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Parent Policy Document
Ladybird Nursery is a caring, stimulating environment providing full day care, which caters for 33 children from the ages of 3 months to the time of full-time education (around 5 years).

The children are spilt into three groups called Butterflies, Grasshoppers and Caterpillars and Bumblebees, the Baby Unit. Groups take a maximum of 8 children aged 2 to 5 years with 2 staff members assigned to each group, and the Baby Unit takes 9 children aged 3 months to 2 years with three members of staff.

There are currently 6 fully trained staff, 3 in training (NVQ2) and one non-qualified. Also some members of staff have young school age children.

We are registered by and subject to annual care inspections by OFSTED as well as four yearly educational inspections.

The nursery and staff are fully insured.

We are members of the Surrey Day Care Association.

We also have a sessional care Pre-school called Dragonflies based at Broadwater Community Centre, Summers Road, Godalming for which separate details are available.

The following document details the following: -
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AIMS AND OBJECTIVES
The overall ethos of the Nursery is to provide as wide a variety of opportunities and experiences both within the confines of the nursery , and further afield with outings, to develop each individual child socially, physically and educationally with an emphasis on learning through play. To provide each child with a wide knowledge base, an eagerness to explore new learning and a greater independence and self-confidence in themselves. This will be achieved by providing a secure, stimulating environment with a high level of qualified, caring staff and a wide range of equipment and resources, along with outings appropriate to the topics set out over each term.
Personal and Social and Emotional Development –

· To each promote and develop each child's personal, social, moral and spiritual aspects.

· To develop an understanding of self and others, learning how to work, play and co-operate with others by providing dressing-up, home corner, drama, games, news time etc.

Communication, Language and Literacy -

· To develop each child's speech and range of vocabulary, and listening skills by providing books, rhymes, stories, poems, singing.

· To promote literacy, numeracy and writing skills, developing a familiarity with the alphabet, numbers, shapes, colours etc.

Creative Development -

· To express children's creativity through activities, using various artistic materials, giving them time and space to express themselves.

· To provide a stimulating environment, displaying creative pieces of work to develop self- esteem.

Physical Development -

· To encourage and develop physical control, gross motor skills, awareness of space and manipulative skills by providing sand, water, clay, play dough, large apparatus, dance, music and movement, jigsaws, large and small construction, threading etc.

· To provide experiences both indoors and outdoors, whether on-site at the nursery or on appropriate outings.

· To promote a healthy and active way of life.

Mathematical Development -

· To promote and develop mathematical skills through the use of recourses and activities, focusing on specific areas of maths such as colour or shape.

· To encourage the use of mathematical language in play, providing the children with the means to do so.

· A fun and practical way to learn mathematics with the opportunity for imagination and enjoyment.

Knowledge and Understanding of the World -

· To promote and develop a wider knowledge and understanding of the environment and the world in general, other people and nature by providing junk modelling, cutting and sticking, collage, interest table, painting, chalking, specialised topics i.e. road safety etc.

· To encourage awareness in basic concepts of a scientific, geographic and mathematical nature by providing measuring, sorting, construction, cooking, growing seeds and plants etc.

· To introduce information technology where possible
Staff -

· To promote awareness of each child's needs, their own and the needs of other staff members.

· To be committed to on-going and in-service training where appropriate.

· To be familiar with and promote the aims, objectives and policies of the Nursery.
Parents/Carers -

· To actively encourage the involvement of parents/carers in all aspects of the Nursery and welcome contributions of their own skills, knowledge and interests.

· To recognise their expertise and their fundamental role in the care and education of their child, and respect the confidentiality of both parent and child.

· To involve parents/carers in all aspects of the Nursery including its policies and procedures, child protection, complaints and inspections

· To keep parents informed of Nursery procedures, events and individual child development by way of regular newsletters, parent meetings, informal discussions and social events, child development records, workbooks and parents pages.
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TIMES
Full Day Care

The nursery is open for the following sessions

8.00am to 1.00pm
(Includes lunch)


1.00pm to 6.00pm
(Includes tea)


8.00am to 6.00pm
(Includes lunch and tea)

All sessions include a mid-morning and/or mid-afternoon snack
Extra charges for meals not included, out-of hours late pickups and extra sessions/hours will be made where necessary and are payable on within 3 days by cheque or cash.
All snacks, meals and drinks are prepared on-site by a chef who follows a rota of menus giving a variety of tasty, well-balanced meals whilst catering for dietary variations such as vegetarians, food allergies etc.
We are registered with the Department for Education to accept nursery grant.

