on the grounds of gender, age, race, religion or belief, marriage or civil partnership, disability, sexual orientation, gender reassignment, pregnancy or maternity, ethnic or national origin, or political belief has no place within Docklands Day Nursery.

A commitment to implementing our inclusion and equality policy will form part of each employee’s job description. Should anyone believe that this policy is not being upheld, it is their duty to report the matter to the attention of the Directors at the earliest opportunity.

The legal framework for this policy is based on:

· Equality Act 2010

· Children Act 2004

· Care Standards Act 2002

· Childcare Act 2006

· Special Educational Needs and Disability Act 2001.

The nursery and staff are committed to:

· Recruiting, selecting, training and promoting individuals on the basis of occupational skills requirements. In this respect, the nursery will ensure that no job applicant or employee will receive less favourable treatment on the grounds of age, sex, gender reassignment, disability, marriage or civil partnership, race, religion or belief, sexual orientation and pregnancy or maternity which cannot be justified as being necessary for the safe and effective performance of their work or training

· Providing a childcare place, wherever possible, for children who may have learning difficulties and/or disabilities or are deemed disadvantaged according to their individual circumstances, and the nursery’s ability to provide the necessary standard of care

· Striving to promote equal access to services and projects by taking practical steps, (wherever possible and reasonable) such as ensuring access to people with additional needs and by producing materials in relevant languages and media for all children and their families

· Providing a secure environment in which all our children can flourish and all contributions are valued

· Including and valuing the contribution of all families to our understanding of equality, inclusion and diversity

· Providing positive non-stereotypical information 

· Continually improving our knowledge and understanding of issues of equality, inclusion and diversity

· Regularly reviewing childcare practice to ensure the policy is effective and practices are non-discriminatory

· Making inclusion a thread, which runs through the entirety of the nursery, for example, by encouraging positive role models through the use of toys, imaginary play and activities, promoting non-stereotypical images and language and challenging all discriminatory behaviour.

Equal Opportunities Policy

· Our policy states from the onset our commitment to equal opportunities. As well as, making a clear policy statement to all our staff about our expectations with regards to equal opportunities, our policy also acts as a reference point in the event of any subsequent parental dispute you may have as a service user. This policy is compliant with The Equality Act 2010. 

Discrimination

· It is our aim at Docklands Day Nursery to treat everyone with fairness and consideration as it is unlawful to treat anyone less favourably or discriminate against them directly or indirectly. Our policy intends to prevent discrimination both to remain with the law, and to attract the best employees to our nursery. 

· The equality act 2010 provides a structure to prevent discrimination and promote equality, fairness and uniformity in employment, providing you as parents with a well-rounded workforce committed to caring for your children 52 weeks of the year. 

· We aim to offer all our employees and parents equal opportunities within Docklands Day Nursery. Entry into employment with us is determined only by personal merit and the application of criteria which is related to the duties of each particular position. In all cases, ability to perform the job is the primary consideration when we recruit key persons to provide quality childcare for children. 

Equality Act 2010

· The equality act came into force in October 2010 and bought together all existing anti-discrimination legislation (such as the Race Regulations Act 1970 and the disability discrimination act 1995). It identifies several ‘protected characteristics’ previously protected under separate equality legislation; Race, religion or beliefs, gender, age, disability, sexual orientation, marriage and maternity and also strengthens other characteristics that were not provided cover by aspects of equality law. 

Monitoring forms

· In order to monitor the effectiveness of our equal opportunities policy and how well our nursery meets its legal requirements, we will use monitoring forms when we are recruiting in terms of nursery personnel. 

Diversity

· At Docklands Day nursery, we welcome diversity amongst our parents and employee. In recruiting from a wide range of people, we hope to better understand your needs as service users and valued parents. 
· Features

· Our equal opportunity policy covers our complete commitment to equal opportunities in the following areas: recruitment, training, and promotion. 
Admissions/service provision
The nursery is accessible to all children and families in the local community and further afield through a comprehensive and inclusive admissions policy.  The nursery will strive to ensure that all services and projects are accessible and relevant to all groups and individuals in the community within targeted age groups.

 (See the admission policy)

Recruitment
All members of the selection group will be committed to the inclusive practice set out in this policy.

Application forms will be sent out along with a copy of the equal opportunities monitoring form. Application forms will not include questions that potentially discriminate against the grounds specified in the statement of intent.

