Broughton Pre-School Policies Document


POLICIES

All parents are encouraged to be familiar with the pre-school’s policies and philosophies, so that we are in agreement in our approach to child care and education. This will also develop mutual trust between pre-school and parents.

Below is a brief outline of the policies we have in place at pre-school. If you wish to view these in full please see a member of staff.

SETTLING IN PRE-SCHOOL

We aim to ensure your child’s introduction to pre-school is as stress free as possible. We achieve this by encouraging you, the carer, to bring your child into the pre-school as often as you can prior to him/her starting. 
We want children to feel safe and happy in your absence. 

We find that by staying with your child and then leaving him/her for short periods eases the separation process. However, we do understand that every child is different and that they will all settle in different ways, so we offer a very flexible settling in approach, which is tailored to each individual child.

FOOD AND DRINK
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At snack and meal times we aim to provide nutritious food, which meets the children’s individual dietary needs.  We aim to meet the full requirements as stated by Ofsted in the Care Standards for Food and Drink (Standard 8).  

Parents who wish their child(ren) to take lunch on the premises are asked to provide a suitable well balanced packed lunch. Our Policy, over lunch time eating is for staff to encourage children to eat savoury food before they begin their fruit, yoghurt etc. We are happy to give your child the food you provide but would ask for your co-operation in trying to follow healthy options ie. No fizzy drinks, a small amount of crisps and chocolate etc.  If you wish to include any items that require refrigeration please give these labeled items to a member of staff who will place these in our fridge until lunch time. The children have milk and a healthy snack of, for example, fruit or toast mid morning and mid afternoon. If your child has any special dietary requirements please let us know.
BEHAVIOUR MANAGEMENT

Corporal punishment is illegal and is not used within pre-school. We promote the development of a sense of right and wrong behaviour by teaching your child the appropriate way to act and by discouraging unacceptable behaviour. We do not make empty threats or promises or ridicule your child in any way.

We do however, use clear boundaries and rules, focus on the behavior and not the child, set good examples, talk and listen to your child, praise, love and care rather than punish. 

We encourage and promote the use of socially accepted patterns of behaviour at snack and meal times such as using the words, please and thank you and not talking with your mouth full of food, for example.
EQUAL OPPORTUNITIES

Pre-school is committed in helping provide equal opportunities for all children and families by combating all forms of prejudice and eliminating all unfair discrimination.

The pre-school works in agreement with all relevant legislation including;

· Race Relations Act 1976

· Children’s Act 1989

· Sex Discrimination Act 1986

· Disability Discrimination Act 1995

Here at pre-school we value and respect the different race origins, cultures, religions and languages. Each child is respected as an individual, without race or gender stereotyping. All play equipment is selected to show positive images of people of all races, cultures and disabilities and avoid racial or sexist stereotyping. Our good practice enables children to develop positive attitudes to differences in race, culture, language and gender.

Opportunities are provided for interacting, creating and learning in an atmosphere that promotes self worth and nurtures the whole child emotionally, socially and physically. Group projects help to foster inclusion and give children the sense of accomplishment with peers and practitioners.

PARTNERSHIP WITH PARENTS
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Here at pre-School not only is parental involvement desired, it is needed and appreciated. We feel we have achieved a lively partnership with parents, and through our rota system we are able to get to know parents as well as the children, which promotes good communication and a partnership between home and the pre-school.

Most parents find that they enjoy being involved with the sessions, as they are able to gain an insight into the running of the pre-school and often make new friends themselves.

Newsletters are sent home regularly so that parents are aware of what our themes/projects are and other useful information. And all parents are invited to speak with their child’s keyworker at any time, whether it be informally at the beginning/end of a session, or a formal meeting where a appointment is allocated.

Here at pre-school we are fortunate to have a high level of parental involvement and strongly believe that parents individual skills and knowledge foster the children’s learning.  
SPECIAL NEEDS

The pre-school provides places for all children, including children with Special Educational Needs. Pre-school follows the DfES Code of Practice on special educational needs and we are aware of the process of identification and assessment of special needs.

Close contact between parents and practitioners is essential and here at pre-school we value the knowledge and expertise of parents and will work together in order to implement a suitable curriculum plan. All progress and achievements will be passed on to parents through individual journals or by discussion, whichever is most appropriate.
MORE ABLE CHILDREN
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 More and more children are being considered to be ‘more able’. Here at pre-school we are very careful about using this term, as we feel that every child is more able in certain areas than others.

However, we realise that high quality early education is vital to children’s development. Therefore if we are going to enhance learning, we need to build on prior learning. If children are displaying certain abilities then we will find out what these are and challenge them.

We aim to offer a curriculum for young able learners that challenges but does not frustrate or bore. We believe that this can be achieved through play, facilitating appropriate challenges in which the children can be involved in planning, ensuring that they continue to be interested and motivated.