Included in the fees are milk/juice and fruit/biscuits, lunch and tea where applicable, art and craft materials, books and lessons.
These fees are reviewed on an annual basis before the start of the autumn term. Fees can be paid monthly, half-termly or termly in advance. Full fees are payable if a child does not attend the nursery for any reason. All full day care children are allowed 2 weeks non-charged holiday, otherwise all holidays taken will be subject to normal fees.

The Nursery covers all costs for outings whenever possible except for coach hire at present.

If a child cannot attend their usual session(s) a replacement session will be offered, subject to availability, but cannot be guaranteed.

We ask for a £50.00 non-refundable deposit when registering your child in order to secure a place.

A minimum of 1 months notice, or fees in lieu of notice, are required if a child is removed from the Nursery other than for starting school. This may be reduced at the Manager's discretion.

A minimum of 1 months notice will be given if the Manager feels that a child should be removed from the Nursery for any reason other than starting school.
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FUND RAISING
In order to ensure the Nursery's continued viability we may occasionally hold book sales, raffles, summer fairs etc. We welcome parental support, which is greatly appreciated for such events.
ADMISSION POLICY
Places are offered on a first come first served basis, and are guaranteed once the registration fee has been paid.

Priority is given to siblings where a 10% reduction is given for second children when two or more children are attending the nursery at the same time.

Where possible the Nursery will accommodate children with Special Needs provided there is a member of staff trained and available to deal with this.

Alternative nurseries of a standard the same or above our own standards will be suggested when we cannot accommodate a child for any reason.

The parent is welcome to attend with their child until they feel comfortable that their child has settled into the Nursery.

COLLECTION POLICY

If a child is to be collected by someone other than the usual parent or carer the Nursery must be informed in advance, if necessary sending a note of authorisation with the collector. In all cases a child will not be released to an unknown person if that person is not authorised or the

Nursery has not been informed, and in particular to a named person (i.e. an estranged spouse).

NON-COLLECTION PROCEDURE

In cases where there is an unknown collector or a parent/carer is late the Manager will endeavour to contact the parent and, if unsuccessful invoke Child Protection Procedure. An

Uncollected/Missing Child Report is filled in for each incident.

LOST CHILD POLICY

In the event of a child being lost either off-site on a visit or locally to the Nursery two staff members make a thorough search of the locality. If this proves to be unsuccessful the parents are contacted followed by the police. An Uncollected/Missing Child Report is filled in for each incident.

The Nursery will take every care to ensure that this eventuality is prevented by adhering to the correct staff to child ratios at all times, making regular headcounts and checks against the register.

ADMINISTRATION OF MEDICATION & SICKNESS POLICY

Should a child require medication of any kind, whether prescribed or not, it will only be done so with prior written consent from the parent/guardian. It will be administered by a qualified member of staff, witnessed by a second member of staff and written up in the accident book to be countersigned by the parent/guardian. Pre-printed consent forms are available at the

Nursery at all times.

In cases where a child has suffered from vomiting and/or diarrhoea the child cannot return to nursery for a minimum of 48 hours from the last time of illness.

In cases of conjunctivitis the child cannot return until antibiotic treatment is started.

In cases of chicken pox the child cannot return until all spots are dry and crusted.

In all other cases children cannot return until either an appropriate course of treatment has been started and/or the child is no longer infectious, as advised by their GP.
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STAFF
There are currently 12 members of staff, plus 1 volunteer that provide a staff to child ratio of 1:4 in all the groups except the Baby Unit where the ratio is 1:3. In order to keep our good practices up to date, all the staff are encouraged to attend workshops and training sessions provided by Surrey Early Years as well as onsite training. The certificates are available for your perusal at anytime.  

Pamela Twocock is Manager and owner of the nursery. She holds a City and Guilds 324/1 in Caring for Children Under Eight (NVQ level 3 & SOCOF accredited), a First Aid Certificate, and has 2 children of her own. Pamela is currently studying for her NVQ4 in Care Management, Supervisory Management in childcare and Assessors A1 Certificate.  

