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Riverside Day Nursery Policy Document

BACKGROUND

Law requires this policy document. It forms a part of the Nursery’s Operational Folder
and describes our policies and procedures.

The Nursery is inspected by OFSTED as dictated by the Children’s Act 1989. A
certificate is issued stating that we have maintained acceptable standards, which
includes the quality of care and education, qualifications of the staff, standards of Health
and Safety and the suitability of the grounds, building and equipment.

The Nursery is part of the Early Years Development and Childcare Partnership
(EYDCP), therefore receiving grant funding for all eligible children (3 and 4 year olds)
and therefore legally we must ensure that we are working towards the Early Learning
Goals. These are learning goals for children to reach by the time they enter compulsory
education at five and are part of the National Foundation Stage Curriculum. We keep up
close links and good relations with the local primary schools. In 2008 we gained the
additional support of the East Reading Children’s Centre.

Nursery policies and procedures, including risk assessments, will be reviewed annually.

All parents are advised to read the policies on a termly basis to ensure they are fully
updated on Nursery policy and practice.

If you require these policies in any other format please ask a member of the
management team.

Where the term "parents" has been used it refers to anyone acting in the role of parent,
carer or guardian bringing his or her child to the Nursery.
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Policies and Procedures Reviewing Checklist

Date last Reviewed by Next review Signed on behalf of Page
reviewed whom date the committee Number
Nursery Aims | June 2011 Manager 5
Admission Feb 2011 Manager 6-7
Alcohol and Feb 2011 Manager 8
Drugs
Accident and Feb 2011 Manager 9-10
incident
Assessment & | Feb 2011 Manager 11-12
Recording
Positive July 2011 All Staff 13-15
Behaviour
Complaints Jan 2011 Manager 16-18
Confidentiality | Jan 2011 Manager 19-20
Curriculum Jan 2011 Manager 21-23
Diet policy and | Jan 2011 Manager 24-25
practice
Equal Jan 2010 Acting Manager | Jan 2012 26-29
Opportunities
Fees Jan 2012 Manager, 30-31
Finance officer
Emergency July 2011 Manager 32-34
Evacuation
Health and Jan 2012 Manager 35-42
Hygiene
Health & Safety | April 2009 Swan Staff 43-46
Home Visit June 2011 Inclusion & 47-50
Transition
Coordinator
Inclusion September SENCO and 51-52
2011 Manager
ICT Jan 2012 Manager 53-57
Information Jan 2012 Manager 58-60
Sharing
Information Jan 2012 Manager 61-64
storage
Late Collection | Jan 2012 Manager 65-66
Looked After Jan 2012 Manager 67

Children
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Missing Child | March 09 All Staff 68-69
Mobile phone | October 09 All Staff 70
Nappy changing | January 09 All Staff 71-72
Non-smoking | January 2010 | Manager 73
Outings January 2009 | All Staff 74-75
Parental January 2010 | Manager 76-77
Involvement
Private Work December Manager and 78
2011 Committee
Recruitment June 2011 Manager and 79- 90
Staffing and Peninsula
Employment
Rest and Sleep | January 2009 | Manger 91
Safeguarding | January 2012 | Manager 92-97
Selecting January 2012 | Manager 98
Equipment and
Toys
Settling In November All staff 99
2011
Student January 2012 | Manager 100
placement
Use of internet | January 2012 | Manager 101-102
and e-mail
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Aims of Riverside Day Nursery

The staff at Riverside Day Nursery are committed to providing a happy, safe and secure
environment for the children in our care to enable them to reach their full potential.

We aim to provide a broad and balanced curriculum in line with the Early Years
Foundation Stage. The EYFS aims to be accessible for all of the children in our care,
focussing on their own individual needs.

We aim: -
e To provide a happy, safe, stimulating, caring and secure environment in
which the child can develop as a whole person, socially, emotionally,
physically and intellectually.

e To foster a good relationship with parents and carers and share in each
child’s early education.

e To encourage confidence, self-control and independence.
e To promote learning through shared experiences.

e To offer a wide-ranging curriculum adequately resourced, encouraging
appropriate individual development.

e To meet special needs of individuals enabling all to benefit fully from the
opportunities provided.

e To offer opportunities for quiet times and individual space for those children
here for extended periods.

¢ To maintain and improve our professional expertise as individuals and as a
Nursery.
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Admissions Policy

Riverside Day Nursery (Reading) Ltd. Is a 42 place day nursery meeting the needs of
parents and carers in Reading. The nursery is the child care element part of the East
Reading Children's Centre. It is the Nursery's intention to make itself accessible to all
sections of the local community; we aim to ensure that all sections of our community

have access to the Nursery through open, fair and clearly communicated procedures,
and in order to accomplish this we will:

o Place advertisements for the Nursery in areas where all sections of the
community can see them. This will ensure the Nursery is as widely known as
possible.

e Provide information in clear, concise language, whether in spoken or written
form.

¢ Monitor the gender and background of all new children joining the Nursery to
ensure there is no accidental discrimination.

¢ Ensure that we do not discriminate against a child with a disability or refuse a
child entry to our Nursery because of any disability.

¢ Be flexible about choice of session patterns as to accommodate the needs of
individual children and families where possible.

¢ During the settling period, we will ensure that families are welcome in the
Nursery for as long as it takes their child to settle.