At interview, no questions will be posed which potentially discriminate against the grounds specified in the statement of intent. All candidates will be asked the same questions, and members of the selection group will not introduce nor use any personal knowledge of candidates acquired outside the selection process. Candidates will be given the opportunity to receive feedback on the reasons why they were not successful.

Staff
It is the policy of Docklands Day Nursery not to discriminate in the treatment of individuals. All staff are expected to co-operate with the implementation, monitoring and improvement of this and other policies. All staff are expected to challenge language, actions, behaviours and attitudes which are oppressive or discriminatory on the grounds as specified in this policy. All staff are expected to participate in equality and inclusion training.
Training

The nursery recognises the importance of training as a key factor in the implementation of an effective inclusion and equality policy.  Docklands Day Nursery will strive towards the provision of inclusion, equality and diversity training for all staff on an annual basis. 

Early learning framework

Early learning opportunities offered in the nursery encourage children to develop positive attitudes to people who are different from them. It encourages children to empathise with others and to begin to develop the skills of critical thinking.

We do this by:

· Making children feel valued and good about themselves

· Ensuring that all children have equal access to early learning and play opportunities

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

· Avoiding stereotypical or derogatory images in the selection of materials

· Acknowledging and celebrating a wide range of religions, beliefs and festivals

· Creating an environment of mutual respect and empathy

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

· Ensuring that all early learning opportunities offered are inclusive of children with learning difficulties and/or disabilities and children from disadvantaged backgrounds 

· Ensuring that children whose first language is not English have full access to the early learning opportunities and are supported in their learning.

Our food policy
We believe:                                                                                                                                                           A healthy, balanced diet and regular physical activity are essential for children’s health and well-being, which is why we encourage children to go out throughout the day giving them opportunities to move in various ways and taking part in physical activities. Research confirms that healthy eating habits in the years before school are very important because they influence growth, development, and academic achievement in later life. 
The nursery encourages mothers to breastfeed their child; this is discussed during the ‘All about me’ session when the child first settles into the nursery with their main carer. This ensures that children eat well in their early years, this is likely to ensure that they achieve their potential and help to prevent children becoming overweight and obese. We strongly believe our approach also helps to reduce the risk of serious diseases such as heart disease, diabetes, stroke, and cancers in later life. The nursery only serves halal meat on site and do not serve pork on site, for more details, see the food policy.

Meetings

· Information about meetings and activities will be communicated in a variety of ways according to individual needs (written, verbal and translated), to ensure that all parents have information about access.

All activities are planned to suit all children’s needs and activities are planned to consider all religions, cultures, disabilities in relation for children to learn about other cultures, disabilities etc.

The Nursery considers it important to provide a range of experiences and an environment that will instill in the children a positive outlook towards people in our society whom they may see as different from themselves:

· Toys and equipment will be chosen with the differing needs of children in mind. 

· Displays will show and reflect a positive image towards the world in which we live. 

· Books will be chosen to meet all the children's ages and abilities and to reflect the many differing lifestyles there are in our society. 

· Home corners will be changed regularly to show different cultures, races and the world around us.

· To encourage and develop the potential of the child with special educational needs or disabilities and to be aware of their ever-changing needs.

To enable the children the best opportunity to strive and develop, Docklands Day Nursery will liaise, communicate, and work with other agencies such as Speech therapists, Physiotherapists, portage, Child Care Development services and education etc to who will assist us in helping your child to get the best care.

The Nursery will inform parents/carers of any developmental matters and will always keep parents/carers up to date and offer advice and help where necessary.

The Equal opportunities co-ordinator is the Nursery Manager

Dealing with Discriminatory Behaviour

We have a duty to create and implement strategies in the nursery to prevent and address all discriminatory behaviour.  Such strategies include:

· The nursery records all incidents relating to discrimination on any grounds

· All recorded incidents are reported to the children’s parents, and when appropriate to the registering authority.
Parents have a right to know if discrimination occurs and what actions the nursery will take to tackle it.

Types of discrimination

· Direct discrimination occurs when someone is treated less favourably than another person because of a protected characteristic 

· Discrimination by association occurs when there is a direct discrimination against a person because they associate with a person who has a protected characteristic

· Discrimination by perception occurs when there is a direct discrimination against a person because they are perceived to have a protected characteristic

· Indirect discrimination can occur where a provision or criterion is in place which applies to everyone in the organisation but particularly disadvantages people who share a protected characteristic

· Harassment is defined as ‘unwanted conduct related to a relevant protected characteristic, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual’

· Third party harassment is the harassment of employees by a third party not employed by the nursery, e.g. visitors or parents 
· Victimisation occurs when an employee is treated badly or put to detriment because they have made or supported a complaint or raised grievance under the Equality Act 2010 or have been suspected of doing so. 
Protected characteristics

The nine protected characteristics under the Equality Act 2010 are: 

· Age

· Disability 

· Gender reassignment

· Race

· Religion or belief

· Sex

· Sexual orientation

· Marriage and civil partnership

· Pregnancy and maternity. 