Elaine Fagg is Supervisor and holds a PLA Diploma in Pre-school Practice, a Basic Food Hygiene Certificate and a Certificate in Special Needs Training, and she is currently studying for her Supervisory Management in childcare. Elaine also has several years experience working in nurseries and is our Special Needs co-ordinator (SENCO). Elaine has two children.

Jennie Miller is Deputy Supervisor and holds a NVQ 3 in Childcare certificate, Basic Food Hygiene and First Aid Certificates. Jennie has several years experience in other nurseries.  Jennie has one child.  

Vicky Plowright is a Nursery Nurse and holds an NVQ 2 in Childcare & Education.  Vicky also has certificates in First Aid and Basic Food Hygiene.

Melissa Harrison is a Nursery Nurse and holds an NVQ 2 in Childcare & Education and a certificate in First Aid.

Rita Plowright is a Nursery Assistant and a trained classroom assistant.  Rita has many years experience and currently studying for her NVQ 2 finishing in December 2005. Rita has certificates in First Aid and Basic food Hygiene. She also has 3 children.  

Chris Cremer is a Nursery Assistant.  He holds a certificate in First Aid and is currently studying for his NVQ 2 finishing in December 2005.

Jessie Shimmin has a degree in Early Childhood Studies and years experience working with children.  Jessie has a certificate in First Aid.

Louise Skerry is a Nursery Assistant with previous experience in other nurseries.

Anna Duncan is our full time cook and has her Basic Food Hygiene certificate.
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Staffing. Training and Recruitment Policy

Ladybird Nursery recognises that the team and its individual members heavily influence its success. Therefore every care is taken to ensure that equality of opportunity is offered and that a high level of moral is maintained. To this end Ladybird is committed to the recruiting, appointing and employment of staff and volunteers in accordance with all the current and relevant legislation and OFSTED.

Ladybird strives to provide a high quality of care by ensuring that both staff and volunteers are able work to the standards required by OFSTED as well as maintain the standards set by the nursery itself. In order to achieve this, the following methods are used.
· Staff Ratios



Bumblebees (Baby Unit) under two years
4 adults: 9 children



Butterflies



Caterpillars 

2 -7 years 

1 adult: 4 children



Minnows

· A minimum of two staff are on duty at anyone time
· Each room has a room leader but all staff are responsible to the Supervisor and Manager.

· Children are grouped according to their stage of development and only make one transition from the baby unit to one of the other rooms. This builds up continuity for the children by providing them with their own homeroom and key workers. Children are only moved groups if it is felt in their best interests to do so.

· The Manager and Supervisor both hold level 3 qualifications and a minimum of half the staff hold a level 2 qualification. Where it is not possible to maintain this 50% ratio an action plan will be implemented until such time as the ratio can be met. Staff aged 17 or over in formal training, as deemed competent and responsible by the Manager, will be included in the staffing ratios.

· All staff recruitment takes the form of an interview after receipt of the job application form and health questionnaire. If successful references, CRB, DC2 and Practitioner Profile forms are completed and a job offer is made in writing. The first 3 months are a probationary period with induction being held in the first week. New staff are supplied with the following

· 3 month contract

· Employment Handbook & agreement form

· Policy and Procedures Document & agreement form

· Job Description

· Checklists & Rules

· Name Badge

· T -shirt and Fleece

· Staff are subject to annual appraisals, reviews, regular in-house training and staff meetings. The Manager also has an open door policy and a hands-on approach ensuring good communication with the staff.
The Nursery and its staff are committed to on-going and in-service training.

This enables staff to keep up to date with changes in the Children's Act, childcare developments and special needs, and thus provide the best care and education for the children.

Staff are supported financially by sponsorship and on-going training at the Nursery.

Information and knowledge is shared, where appropriate, with the team and training opportunities are monitored and offered to all staff.
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FOOD POLICY
· Meals and snacks provided by the Nursery will be prepared and cooked on-site by a qualified chef.
· A lunch and tea will be provided for full day care children. Breakfast is also available if requested by parents.

· A mid-morning and mid-afternoon snack will be available to all children as appropriate. This will be fruit or biscuits.

· Water, juice and milk will be available at all snack and mealtimes as well as throughout the day, which the children are made aware of.