Criteria
e Lone parent families
One parent working full time claiming Working Families Tax Credit
One parent working more than 16 hours claiming Working Families Tax credit
Referrals from outside agencies
Parents in higher/further education/ job related training
Parents accessing New Deal
Parents accessing Care to Learn
Parents working full time

All places are allocated on availability within the appropriate age group. It is the parent’s
responsibility to keep the nursery informed of any changes to their care requirements;
this is explained to parents at the time of completing the child’s application for a place.

The admissions policy is enforced alongside the nurseries Equal Opportunities Policy

The Nursery Education Grant can be applied for the term after the child’s 3™ birthday,
covering 15 hours of childcare over 5 x 3 hour sessions/3 x 5 hour sessions. This will be
reflected weekly in the fees payable. Parents are reminded that the funding is over a
period of 38 weeks during term times only, and that their fees will return to full payment
during holiday periods.
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Waiting List

A place may be reserved once pregnancy has been confirmed by filling an application
form and putting name down on the waiting list. This information may be shared with
other professionals. For older children parents/carers may apply at any time. Parents will
be contacted near their start date to inform of availability of sessions and where
applicable arrange pre visits and a time for the parents to complete registration forms
and other necessary paper work.

Deposits

The nursery requires a £50 deposit to secure a place. This will be deducted from the last
invoice.

If the parent/carer does not take up the nursery place/or if the child attends for less than
6 months the £50 deposit is non refundable.

Registration Form
Children will be registered when the registration form has been completed.
Information will include:
o Family name
Date of registration
Date of birth
Address
Names of parents/carers
Telephone numbers of parents/carers/Emergency Numbers
Day care requirements
Health and dietary detail if any
Copy of Birth Certificate
Health Visitor

Additional Letters
Parents requiring additional letters from the Finance Officer will be charged £5.00 per
letter onto headed paper.

College Students
As a non profit making day nursery it is impaossible, financially for the nursery to hold
places over the holiday periods, whilst students are not in college.

Should a parent wish to maintain their child’s nursery place at Riverside Day Nursery
during the college holidays, they will need to pay a retainer of 50% of the booked
nursery sessions.

Please Note: This percentage will be periodically reviewed in line with the nursery
financial planning.

If a retainer is not maintained and the parent wishes to use the nursery in the following
academic term/year, they will need to reapply for their child’s place. The nursery will
make every effort to accommodate the return of a child in the following academic term/
year. However we cannot guarantee that the place will be available.
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If a parent is not paying the retainer fee for the holiday period, they will need to
give one months written notice as termination of their child’s place, as laid out in
the terms and conditions signed on the child’s registration.

Alcohol and Drugs

Alcoholic drinks may not be brought into the nursery premises unless permission has
been sought from the nursery management team.
lllegal drugs are forbidden from the nursery.

Employees
Any employees found under the influence and in the possession of alcohol will be
subject to disciplinary action, including summary dismissal.

lllegal drugs of any description may not be brought into the nursery premises and should
a member of staff be under the influence of illegal drugs, have these drugs about your
person or in your personal possessions then you will be suspended from your duties until
a full investigation can be carried out. This could lead to disciplinary action and possible
dismissal

Parents and Visitors

The nursery’s priority is to provide a safe and caring environment for the children within
our care. Should a visitor or a parent be suspected of being under the influence of
alcohol or drugs the nursery staff may ask you to leave the nursery building. Should the
parent or visitor refuse to leave the nursery staff will call the police.

In the event of a parent collecting a child while under the influence, the nursery staff will
endeavour to contact another relative before the parent leaves with the child, to inform
them of the situation. Unfortunately the nursery cannot force a parent collecting a child to
stay but if a parent should drive off with a child whilst being suspected of being under the
influence, the police will be contacted.
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ACCIDENT & INCIDENT RECORDING AND REPORTING POLICY

We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations (RIDDOR) for the reporting of accidents and incidents. Child
protection matters or behavioural incidents between children are not regarded as
Incidents for this purpose and there are separate procedures for these.

Accident Book

Our Accident Book is kept safely and is accessible to all staff and volunteers who know
how to complete it. Any accident, however minor, is entered into the Accident Book by
the member of staff witnessing the accident. It is then that member of staff’s
responsibility to ensure that either the parent, or carer is informed and the Accident Book
is signed by the parent (or carer) on the day that the accident occurred.

In the Accident Book, an individual accident record is used for each child to ensure
confidentiality; the following information is recorded:

Time

Date

Child details

Injury details

Any witness details

First aid treatment given

A senior staff member also signs the form

Any further action taken — this may be recorded at a later date

The summary sheet is completed after each form is completed and the Accident Book is
reviewed half-termly to identify any potential or actual hazards.

When there is any injury requiring GP or hospital treatment to a child, parent, staff
member, volunteer or visitor, or in the unlikely death of a child or adult on the premises,
we make a report to the Health and Safety Executive using the RIDDOR format. Ofsted
is also informed in these circumstances.

Dealing with Incidents
Great care should be taken at all times to prevent injury to children and staff. However,
accidents will happen and the way they are dealt with is extremely important.