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

Examples of discriminatory behaviour are:

· Physical assault against a person or group of people

· Derogatory name calling, insults and discriminatory jokes

· Graffiti and other written insults

· Provocative behaviour such as wearing badges and insignia and the distribution of discriminatory literature

· Threats against a person or group of people because the nine protected characteristics listed above 

· Discriminatory comments including ridicule made in the course of discussions 

· Patronising words or actions.

Procedure

· All staff in the nursery should be constantly aware of and alert to any discriminatory behaviour or bullying taking place

· They must intervene firmly and quickly to prevent any discriminatory behaviour or bullying, this may include behaviour from parents. Any allegation should be taken seriously and reported to the nursery manager

· Each incident should be investigated and recorded in detail as accurately as possible. This record should be available for inspection by staff, inspectors and parents where appropriate, on request

· The nursery manager is responsible for ensuring that incidents are handled appropriately and sensitively and entered in the record book. Any pattern of behaviour should be indicated. Perpetrator/victim’s initials may be used in the record book as information on individuals is confidential to the nursery

· Where an allegation is substantiated following an investigation, the parents of the child(ren) who are perpetrators and/or victims should be informed of the incident and of the outcome

· Continued discriminatory behaviour or bullying may lead to exclusion but such steps should only be taken when other strategies have failed to modify behaviour

· Adults found to be perpetrators must be reported immediately to the manager and where such adults are employees and such allegations are substantiated after investigation, appropriate disciplinary action shall be taken which can include dismissal. 

Discriminatory behaviour or bullying needs to be recorded to ensure that:

· Strategies are developed to prevent future incidents

· Patterns of behaviour are identified

· Persistent offenders are identified

· Effectiveness of nursery policies are monitored

· A secure information base is provided to enable the nursery to respond to any discriminatory behaviour or bullying.

Nursery staff

All staff should be alert and seek to overcome any ignorant or offensive behaviour based on fear or dislike of distinctions that children, staff or parents may express in nursery.

An atmosphere must be created where the victims of any form of discrimination have confidence to report such behaviour, and that subsequently they feel positively supported by the staff and management of the nursery.

It is incumbent upon all members of staff to ensure that they do not express any views or comments that are discriminatory.  Nor must staff appear to endorse such views by failing to counter behaviour, which is prejudicial in a direct manner. A sensitive and informed approach must be used to counter any harassment perpetrated out of ignorance.

Nappy Changing Toileting/ Potty training Policy

At Docklands Day Nursery no child is excluded from participating who may, for any reason, not yet be toilet trained and who may still be wearing nappies or equivalent. We work with 

parents towards toilet training unless there are medical or other developmental reasons why this may not be appropriate at the time. 

 We see toilet training as a self-care skill that children have the opportunity to learn with the 

full support and non-judgemental concern of adults. All children are treated with dignity, care and compassion during nappy changing/toileting. Staff will ensure this time is relaxed; they do not make negative comments about nappy/potty/toilet contents.

Docklands Day Nursery aims to provide the opportunity for all children to use the toilet independently and to provide assistance for children who require it. Where children are in pull-ups, we will remind them at frequent intervals to use the toilet. If a child is in nappies, these will be changed as necessary. 

Procedures for children that are toileting or potty training is as followed:

· At Docklands Day Nursery we will maintain each child’s privacy. 

· All staff are familiar with the hygiene procedures and carry these out when potty training children. 

· During potty or toilet training children, staff will interact with the child, and if upset will reassure and comfort them. They will praise them verbally throughout the experience. 

· Staff will wear protective gloves and apron when supporting children during toileting and potty training, these will be disposed of after each use. 

· Children will be shown the toilet areas before they actually need to use them, to help promote confidence and familiarity in a new environment. 

· Docklands Day Nursery staff will remind children to use the toilet/potty regularly. 

· Potties are available for children too small to use the toilet or those who feel more 

confident using a potty. 

· Toilet and flush handle are wiped down with antibacterial spray after each child 

has used the toilet or potty. 

· All children will be encouraged to adopt good personal hygiene by washing their hands properly. Docklands Day Nursery will provide visual reminders to show good hand washing practice.  