· The meals will provide a well-balanced and nutritional diet catering for any special dietary requirements as necessary. Mealtimes will be used to help children develop independence and learn the valuable skills associated with these social occasions with the staff participating-

· Information on specific children's dietary requirements will be recorded and displayed, and regularly updated. This includes allergies, dislikes and defined food groups such as vegetarians etc. Staff will show sensitivity to providing for such dietary requirements without labelling that particular child or making them feel singled out.

· Parents may provide packed lunches at their discretion, but this must be checked with the supervisor and the chef informed in advance. Perishable items will be stored in the fridge.

· Where possible fresh food will be bought locally from Sainsbury’s or equivalent superstore with refrigeration temperatures of delivered goods being recorded in the kitchen diary-

· The menus offered will be subject to change to allow for seasonal variations i.e. salads in the summer. Menus will also allow for diversity of foods from other cultures, thereby introducing the children to new foods as well as familiar ones.

· Children are encouraged to wash their hands before snacks and meals, have good table manners including please and thank you, use appropriate cutlery for their stage of development and try new foods.

· The Chef practises good food hygiene including recording of food temperatures, cleanliness and follows the guidelines as set out in their job description.

· The feeding routines and food eaten by the under 2's is recorded daily in the Baby Unit diary and if necessary transferred to children's individual daily diary-

· Babies who are bottle-fed will have their milk stored in a separate fridge.




`
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BEHAVIOUR MANAGEMENT POLICY
Under no circumstances will any staff use any form of physical discipline.

In all situations keen observation will enable distraction of involved parties where possible to disperse any possible incident.

However should a situation occur the following points would be applied: -
· The child/ren will be separated from the incident.

· An opportunity to explain and discuss the incident will be given to each child involved.

· Staff will endeavour to reason with the child/ren and an apology will be expected, for children and adults, so that children can observe and imitate consideration for others.

· Staff should emphasise what behaviour is expected if necessary allowing "time-out" where a child is given the opportunity away from the incident to think about their actions and the consequences.

· At all times staff should describe the behaviour as unacceptable or not sensible, NEVER THAT THE CHILD IS NAUGHTY.

· If necessary the appropriate staff member can have a discreet/private word with the parent(s).

· In extreme cases staff and parents would meet to discuss a behaviour modification programme to attempt to resolve an on-going behaviour problem with each case being assessed on an individual basis. This will be noted in a Behaviour Management Record

· Only in extreme circumstances will exclusion ever be considered. If this point is reached then all parties involved will be excluded.
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EQUAL OPPORTUNITIES POLICY
The following will be the policy of Ladybird Nursery to which all members of the management and staff are required to adhere,
· All children will be treated equally and no discrimination in any shape or form of their gender, racial origin, ethnic background, disability, religion or other factor will be shown.

· The employment of staff and the terms, conditions and treatment of staff shall show no form of gender, racial origin, ethnic background, disability, religion or any other factor not relevant to the ability and suitability of the individual to carry out the tasks required or the legal constraints imposed by the Children's Act, 1989 and other legislation.

· Children of both sexes are encouraged and expected to play with all toys and equipment, and participate in all activities. The staff are made aware of the importance of this. 
· The range of books and toys offered in the nursery give opportunities to expand the children's experience and knowledge of other countries, cultures, abilities and opportunities that are experienced by other people.

· Parents and children's individual circumstances and lifestyles are taken seriously and are positively accommodated.

· Parents from different cultures or who have positive experiences and knowledge are encouraged to share this with the children and staff, especially language, songs, stories, games etc.

· Every effort is made to accommodate children with special needs paying particular attention to the guidelines set out in the Code of Practice on the Identification and Assessment of Special Education Needs set out by the Department for Education.
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SPECIAL EDUCATIONAL NEEDS POLICY
This policy is written in conjunction with the Children's Act 1989 and with regard to the Department for Education's Code of Practice for Special Educational Needs.
Elaine Fagg is our SENCO (Special Educational Needs Co-ordinator) and she will liaise with staff over any concerns raised about any child who is thought to have Special Needs. Elaine's duties include attending seminars and training courses, support staff members, develop and maintain records for both the Nursery and individual children. In Elaine's absence Pamela will stand-in as SENCO.