¢ Riverside Nursery staff will have an Ofsted approved current First Aid
certificate covering babies and young children.

e The Nursery will ensure that the first-aid equipment is kept clean, replenished
and replaced as necessary. Sterile items will be kept sealed in their
packages until needed.

e Safety gloves must be worn when dealing with any cuts, saliva or other body
fluids; and then disposed of in the appropriate manner
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¢ The wound will be cleaned with sterile cloths or a cold compress applied. No
ointments will be applied

¢ If hospital attention is needed then the nursery manager, deputy or room
supervisor will make that decision and will take the necessary action to get
that person to hospital.

e Staff must be aware of procedures for telephoning for an ambulance. Every
effort must be made to contact the parents/carers.

Emergency Treatment
e Prior parental consent for emergency/medical treatment is asked for on the
registration form completed by parents when the child joins the Nursery.

We meet our legal requirements for the safety of our employees by complying with
RIDDOR. We report to the Health and Safety Executive:

¢ Any accident to a member of staff requiring treatment by a GP or hospital.

¢ Any dangerous occurrences. This may be an event that causes injury or fatalities
or an event that does not cause an accident but could have done so, such as a
gas leak.

¢ Any dangerous occurrence is recorded in our incident book.

Incident Book
We have ready access to telephone numbers for emergency services. For areas of
the premises we are responsible for, contact numbers for suitable services are
available. As the premises are rented, we also ensure that we have access to the
landlord’s representative and that there is a procedure for dealing with emergencies.

We keep an Incident Book for recording incidents including those that are reportable
to the Health and Safety Executive, these include:

Break in, burglary, theft of personal or setting property
Intruder gaining unauthorised access to the premises

Fire, flood, gas leak or electrical failure

Attack on member of staff or parent on the premises or nearby
Any racist incident involving staff or family on the premises
Death of a child

A terrorist attack or the threat of one

In the Incident Book we record the date, time and nature of the event, who was
affected and how it was dealt with. If it is reported to the police, we make a note of
the crime reference number.

In the unlikely event of a terrorist attack, we will follow the advice of the emergency
services with regard to evacuation, medical aid and contacting children’s families.
Our standard Fire Safety Policy will be followed and staff will take charge of the
children. The incident is recorded when the threat is averted.

In the unlikely event of a child dying on the premises, the emergency services would
be called and the advice of these services followed.

Page 10 of 102 Registered Charity Number: 1126904



Riverside Day Nursery Policy Document

Assessment and Recording Policy

The assessment of children is an integral part of our nursery. We need to know what
children understand and can do in order to plan effectively for their development. We
feel that good early years practice is based on:

a) Observation of children in action

b) Conversations with children as they reflect on their actions

Our skill is to match these identified developmental needs of children with the provision
made in the nursery classrooms in partnership with parents and the child itself:

We acknowledge and share the principal that time spent on observation and
conversation is time well spent and, therefore, an integral part of our planning
process.

We will use a workable, user-friendly, confidential, but accessible system of
recording significant observations and conversations, which are used to inform
and influence future planning.

We place our assessment emphasis on what children can do or nearly do and
encourage children to make their own self-assessment.

We collect evidence of process as well as product by using photo's and sticky
labels.

We develop trust and partnership between practitioner, child and parent.

We keep two main types of record:

Formative records (mainly kept in our own files)
dated
written in narrative form - what children say and do
based on observation and conversation
contributions from parents, children and all adults who work with the child
incorporate analysis with some next planned steps for progress
Summative records
Settling in forms on the child’s first day and weeks at nursery
¢ Transition forms filled in by key person with parent contribution
Termly ( 4 month) reviews written by key person with parent and child
contribution
usually written as brief summaries, e.g. entry profile,
regular profile assessment, transition records to primary school
they are based on the information gained through formative record keeping
designed to inform others, e.g. parents, next nursery or school, outside
agencies

Both include appropriate test results and reports from outside professionals whose help
has been requested by parents and nursery staff through the Code of Practice.
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Our system of developmental records is based on: -

Opportunity for parents to see and discuss the child’s development with the
relevant key person.

Regular team analysis of the child’s progress and any particular concerns plus
significant needs for the child’s future education.

Developmental records are completed on the child to transfer to primary School
Confidentiality, where appropriate, and sensitivity of access to records will be
observed.

Close links, where necessary, to Individual Education Plans for children with
specific needs.

We welcome and encourage parents to view and discuss with the key person,
the developmental records of their children at a pre arranged time that is
convenient to both parties
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Positive Behaviour Policy

Our Behaviour Management Co-ordinator is Helen George.

At Riverside Day Nursery, we believe that children and adults flourish best in an
established routine and environment where they know what is expected of them and
where children can play freely and learn without fear of being hurt or hindered by others.
And also where there are clear and developmentally appropriate expectations for their
behaviour.

It is our continuing aim to:

e To create a safe, secure and happy environment, that encourages and reinforces
acceptable behaviour by consistent and considered response.

e To be a positive role model for all children with regard to friendliness, care,
courtesy and language.

e Ensure that all children feel included all the time.

¢ Enable the children to share their experiences with each other and with staff.

¢ Display a range of positive images and objects that reveal people in non-
stereotypical roles.

o Celebrate diversity within the nursery and to use resources that reflect diversity —
including books, toys and role-play,

e To help and make children appreciate and value each other, and to feel valued as an
individual.

e To enhance self-esteem, self-control and mutual consideration.

e To give a high priority to clear communications within the nursery and to further
Develop positive partnerships with families.