· Staff will wash their hands with lukewarm, soapy water and dry on disposable towels immediately after completing task. 

· Activities and routines will also include reminders about the need for good personal hygiene. 

· Only staff members with DBS Enhanced Disclosure clearance will undertake toileting and potty training. 

· Parents are requested to send a bag containing a clean change of clothes for their child in case of accidents. These clothes will only be used for that child. 

Outdoor Play 
“When children play out of doors, they are exercising their growing intellectual and emotional muscles, as well as their physical ones. They are developing their powers to think, to feel, to do, to see and understand, to represent and express. They are imagining, puzzling, wondering, exploring, befriending and sharing.”   Mary Jane Drummond 
“The environment plays a key role in supporting and extending children’s learning and development”   Early Years Foundation Stage.

Rationale

We recognise that children are active learners and that brain and body develop together. Outdoor play offers unique opportunities that cannot be provided indoors. Outdoor play enables us to build on children’s natural motivation to be outside as well as promoting active healthy lifestyles.   At Docklands Day Nursery we support children’s holistic development by making outdoor play an integral part of our practice.  
We are committed to the importance of outdoor play and physical development in all children regardless of their age and stage of development. All activities will be made accessible to children with learning difficulties and disabilities to ensure all children are able to use the outdoor area and physical play opportunities freely and independently to best effect. 

Children need regular access to outdoor play in order to develop their large and small muscles, experience an environment that is different to the inside of the nursery and more importantly access sunlight in order to absorb vitamin D more effectively. 

The outdoor areas, both within the nursery grounds and in the local community have a wealth of resources which help children to develop in a variety of ways, including independence, exploration and investigative skills, risk taking and self-esteem all of which support children to develop skills for now and the future. 

The nursery will ensure all areas are safe and secure through close supervision and the use of robust risk assessments and safety checks. Staff members are informed of the importance of these procedures and are trained appropriately to ensure these procedures are followed effectively. 

Parents’ permission will be sought before any child leaves the nursery during the day, this includes short outings into the local community. Please refer to the visits and outings policy for further information on this process. 

All outdoor play opportunities and outings will complement the indoor activities and provide children with both adult-led and child-initiated opportunities (wherever appropriate) to enable children to learn and practice new skills, knowledge and behaviours
Therefore we 
· We aim to provide a safe and secure, yet stimulating environment for all children to explore, engage and learn in the outdoor area. 

· We aim to provide experiences that will enable all children to progress in all aspects of the Early Years Foundation Stage. 

· We aim to ensure that all staff understand the value of outdoor play and so are enthusiastic and active in their approach to learning outside.

· Appropriate activities will be planned around children’s area of interests.  This will ensure the outdoor environment is not only ensuring all children’s needs are being met provides learning and stimulating environment which is of high quality.

Objectives

· All children will be given the opportunity to access the outdoor all day long, moving freely between indoors and outdoors 

· We aim as much as possible to provide a stimulating outside environment in which our children can learn and develop.

· The resources provided will support learning across the Early Years Foundation Stage.

· As indoors we will identify continuous provision for outdoors.

· Planning will reflect individual interests, develop group work and thematic play

· The children will be given simple rules for the outdoor area to promote a safe and secure environment.

· Practitioners will have regard for health and safety by completing and carrying out risk assessments to ensure these are adhered to at all times.

· Practitioners will act as positive role models and facilitator of children’s learning.

· Practitioners will be pro-active and get involved with the children’s learning to ensure all children are getting the most out of their learning environment.

· Equality of play opportunities will be promoted by all adults supporting outdoor sessions.
LATE COLLECTION OR NON-COLLECTION OF CHILD POLICY AND PROCEDURE

It is the responsibility of parents to collect their child(ren) on time at the end of each day. Docklands Day Nursery (DDN)recognises that it has a statutory duty to safeguard and promote the welfare of children, and that this duty includes having some arrangements in place in dealing with children who are not collected at the end of a nursery day. We expect all parents to agree an approximate time to collect their child from the nursery. 

Docklands Day Nursery has an obligation to stay with any uncollected child at the end of the day, until that child is collected. So, on completion of admission form of the child(ren), parents should supply the nursery with the following information: 

· The names and full addresses of parents/carers (and confirmation of parental responsibilities)

· Home and work, Mobile telephone numbers. 

· Two emergency contacts (designated adult) who may be called in the event of an emergency. 