First it should be noted that a child with special care or educational need covers a wide range of needs such as:

· Learning difficulties

· Sensory impairment

· Speech and language problems

· Physical disability

· Behavioural / social/communication / interaction problems

· Medical/dietary / cultural

· Exceptional levels of abilities (gifted)

Therefore the Nursery's primary concern is to help all children, regardless of ability or disability, to gain the most out of their individual experience whilst in the Nursery setting. Each child is individual and should therefore be given the best opportunities to achieve their potential. In order to achieve this, the staff must be aware of the needs of the individual child through observation, assessment and record keeping, and thereby be able to recognise any special needs. This ensures that children with special needs have access to high quality and appropriate provision whilst in the Nursery and/or enables the correct support to be made available as they embark on their school career. It is essential to distinguish between types of special need whilst avoiding the tendency to categorise and label.

The Nursery will implement Early Years action using an Individual Education Plan (IEP) at the appropriate stage. Support at all stages will involve working in partnership with parents and any other professionals involved with child.
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EARLY YEARS ACTION

Early years action

An initial expression of concern raised by a key worker.

This is discussed with the SENCO, who places the child on the SEN register.

Key worker to maintain observations, review and record progress.

Key worker to inform parents of concern giving examples of difficulties observed

Discuss possible solutions with parents, SENCO and key worker.

Key worker to draw up initial lEP if appropriate.

If there is little or no progress from early years action or the key worker has greater concerns then the SENCO should initiate early years action plus

Early years action plus

SENCO to assist key worker in assessing the child's learning difficulties.

Key worker to maintain observations, review and record progress.

Key worker to inform parents of concern giving examples of difficulties observed and discuss how the child is at home.

Discuss possible solutions with parents, SENCO and key worker and plan a programme drawing on any information from early years action, if appropriate.

Key worker to draw up IEP.

SENCO to consult with other support services and professionals, if appropriate.

SENCO to involve other agencies to give specialist support.

SENCO to review all information and discuss with parents and key worker.

Key worker to maintain observations, review and record progress.

SENCO to consult with the appropriate specialist service and in conjunction draw up a detailed intensive plan.

If there is little or no progress from early years action plus despite support given then the

SENCO should initiate the statement process

Statement of special educational needs

A multidisciplinary assessment is carried out.

Reports should be gathered from all agencies and centralised with the Surrey Social Services Department.

This assessment process must take place within 26 weeks.

A statement of special educational needs is given only if the LEA is satisfied that the child's learning difficulties are 'significant' or complex, and have not been met by the support given by the Nursery.

SENCO to liaise with LEA providing them with copies of the IEP, plans and any other relevant information.
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Ladybird Nursery Individual Education Plan (IEP)
Name:...........................................

            Action
    Action plus
   Statement

	Date
	Targets
	Activities/ Strategies
	Review Date
	Review and evaluation

	
	
	
	
	


ENVIRONMENTAL POLICY
This policy is a guide to the Nursery's provision to help reduce waste, pollution and other forms of damage to the environment both by the education of children and staff and encouragement of parents/carers.

Where possible using recycling facilities, such as bottle banks, or for Nursery purposes, such as art and craft resources: -
· Recycle all glass, paper, card, plastic, and tins/aluminium

· Use environmentally friendly cleaners such as CFC free sprays etc.

· Use low voltage bulbs

· Discourage running taps and unnecessary waste of water

· Use a composter in the garden

· Collect rain water for use in garden

· Use environmentally friendly nappies such as "eezy peezy"

· Encourage children, parents and staff to walk, cycle or take public transport to travel to and  from Nursery
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COMPLAINTS PROCEDURE
As required by OFSTED the following details our complaints procedure:
Any complaint regarding any matter connected with the Nursery should be addressed to the Manager.

If the matter is urgent the Manager will be seen immediately. Alternatively an appointment can be made to ensure that her full attention is received.

In the absence of the Manager matters can be raised and dealt with by the Supervisor and

Deputy Supervisor.
If a complaint is not resolved satisfactorily by the Manager the complaint can then be dealt with by an OFSTED Day Care Advisor who can be contacted at: -
Office for Standards in Education

Early Years Directorate

Alexandra House

33 King sway

LONDON

WC2B 6SE
Telephone: 0207421 6800
alternatively
Early Years and Childcare Service

Omnibus

Lesbourne Road

Reigate

SURREY

RH2 7 JA
Telephone: 01737737919

(October 2003)
OUTINGS
It is the policy of the Nursery to arrange a variety of outings to enhance the pre-school education curriculum and provide opportunities and experiences that may not otherwise be available to the children.