In order to implement this policy it is important that our staff themselves have a high self-
esteem and also believe completely in what the nursery is doing, in the way that it is
providing nursery education for children in our area. This also links to our stress policy.

Putting Policy into practice:

1. As a nursery we will ensure that children and adults feel valued, respected, trusted
and responsible for our nursery community by providing positive role models, a
context of genuine praise and by encouraging considerate attitudes within a
consistent environment.

2. We recognise that all individuals need to feel special and need to be responsible for
their own actions, whilst being aware of the needs and rights of others. We will
encourage good relationships based on kindness and respect.

3. We also recognise that individuals bring a wide variety of behaviour patterns to
nursery. These are based on differences in home values, attitudes, parenting skills
and culture. We will value these whilst ensuring fair treatment for all regardless of
age, gender, race, ability or disability. It may be necessary for children that have
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been identified with behaviour difficulties that may be due to SEN, to have individual
behaviour plans, which will be discussed with the parents and the SENCO.

In our alliance with children, parents and other professionals we will maintain positive
attitudes by building links based on mutual trust. We will develop an appropriate
approach to behavioural expectations and strategies for dealing with situations within
the curriculum and beyond. Communicating at a level all can understand. To begin
with a child may be redirected/distracted to another activity. Staff are advised to
ignore attention seeking behaviour if appropriate. If a child is still showing signs of
negative behaviour the child will be spoken to directly at their level and in a calm and
quiet tone. Our next step is to tell the child what the consequences of their actions
may be, e:g removing the child from the situation or removing privileges these will be
carried out if inappropriate behaviour continues.

An incident form detailing all information may be filled in and the parents will be
asked to read and sign it. If a child’s behaviour continues to be negative we would
work with the parents and prepare an action plan and observations would also be
undertaken and patterns of behaviour will be monitored.

We have expectations of warm, caring, mutually satisfying relationships, which  will
rise, when necessary, to the challenges of occasional inconsistency of behaviour.

Any behavioural problem will be dealt with in an appropriate and positive manner
depending on the child's age and level of understanding. Staff will help distract the
child from a negative situation and support in a positive way. There will not be any
form of physical, emotional or nutritional punishment.

We believe that the child is not ‘naughty’ or ‘bad’ but it is the behaviour that is
unacceptable. We aim to teach the children the values of what is right and wrong.

The staff will refrain from using negative language/criticism or labelling, shouting and
raising voices in a threatening way, humiliating, frightening, discriminating or any
form of corporal punishment. This maintains the child’s self esteem whilst dealing
with the unacceptable behaviour.

We aim to build on positive behaviour by rewards, stickers, charts, praise and
acknowledgement. Any negative and unwanted behaviour will be ignored but
monitored so that any child will not be in any danger.

10. Physical punishment will not be used or threatened.

11.We will support children’s learning to empathise with others, understanding they

have feelings too and that their actions have an impact on others feelings. Insisting
on a child saying ‘sorry’ is not developmentally appropriate and not productive. Staff
will use every opportunity to discuss positive behaviour and respect for each other.

Physical intervention

Physical intervention should only be used to manage a child’s behaviour if it is
necessary to prevent personal injury to the child, other children or an adult, to
prevent serious damage to property or in what would reasonably be regarded as
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exceptional circumstances. Any occasion where physical intervention is used to
manage a child’s behaviour will be recorded and parents will be informed about it on
the same day.

Anti bullying policy

At the age of 3-4 years children begin to understand that others can be vulnerable,
have feelings and can be upset and hurt by their actions. If in the early years children
experience success in achieving their objectives through intimidation of others by
violence and verbal aggression, the reaction of key adults around them will
determine whether they continue to use these strategies. Staff will use the same
principles as mentioned before when dealing with bullying.
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COMPLAINTS PROCEDURE

We believe that children, and their parents, are entitled to expect courtesy with prompt
and careful attention to their needs and wishes. It is our intention to work in partnership
with parents and the local community and we welcome suggestions on how we can
improve our group.

It is clearly of paramount importance that the nursery should run smoothly and that
parents and staff work together in a spirit of co-operation in the children’s best interests.
In the event of complaints from either staff or parents every effort will be made to
respond quickly and appropriately and the following procedure will be followed:

Procedures for Making a Complaint
Stage 1

¢ Any parent who has a concern about any aspect of the setting’s provision first of
all talks over their concerns with the Room Supervisor, Deputy or Nursery
Manager. Where a complaint is made to the staff the Manager should be
informed immediately.

e The Manager will respond to any complaint as quickly as possible. They will talk
with staff and parents to overcome the problem.

e Complaints will be recorded and dated in the Complaints Book.

e After a complaint has been resolved the final outcome will be written in the
Complaints Book. Any recommendations for changes in procedure will be
made and noted against the complaints policy.

¢ Most complaints should be resolved amicably and informally at this stage.

¢ If this does not result in a satisfactory outcome, or if the problem recurs, the
parent should then put their concerns in writing to either the Nursery
Manager, Deborah Wood, or to the Chair of the Committee, Joan Hayes.

e For parents who are not comfortable making written complaints, we can
supply a template complaint form that may be completed together with the
either of the above named persons and then signed by the parent.

e During any investigation, all aspects of the written complaint will be stored in
an investigation file designated for the complaint and stored confidentially.