· Agreeing a safety password with the nursery in advance to be used by anyone collecting a child who is not the parent (designated adult) 

We give parents information about the procedures to follow if they expect to be late, which include the following: 

·   Calling the nursery as soon as possible to advise of their situation. 

·  Asking a designated adult to collect their child wherever possible. 

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

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

If a child has not been collected from the nursery after a reasonable amount of time (1 hour) has been allowed for lateness, we will initiate the following procedure: 

(  The nursery manager will be informed that a child has not been collected. 

(  The manager will check for any information regarding changes to normal routines, parents’ work patterns or general information. If there is no information recorded, the manager will try to contact the parents on the telephone numbers provided for their mobile, home or work. If this fails, the manager will try the emergency contacts shown on the child’s records. 

(The manager/staff member in charge and one other member of staff must stay behind with the child (if outside normal operating hours). During normal operating times, the nursery will plan to meet required staff ratios. If the parents have still not collected the child, the manager will telephone all contact numbers available every 15 minutes until contact is made. These calls will be logged on a full incident record. 

(  In the event of no contact being made after one hour has lapsed, the person in charge will ring the local authority children’s social services emergency duty team:  020 8496 3000 or (020 8496 2310)

(  The nursery will inform Ofsted (03001231231) as soon as convenient. 

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

(  The child’s welfare and needs will be met at all times and to minimise distress staff will distract, comfort, and reassure the child during the process. 

(  In order to provide this additional care a late fee of £1 for every minute will be charged to parents. This will pay for any additional operational costs that caring for a child outside their normal nursery hours may incur. 

If nobody collects the child within one hour of their expected collection time and there is nobody who can be contacted to collect the child, we will apply the procedures for uncollected children by contacting the local authority children’s social care team, see the phone numbers above. This should be done by the nursery manager or a member of the senior management team.
Planning meetings.
Planning meetings are a very important part of employment with Docklands Day Nursery, these need to take place so that correct activities are thought of, planned and written down for the children in your care. Planning will be done by the children’s interest and not the staffs. The interest board will help staff to complete the planning sheets. 

For this to be done correctly and with no interruptions all the staff will agree a date that is suitable for all staff to attend out of working hours. 

This meeting will take place at the nursery from 6pm when the nursery closes and will finish at the very latest 8pm so please account for this and all staff must ensure they stay till the senior member of staff agrees it is time to finish.

Each member of staff will be given a planning ideas sheet to put down all their ideas. It is very important that all staff give ideas to help with all children’s development in all the different areas and these ideas must be brought to nursery on the day of the meeting.

Positive Behavior 

Our Positive Behavior Members of staff are the Room Leaders.                                                .    
Key information for all staff, parents/carers and students of Docklands Day Nursery

 
Aims
Docklands Day Nursery recognises the need to provide an environment that encourages everyone to value and respect each other and to determine rules that will enable all children in our care to flourish and develop to their full potential. 
Docklands Day Nursery will encourage the children in their care: 
• To become confident, independent and self assured 
• To respect themselves, others and the environment 
• To express their thoughts and feelings in an acceptable way 


Objectives 
• To consider and show a caring attitude to others 
• To play together and share all activities and toys 
• To share the attention of staff members and students on placement 
• To have good manners 
• To promote acceptable behaviour, the broad aims of which are shared by all cultures 
• To accept responsibility for their behavior and understand that aggression, bullying any other form of unsociable behavior will not be acceptable 
• To understand that rudeness or unkindness to anyone in any way must be disciplined 


At all times, the staff of Docklands Day Nursery will use positive behavior strategies. The following are guidelines to approaches that we may use in a disciplinary situation: 
• An appropriate look or reminder of acceptable behavior or language 
• A diverting of the child’s attention possibly through kindly humor 
• A verbal warning or reprimand 
• Removal from a play activity 
• Time apart from the other children 
• Missing a turn with a favorite activity 
Positive reasoning will always be used with a firm but delicate approach. 
Children will never be labeled ‘naughty’ and smacks will never be given. 

Concerns 
Any child presenting difficult behavior on a regular basis will become the subject of an observation and the parents/careers will be consulted. The nature of the observation will identify: 
The nature of the behavior 
Factors or circumstances which trigger it 
Timings — what — where — how long for? 
People involved 
How did it end? 
Sickness/illness children policy

The Dockland Day Nursery (DDN) does not aim to exclude children from the nursery unnecessarily. The decision of the nursery manager is final when requesting the exclusion of a child for illness or infection. 
DDN aims to promote the good health of all children attending. If a child is unwell, it is in their best interest to be in a quiet home environment with adults, where they are known very well rather than at nursery with their peers. Also, to minimise infection, we ask that children do not attend nursery if they are unwell. Decisions will take into account the needs of the child and of the group.  In the event that a child does not attend nursery due to illness, full payment will still be required.