All parents are requested to sign a consent form when registering their child at the Nursery

The safety of the children is always our first concern therefore the following guidelines as specified by OFSTED are applied:
· All children will use a car seat and appropriate seatbelt

· No car will take more than 1 adult and as many children as there is adequate seating for with seatbelts

· Where coach hire is available a reputable company providing a coach with seatbelts will be used

· The maximum ratio of adults to children will be 1 :3

Although there are an appropriate number of staff members at the Nursery it is hoped that parents/carers will be willing to participate in such outings in order to maintain or exceed the minimum staff : child ratio.

Most outings will occur in the autumn and summer terms, averaging 3 outings a term. Where possible staff and parents cars will be used in order to keep costs down.  Alternatively minibus or coach hire can be arranged incurring an extra charge to the normal fees.

Outings are announced a minimum of 4 weeks in advance, including requests for packed lunches, parental involvement or any extra costs. It is hoped that all entrance fees, etc. will be covered by the Nursery. Outings are not restricted to those children who attend on that particular day. All children and all parents/guardians are welcome to all outings. Should you not wish your child to participate in any outing that takes place on a day they normally attend we will endeavour where possible to accommodate your child on an alternative day.

In the event of a child/ or children being unable to attend an outing and unable to attend the

Nursery on an alternative day then fees for that day will be refunded in order that alternative care can be arranged. In extreme cases the Supervisor will take responsibility for the child or children at the Nursery whilst the outing takes place.

(September 2002)
PARENT INFORMATION
All parents are asked to visit the Nursery, prior to any booking made and fill in a registration form. All parents are also requested to read the Parent Policy Document and sign a notice to confirm their agreement and adherence to the document.
There is a notice board that displays the weekly timetable, forthcoming events, Certificate of Registration and Insurance, as well as other items of interest. There are also newsletters, questionnaires, regular meetings, social and fund raising events and an open door policy in which parents are welcome to drop-in.
Parents are requested to be sensitive to the neighbourhood in which the Nursery is sited with particular reference to parking. To this end it is requested that parents

· Do not block the driveways or roads when picking up and dropping off their children.

· In particular please do not park in the private car park area to the right of the Nursery, which is for use of the hairdresser's customers.

· Please refrain form parking on the pavement immediately at the front of the Nursery or blocking the entrance to the Nursery.

· There is a public car park at the end of the public walkway that runs directly to the Nursery.

· Alternatively parents may wish to consider public transport, sharing lifts, cycling and walking in order to minimise potential congestion and pollution to the environment.

PERSONAL BELONGINGS
All items of clothing and footwear should be named.

We provide protective clothing for messy or wet activities but accidents do happen so best clothes should be avoided. Extra items such as wellington boots, hats, sun cream, nappies (were applicable) and a warm coat should be provided according to the weather conditions.
CHILD PROTECTION POLICY/PROCEDURE
It is the policy of Ladybird Nursery to provide a secure and safe environment for all children

It aims to:

1. Ensure that children are never placed in risk while in the charge of nursery staff by creating an environment that encourages children to develop a positive self-image, regardless of race, language, religion, culture or home background.

2. Help children to establish and sustain satisfying relationships within their families, with peers and with other adults.

3. Encourage children to develop a sense of autonomy and independence.

4. Enable children to have the self confidence and the vocabulary to resist inappropriate approaches.

5. Work with parents to build their understanding of and commitment to the welfare of all our children.

6. Ensure that confidentiality is maintained at all times.

7. Revise staff awareness to Child Protection issues and procedures.

8. Ensure that all staff are familiar with the local Child Protection Handbook.

9. Regularly review and update this policy.

The legal framework under which child protection falls is
· The Rehabilitation of Offenders Act

· The Children Act (1989)

· The Human Rights Act (1998)

· Data Protection Act ( 1984 )

· The Protection of Children Act (1999)

· The Children (NI) Order

· The Children (Scotland) Order

Ladybird Nursery has a duty to liaise and report any suspicions of abuse as follows

· Work within the Area Child Protection guidelines.

· Make available copies of the Area Child Protection Guidelines for both staff and parents.