¢ When the investigation into the complaint is completed, the parent will be
informed of the outcome either in writing or in a meeting with the Nursery
Manager or Chair of the Committee.

¢ When the complaint is resolved at this stage, the summative points are
logged in the Complaints Record.

Stage 3

e If the parent is not satisfied with the outcome of the investigation, they should
request a meeting with the Nursery Manager or Chair of the Committee. The
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Stage 4

Stage 5

parent may have a friend present if they so wish and the Nursery Manager or
Chair will have a member of the Nursery Committee to support them. An
administrator will be present to record the minutes of the meeting.

An agreed written record of the meeting is made as well as a decision or
action agreed as a result. All parties present at the meeting will be asked to
sign the record and will receive a copy of it.

The signed record signifies that the procedure has concluded.

When the complaint is resolved at this stage, the summative points are
logged in the Complaints record.

If at the stage 3 meeting a conclusion cannot be reached, an external
mediator will be invited to help to settle the complaint. This person should be
acceptable to both parties, listen to both sides and offer advice. The mediator
has no legal powers but can help define the problem, review the action so far
and suggest further ways in which a resolution may be achieved.

The mediator keeps all discussions confidential. They can hold separate
meetings with Nursery personnel and the parent, if this is deemed to be
helpful. The mediator will keep a written record of any meetings and any
advice given.

When the mediator has concluded their investigation, a final meeting will take
place between the parent, the Nursery Manager and the Chair of the
Committee. The purpose of this meeting will be to reach a decision on the
action to be taken to deal with the complaint. The mediator’'s advice will be
used to reach this conclusion. The mediator can be invited to this meeting if it
is deemed to be helpful.

A record of this meeting will be taken by a Nursery Administrator. Everyone
present at the meeting will sign this record and receive a copy. This signed
record signifies that the procedure has concluded.

The Role of the Registering Authority

In some circumstances, it will be necessary to bring in the local authority Registration
and Inspection Unit who have a duty to ensure established requirements are adhered to
and with whom the Nursery works in partnership to encourage high standards. The
registering authority would be involved if a child appeared to be at risk or where there
seemed to be a possible breach of registration requirements. In these cases, both the
parent and Nursery would be informed and would work with the social services
department to ensure a proper investigation of the complaint followed by appropriate

action.

If a complaint is made against a member of staff, the Nursery Manager or Chair of the
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Committee will immmediately inform Ofsted by registering this complaint and asking for
advice. To allow for a full investigation and to protect both the staff member and the
child the staff member will be suspended, and the above procedure will be followed.

To ensure confidentiality, the investigation will be conducted by the Chair of the
Committee. They will also ensure that any investigation carried out by OFSTED is not
interfered with. If a member of staff or a volunteer is dismissed from the Nursery or is
internally disciplined because of misconduct relating to a child, we notify the Department
of Health administrators so that their name may be included on the List for the Protection
of Children and Vulnerable Adults.

The Nursery is regulated by Ofsted (The Office for Standards in Education). Any parent
who feels their complaint has not been dealt with appropriately by the Nursery can
contact Ofsted at the following address:

Ofsted, Royal Exchange Buildings, St Ann’s Square, Manchester, M2 7LA

Telephone 0300 123 1231

Or by email: enquiries@ofsted.gov.uk

OFSTED details are also available on the Nursery notice board

If the Nursery receives a complaint via Ofsted, parents will be informed in the following
way:-

o Newsletter or

o Poster

A record of all complaints will be kept for at least 3 years from the date of the last record
and is accessible to Ofsted, parents and other officials upon request.
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CONFIDENTIALITY POLICY

In our Nursery, staff and volunteers can be said to have a “confidential relationship” with
our families. It is our intention to respect the privacy of children and their parents and
carers, while ensuring that they access high quality early years care and education in our
setting. We aim to ensure that all parents and carers can share their information in the
confidence that it will only be used to enhance the welfare of their children. There are
record keeping systems in place that meet legal requirements: means of storing and
sharing information take place within the framework of the Data Protection Act and the
Human Rights Act.

The Nursery’s work with children and families will sometimes bring us into contact with
confidential information. Confidentiality will be respected as follows:

Parents will have ready access to the files and records of their own children
but will not have access to information about any other child.

The nursery will endeavour to provide parents with a private comfortable
room to facilitate any discussions with the appropriate member of staff.

Staff will endeavour to deal sensitively and professionally with any
confidential issues that may arise, concerning the children in our care and
their families.

The nursery staff will respect the feelings of the parents and deal with any
sensitive matter in a calm and appropriate manner.

Staff will not discuss individual children, other than for purposes of curriculum
planning/group management, with people other than the parents/carers of
that child.

Information given by parents/carers to the Nursery leader of key-worker will
not be passed on to anyone other than staff members without permission.
Issues to do with the employment of staff, whether paid or unpaid, will remain
confidential to the people directly involved with making personnel decisions.
Any anxieties/evidence relating to a child’s personal safety will be kept in a
confidential file and will not be shared within the group except with the child’s
key-worker/Nursery leader and the Chair of the Management Committee.
Students on Pre School Learning Alliance or other recognised courses
observing in the Nursery will be advised of our confidentiality policy and
required to respect and adhere it.