RECORD KEEPING

All records are kept in a lockable filing cabinet in the pre-school office. All parents are free to examine these whenever they wish. Key Workers have the responsibility for your child’s records, please ask if you wish to see them.

Our aim is to document as much of the children’s work and achievements as possible. 
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CHILD PROTECTION
All staff at pre-school are aware of behavioural and physical indicators that may draw attention to the possibility of abuse. They have received training and are aware of the procedures to be taken and would respond through these procedures if they believe that a child has been abused or is at risk of abuse. 

Any known abusers would be excluded.

If there is any suspicion of abuse this would be recorded and the pre-school Supervisor would be responsible for liaising with the Child Protection Team without delay. All staff would co-operate with any investigation and would act in accordance with the wishes of the Police and Social Services. If a member of staff was under suspicion, the registered person would act in accordance with the wishes of the Police and Social Services investigators. This may mean suspending staff from duty and instigating pre-school disciplinary procedures.

The contact number for the Children’s Social Care Services is 01772  538787.

COMPLAINTS PROCEDURE
By listening to you, the parent/guardian, we are able to evaluate and revise our service. In the event of any parent/guardian being unhappy about any aspect of the care your child is receiving please speak in the first instance to the Supervisor of the pre-school. If you are still unhappy, please ask to see the complaints procedure, which explains the process fully. 

Complaints of a more serious nature should be directed to  the Office for Standards in Education (OFSTED) at;

National Business Unit

Royal Exchange Buildings

St. Ann’s Square

Manchester

M2 7LA

Tel.. 0845 6404040
HEALTH AND SAFETY
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The pre-school has a responsibility to provide a safe environment for your child. All staff are aware of potential hazards within the pre-school and the surrounding environment and actively protect children from hazards. All staff have received First Aid training. All accidents and any incidents are recorded in our Accident Book as well as being accurately notified to the carer as soon as possible. Hygiene rules relating to bodily fluids are followed with particularl care and all staff and trainees are aware of how infectious diseases including HIV infection can be transmitted.

Precautions Concerning Infectious diseases/Illness 

If the pre-school staff suspect that a child is suffering from an infectious disease then he/she will be isolated with a member of staff until the parent/guardian can be contacted and collects the child. If we have to take your child to hospital as a result of the illness or an accident we would do our utmost to inform you immediately-(using the emergency details on the pre-school Admissions Form).  It is, therefore vital that you inform us of your timetable/whereabouts. All accidents are reported in an accident book and parents/guardians will be asked to sign this in the event of their child having an accident. Children should not attend  pre-school if they have a rash, sore throat, discharge from the eyes or nose, diarrhoea or any contagious/infectious illness.  A list of diseases along with the minimum periods of exclusion for children having these diseases is included with this brochure.  Please keep it at hand for future reference.

Fire Procedure
If you discover a fire;

Notify a member of staff immediately, the whistle will then be blown FOUR times and the children lined up by the fire exit.  

IMPORTANT; only stop to tackle the fire with an extinguisher if it is safe to do so. 

Regular fire drills are carried out whilst the pre-school is in operation.

Missing Child Procedure

All children on arrival at the pre-school are marked in the register by a staff member, if a child leaves early for any reason, they are signed out, enabling pre-school staff to obtain a clear picture of who is present at any one time.  

In the event of a child going missing all other children will be collected together in the pre-school building. They will be watched by one staff member and a parent helper, whilst the other staff will undertake a thorough search of the building and outside play area, also all rooms, cupboards, corners etc., large enough to hide a child will be inspected.

If the child is not found in the building or grounds, a search of the surrounding area would take place, whilst the supervisor would inform the parents, (through the emergency details on the admissions form) and the Police.

Storage and administration of Medication

All medication is kept out of the reach of children. Medicines/ Skin Creams/ Lotions CANNOT be administered without written authorisation from the parent/guardian.

The parent/guardian must complete an ‘Authorization of Medication’ form in order for medication to be administered. A written record will be kept of all medication administered. Injections can only be undertaken by a qualified nurse or medical practitioner.

Outings

Outings are arranged for the children to compliment our themes/projects. These outings enhance and reinforce in a practical way what your child is learning through the pre-school. First aid equipment would be taken. Mobile phones are also taken for use in an emergency.

Smoking and drinking

The pre-school has a no smoking policy. Here at pre-school we support this policy and will ensure that this policy is observed at all times. This will apply to all staff, parents, visitors and contractors entering the pre-school.

Staff at the Pre-school are not to work under the influence of drink/drugs.

Sun Safety
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We are aware of the dangers of exposing a young child to direct sunlight. We need written authorisation from parents if they wish us to apply sun cream during hot weather. Staff will apply this prior to the children going outside. We also prefer children to wear sun-hats. Please provide one in hot weather clearly marked with your child’s name.

For further information and full version of policies please ask a member of staff who will be happy to help you.
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