· To notify Surrey Social Services and maintain contacts with social workers.

· To notify OFSTED of any incident or accident and any change in our arrangements which affect the well being of children.

In order to achieve our child protection aim we use the following methods
1. Use an established Staff Recruitment Procedure to ensure that both staff and volunteers are fully vetted with no volunteer being left unsupervised.

2. Provide training for all adults involved in the Nursery to ensure that all symptoms of possible forms of abuse are recognised and they are aware of the correct procedures to follow including local authority guidelines for making referrals.
3. Visitors' details are recorded in the visitors' book.

4. The Nursery operates a high level of security including entry buzzer and double lock childproof mechanisms.
5. Provision of a curriculum that develop a child's understanding of how and why to keep safe, promotes value and respect for the individual as well as being appropriate to the age and stage of development of the children.

6. Constant supervision of children is facilitated with children being accompanied or doors left open in order to accommodate children's needs to spend time away from the group.

7. The Nursery utilises a set of policies and procedures that include a Complaints procedure allowing parents to complain about staff or volunteers. All of the policies and procedures are available to parents/carers with copies held in the Link.

Ladybird Nursery has a duty to be aware that abuse does occur in our society. This statement lays out the procedures that will be taken if we have reason to believe that a child in our care is subject to either emotional, physical or sexual abuse or neglect.
Our prime responsibility is the welfare and well being of all children in our care. As such we believe we have a duty to the children, parents/main carers and staff to act quickly and responsibly in any instance that may come to our attention.
The method employed to report abuse of any form will follow the procedures detailed below.

This ensures that investigations are carried out with sensitivity and staff take care not to influence to outcome by the way they speak or question the child.
Disclosure

Where a child makes a disclosure to a member of staff, that member of staff will:
· Offer reassurance to the child and tell them that action will be taken

· Listen to the child
Recording of Suspicisions and Disclosures

Staff have to record the following:
· The child's name, address and age

· The date and time of the observation of disclosure

· The exact words spoken by the child

· An objective record of the observation or disclosure
· The date, time and name of the person to whom the concern was reported
· The names of any other witnesses

These records are kept in a separate confidential file.
All suspicions and investigations are confidential and are only shared of a need to know basis taking guidance from the Area Child Protection Committee.

Parents are the first point of contact except where under to guidance of the Area Child

Protection Committee does not allow. This is usually the case where the parent is the likely abuser in which case the investigating officers will inform the parents.

1. Physical Abuse
Action will be taken under this heading if the staff have reason to believe that there has been a physical injury to a child, including deliberate poisoning, where there is definite knowledge, or a reasonable suspicion that the injury was inflicted or knowingly not prevented.

Procedure

· Any sign of a mark/injury to a child when they come into the Nursery will be recorded in the Accident Book.

· The incident will be discussed with the parent/main carer.

· Such discussion will be recorded and the parent/main carer will have access to such records.

· If there appear to be any queries regarding the injury Social Services and OFSTED.
2. Sexual Abuse
Action will be taken under this heading if the staff team have witnessed occasions where a child indicated sexual activity through words, play. Drawing or had an excessive pre-occupation with sexual matters or had inappropriate knowledge of adult sexual behaviour.

Procedure

· The observed instances will be reported to the Supervisor/Manager and a diary of occurrences will be kept.

· The matter will be referred to Surrey Social Service.

3. Emotional Abuse
Action will be taken under this heading if the staff team have reason to believe that there is a severe, adverse effect on the behaviour and emotional development of a child caused by persistent or severe ill treatment or rejection.

Procedure

· The concern will be discussed with the parent/main carer.

· Such discussion will be recorded and the parent/main carer will have access to such records.

· If there appear to be any queries regarding the circumstances, the matter will be referred to Social Services and OFSTED

4. Neglect
Action will be taken under this heading if the staff team have reason to believe that there has been persistent or severe neglect of a child (for example, by exposure to any kind of danger, including cold and starvation) which results in serious impairment of the child's health or development, including non-organic failure to thrive.

Procedure

· The concern will be discussed with the parent/main carer.

· Such discussion will be recorded and the parent/main carer will have access to such records.

· If there appear to be any queries regarding the circumstances, the matter will be referred to Social Services and OFSTED

Pamela J Twocock (Mrs)

Nursery Proprietor/Manager

(May 2004)
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