A confidential file will be kept of any worries concerning a child’s safety and
this file will only be accessible to the Manager, Key person and Chair of the
Committee.

We always check with parents whether parents regard the information they
share with us to be confidential or not.

We keep all records securely
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Some parents sometimes share information about themselves with other parents: the
setting cannot be held responsible if information is shared beyond those parents whom
the person has “confided in”. In addition to this staff, students and parents are advised to
be cautious in the use of internet social network sites. Any information concerning any
stakeholder of the Nursery is subject to this confidentiality policy. Appropriate action will
be taken if this policy is breached in any way.

All the undertakings above are subject to the paramount commitment of the Nursery,
which is to the safety and well being of the child. Please see our policy on Safeguarding
Children. All staff and students will adhere to this policy, failure to do so could
result in disciplinary action.
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CURRICULUM POLICY

All children will be respected and their individuality and potential recognised, valued and
nurtured. Activities and the use of play equipment offer children opportunities to develop
in an environment free from prejudice and discrimination. Appropriate opportunities will
be given to children to explore, acknowledge and value similarities and differences
between themselves and others.

The Nursery provides a curriculum for the foundation stage of education. This
curriculum is set out in a document, published by the Qualifications and Curriculum
Authority and the Department for Education and Skills, and called The Early Years
Foundation Stage. Our Nursery follows this guidance.
The aims of the curriculum are to: -

e Stimulate imagination and creativity

e Enrich language

¢ Form the basis for understanding problem solving, reasoning and numeracy

e Come to terms with the child’s own life and develop expression of feelings

e Develop manipulative skills

e Explore and enjoy natural materials

e Develop muscular strength and co-ordination

o Use symbols and patterns as a basis for reading and writing

e Value all types of people

e Develop social awareness

e Create habits of listening and concentrating

e Extend understanding of science

e Develop the five senses

¢ Develop independence

All Key persons plan each days, week, month and terms, planning for each child
uniquely based on their level and interests. Parents can view a copy of the weekly
planning sheet in the main room.

The curriculum sets out goals — Desirable Learning Outcomes (DLO's) - for children to
achieve by the time they enter compulsory education which are:

Personal, social and emotional development

Communication, language and literacy development

Problem solving, reasoning and numeracy development

Knowledge and understanding of the world

Physical development

Creative development

These goals are met in the following way at Nursery:
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PERSONAL, SOCIAL AND EMOTIONAL DEVELOPMENT

The children are encouraged to work and play well, individually and as part of a group.
They are encouraged to have a positive approach to learning and finding out about the
world around them, to take turns and to show care and concern for others

They are expected to treat toys and property of the Nursery and other children with
respect and to help tidy up their group area before snack time. The children become
aware of - and are encouraged to keep to - the rules which we all need to help us to look
after ourselves, other people and our environment

They learn confidence and self respect and form friendships with both children and staff.
They are taught what is acceptable behaviour and what is unacceptable and have
reasons explained to them. They can expect to have their ways of doing things
respected and to respect other people's ways of doing things

Hygiene is emphasised by washing their hands after using the toilet and before snack
time, handling food and lunchtime. Independence is encouraged in this.

COMMUNICATION, LANGUAGE AND LITERACY DEVELOPMENT

The children are given opportunities to develop confidence in speaking in small groups,
during showing time and individually at snack time. They are given the opportunity to
explain why they have brought in a particular object for the Theme Table.

There are opportunities to look at a large selection of books alone and as a small group
Occasionally stories are read to the whole group.

Equipment is labelled with pictures and words and each child has a name card to help
them with letter recognition.

Singing and listening to music is a regular occurrence at the sessions.

At every opportunity children’s vocabulary is extended and new words and their
meanings are introduced.

They learn that books have a beginning and an end, that words and pictures carry
meanings and that English is read from left to right and from top to bottom. Their name
cards are used during the session, which enables them to recognise their names. Other
familiar words are used when they complete the weatherboard each session. They learn
to recognise letters of the alphabet by shape and sound.

PROBLEM SOLVING, REASONING AND NUMERICAL DEVELOPMENT

Counting is a regular activity and number rhymes are used to learn counting upwards,
downwards and subtracting. Ideas about how many, how much, how far and how big
are incorporated into the routine of Nursery. Many of the activities and equipment are
maths orientated, building ideas about patterns, the shape of objects and parts of
objects, and the amount of space taken up by objects through play with, for example,
pegboards, board games, building blocks and dominoes .We help the children to
recognise numbers 1 to 10 and become familiar with larger numbers.

KNOWLEDGE & UNDERSTANDING OF THE WORLD
Recognition and exploration of the features of living things, objects, tools and events in
the natural and man made world are encouraged. The children walk in the local

community with visits to the library, park and shops.
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The weatherboard is used at the end of each session where the children observe the
weather and record it daily. They are asked the day, date and month, which are also
recorded.

Plants are grown in our own garden, which the children actively look after by planting
and watering. Cooking is a regular activity allowing the children to observe changes and
ingredients by following a recipe using words and symbols.

The children have use of a computer on which they are encouraged to develop skills
through playing a variety of games.