UKHSA Northeast and North Central London Health Protection Team
3rd Floor Nobel House, 17 Smith Square,
London. SW1P 3JR

Email: necl.team@ukhsa.gov.uk
020 3837 7084 (option 0, then option 2)
Our procedures

· If a child becomes ill during the nursery day, including any temperature at or over 38.0°C, we contact their parent(s) and ask them to pick up their child as soon as possible. During this time, we care for the child in a quiet, calm area with their key person, wherever possible 

· To protect other children and staff in the nursery, we follow the guidance given to us by Public Health England (Health Protection In Schools and other childcare facilities) on exclusion times for specific illnesses. This includes whilst symptomatic with vomiting and/or diarrhoea and for 48 hours after the last symptoms.

Children and young people settings: tools and resources - GOV.UK (www.gov.uk)
· We inform all parents if there is a contagious infection identified in the nursery, to enable them to spot the early signs of this illness. We thoroughly clean all equipment and resources on a regular basis to reduce spread of contagious infections. 

· We notify Ofsted as soon as possible and in all cases within 14 days of the incident where we have any child or staff member with food poisoning.

· We may exclude a child on antibiotics for the first 48 hours of the course (unless this is part of an ongoing care plan to treat individual medical conditions e.g. asthma and the child is not unwell) if we have concerns about the child being subjected to the rigours of the nursery day, which requires socialising with other children and being part of a group setting, when they have first become ill and require a course of antibiotics

· We have the right to refuse admission to a child who is unwell. This decision will be taken by the manager on duty and is non-negotiable.

· We make information about head lice readily available, and all parents are requested to regularly check their children’s hair. If a parent finds that their child has head lice, we would be grateful if they could inform the nursery so that other parents can be alerted to check their child’s hair, and to keep the child at home until they have been treated

Contacting the local Health Protection Team (HPT)

The nursery manager will contact the HPT if: 

1. they suspect an outbreak of infectious disease. This may be defined as: 

· an incident in which two or more people experiencing a similar illness are linked in time or place.

· a greater than expected rate of infection compared with the usual background rate for the place and time where the outbreak has occurred.

For example:

· 2 or more cases of diarrhoea and/or vomiting which are in the same classroom, shared communal areas or taking part in the same activities.

· higher than usual number of people diagnosed with scabies.

· higher than usual number of people diagnosed with scarlet fever.

· two or more cases of measles at the nursery. 

     2.   To report any serious or unusual illness particularly for:

· Escherichia coli (VTEC) (also called E. coli 0157) or E coli VTEC infection.

· food poisoning

· hepatitis

· measles, mumps, rubella (rubella is also called German measles)

· meningitis

· tuberculosis

· typhoid

· whooping cough (also called pertussis)

Transporting children to hospital procedure

The nursery manager/staff member must:

· Call for an ambulance immediately if the sickness is severe. DO NOT attempt to transport the sick child in your own vehicle.

· Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital. 

· Inform a member of the management team immediately.

· Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining children.

· Arrange for the most appropriate member of staff to accompany the child taking with them any relevant information such as registration forms, relevant medication sheets, medication, and the child’s comforter. 

Always remain calm. Other children may need lots of cuddles and reassurance too.
Special Educational Needs and Disability Policy and Procedure (SEND)

Docklands Day Nursery is committed to the inclusion of all children. All children have the right to be cared for and educated to achieve the best possible outcomes and to develop to their full potential alongside each other through positive experiences, to enable them to share opportunities, develop and learn from each other. We provide a positive and welcoming environment where children are supported according to their individual needs. 

Where we believe a child may have learning difficulties and/or a disability that has not previously been acknowledged, we will work closely with the child’s parents and any relevant professionals to establish the child’s needs and to secure any action that may be required. For detailed information, see the SEND policy and procedure.
About the personal development profile.

This profile meets the requirements of the care standards to have individual training and development assessment and profiles.

The contents provide.
· a record of training and development while working for DDN.

· a summary of progress to achieving a Childcare qualification

· a checklist for Induction, in particular Health and Safety

· a record of identified training or development needs, action taken to meet them and evaluation of the impact.   

Other things to include:

· copies of certificates of attendance on courses 

· evidence for meeting the induction. (Insert the work books if used)

· any relevant notes from supervision meetings
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