We value the cultural diversity of our group and encourage the children to learn about
their own and other cultures.

The children have the opportunity to explore a range of resources and use different skills
to cut, fold and join for a variety of purposes.

PHYSICAL DEVELOPMENT

We provide a wide range of large equipment in our garden to encourage co-ordination
and body control by using climbing frames and ladders. The children have lots of
outside space to move around and use a range of equipment including tricycles and
balls.

Manipulative skills are developed with the opportunity to use paint, playdough, clay,
sand and water etc. The children learn to use the appropriate tools for the activities
available.

Through focused activities, the children learn about the importance of - and how to look
after - their bodies.

CREATIVE DEVELOPMENT

The children are encouraged to explore sound, colour, texture, shape, form and space in
two and three dimensions. A range of materials and resources encourage them to
express their ideas and communicate their feelings.

Imaginative play, musical instruments and listening to music are used to express
themselves creatively.

Page 23 of 102 Registered Charity Number: 1126904



Riverside Day Nursery Policy Document

DIET POLICY AND PRACTICE

The sharing of refreshments plays an important part in the social life of the Nursery as
well as reinforcing children's understanding of the importance of healthy eating.
Children's medical and personal dietary requirements are known and respected, for
example allergies to eggs or nuts. Children’s understanding of the importance of healthy
eating will be reinforced at Nursery.

The Nursery will ensure that:

e Snacks provided will be nutritious and food containing large quantities of fat,
sugar, salt, additives, preservatives and colourings will be avoided.

e The dietary rules of religious and cultural groups and also of
vegetarians/vegans are known and met in appropriate ways.

e Milk provided for children is whole and pasteurised and water is offered as an
alternative. Water is freely available throughout each Nursery session, both
indoors and out.

e A cake to celebrate birthday is welcome, this can be shop bought or home
made, but must not contain nuts and must be supplied with a list of
ingredients.

¢ We discourage sweets to celebrate birthdays.

¢ When cooking with children as an activity, the adults will provide healthy
wholesome food, promoting and extending the children’s understanding of a
healthy diet.

o A multi-cultural diet is offered to ensure that children from all backgrounds
encounter familiar tastes and that all children have the opportunity to try
unfamiliar foods.

e The Nursery will observe current legislation regarding food hygiene and
obtain training for staff to appropriate levels.

Special Dietary Needs Procedure

When a child joins the Nursery Parents are asked to inform the Nursery of all food
allergies and dietary, medical or cultural requirements. This information is recorded and
circulated to all staff. Information regarding specific individual needs are recorded and
kept on a sheet displayed in the Nursery kitchen for Staff preparing snack to adhere to.
These include children’s

o Allergies;
e Strong likes or dislikes;
e Cultural or religious requirements.

In cases of a severe food allergy the Nursery will make very careful efforts to ensure
food screening. The Nursery will not include any unsuitable food in any activity which
would exclude the child. We will if necessary have an alternative to offer the child where
the food cannot be screened.
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Meal Times

Lunch time and snack time are viewed as another learning opportunity for the children.
Meal times are social occasions in which children learn to develop their Personal and
Social skills as well as language and communication. Meal times should always be a
positive experience and the staff will work hard to develop a structured routine to
maintain this, whist maintaining sensitivity to each child’s individual needs. The nursery
staff will endeavour to not allow situations to manifest so that an issue is made out of
food and eating.

The nursery respects different cultures and beliefs and will work with parents to ensure
any dietary requirements are adhered too.

At meal times;

Adults will sit with the children in small groups to promote a family atmosphere
Children will be encouraged to follow good table manners and hygiene practices.
o Wash hands before and after eating
o Wash faces after eating
Not talk with their mouth full
Say please and thank you
o Staff will praise and encourage the children to give them a sense of
achievement and encouragement.
Children will not be made to eat against their wishes. Children will be encouraged
to try their savoury before moving onto their sweet.
Refusal to eat will not be punished.
Parents will be informed of their child's eating habits and staff will work with them
to address any issues and develop an appropriate plan for them both to work to,
ensuring that there is consistency at home and in the nursery.
We will aim to accommodate parent’s wishes when appropriate for the child’s
stage of development.
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EQUALITY OF OPPORTUNITY POLICY

The Nursery’s Equal Opportunities Officer is our Manager Deborah Wood.

The legal framework for this policy includes the:

The Equality Act 2006, 2010

Disability Discrimination Act 1995, 2005

Race Relations Act 1976

Race Relations Amendment Act 2000

Sex Discrimination Act 1976, 1986

Children Act 1989, 2004

Special educational needs and Disability Act 2001

We believe that the group’s activities should be open to all children and families, and to
all adults committed to their welfare. We aim to ensure that all who wish to work in, or
volunteer to help with, our Nursery have an equal chance to do so.

We will ensure that our service is fully inclusive in meeting the needs of all children,
particularly those that arise from their ethnic heritage, social and economic background,
gender, ability or disability. Our setting is committed to anti-discriminatory practice to
promote equality of opportunity and valuing diversity for all children and families.

We aim to:

Provide a secure and accessible environment in which all our children can
flourish and in which all contributions are considered and valued

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

Provide positive non stereotyping information about gender roles, diverse
ethnic and cultural groups and disabled people

Improve our knowledge and understanding of issues and anti-discriminatory
practice, promoting equality and valuing diversity and

Make inclusion a thread that runs through all of the activities in the Nursery

Admissions
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We advertise our setting widely

We reflect the diversity of our society in our promotional materials

We provide information in clear, concise language

We base our admissions policy on a fair system

We ensure that all parents are made aware of our Equality of Opportunity
Policy

We do not discriminate against a child or their family, or prevent entry to our
setting on the basis of colour, ethnicity, religion, social background

We do not discriminate against a child with a disability and will endeavour to
ensure that any disability is supported to the best of our ability

We develop an action plan to ensure that people with a disability can
participate successfully in the services we offer

We ensure wherever possible that we have a balanced intake of boys and
girls
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We take action against any discriminatory behaviour by staff or parents.
Displaying of openly discriminatory and possibly offensive materials, name
calling, threatening behaviour are unacceptable on or around the premises
and will be dealt with in the strongest manner

Employment

Training

Posts are advertised and all applicants are judged against explicit and fair
criteria

Applicants are welcome from all backgrounds and posts are open to all

We may use the exemption clause in relevant legislation to enable the
service to best meet the needs of the community

The applicant who best meets the criteria is offered the post, subject to
references and checks by the Criminal Records Bureau. This ensures
fairness in the selection process.

All job descriptions include a commitment to promoting equality and
recognising and respecting diversity as part of their specification

We monitor our application process to ensure that it is fair and accessible.
Selection for employment, promotion, training or any other benefit will be on
the basis of aptitude and ability.

Every employee is entitled to a working environment that promotes dignity
and respect for all. No form of intimidation, bullying or harassment will be
tolerated.

Breaches of the Nursery’s Equality and Diversity Policy will be regarded as
misconduct and could lead to disciplinary proceedings. Commitment to
implementing the group’s Equality and Diversity Policy will form part of the job
description for all workers.

We seek out training opportunities for staff and volunteers to enable them to
develop anti-discriminatory and inclusive practices, which enable children to
flourish

We ensure that all staff are confident and fully trained in administering
relevant medicines and performing invasive care procedures when these are
required

We review our practices to ensure that we are fully implementing our policy
for promoting equality, valuing diversity and inclusion

Environment

Our environment is as accessible as possible for all visitors and service users. If access
to the building is found to treat disabled children or adults less favourably, we will make
reasonable adjustments to the setting to accommodate the needs of the disabled
children and adults.

Page 27 of 102 Registered Charity Number: 1126904



Riverside Day Nursery Policy Document

We do this by:

Making children feel valued and good about themselves

Ensuring that children have equality of access to learning

Undertaking an access audit to establish if the setting is accessible to all
children

Making adjustments to the environment and resources to accommodate a
wide range of learning, physical and sensory impairments

Making appropriate provision within the curriculum to ensure each child
receives the widest possible opportunity to develop their skills and abilities
Positively reflecting the widest range of communities possible in the choice of
resources

Avoiding stereotypes or derogatory images in visual material

Celebrating a wide range of festival

Creating an environment of mutual respect and tolerance

Differentiating the curriculum to meet children’s special educational needs
Ensuring that children learning English as an additional language have full
access to the curriculum and are supported in their learning and are
supported in the maintenance of their own language

Valuing diversity in families

Our aim is to show respectful awareness of all major events in the lives of the children
and families in the Nursery, and in our society as a whole, and to welcome the diversity
of backgrounds from which they come.

In order to achieve this, we aim to acknowledge all the festivals, which are celebrated in
our area and/or by the families involved in the Nursery:

¢ Without indoctrination in any specific faith, children will be made aware of
the festivals which are being celebrated by their own families or others,
and will be introduced where appropriate to the stories behind the
festivals.

e Before introducing a festival with which the adults in the Nursery are not
themselves familiar, appropriate advice will be sought from people to
whom the festival is a familiar one.

e Children and families who celebrate at home festivals with which the rest
of the Nursery is not familiar will be invited to share their festival with the
rest of the group, if they themselves wish to do so.

e Children will be encouraged to welcome a range of different festivals,
together with the stories, celebrations and special food and clothing they
involve, as part of the diversity of life.

e We welcome the diversity of family lifestyles and work with all families

e We encourage children to contribute to stories of their everyday life to the
setting

e We encourage parents to take part in the life of the setting and to
contribute fully

¢ For families who speak languages in addition to English, we will develop
means to ensure their full inclusion
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The Curriculum

All children will be respected and their individuality and potential recognised, valued and
nurtured. Activities and the use of play equipment offer children opportunities to develop
in an environment free from prejudice and discrimination. Appropriate opportunities will
be given to children to explore, acknowledge and value similarities and differences
between themselves and others.

Resources

These will be chosen with a view to showing children a balanced view of the world and
an appreciation of the rich diversity of our multiracial society.

Materials will be selected to help children to develop their self-respect and to respect
other people by avoiding stereotypes and derogatory pictures and messages about any
group of people.

Inclusion

The Nursery recognises the wide range of needs of children and families in the
community, and will consider what part it can play in meeting these needs.

Planning for Nursery meetings and events will take into account the needs of people with
disabilities.

Discriminatory behaviour/remarks

These are unacceptable in the Nursery.

The response will aim to be sensitive to the feelings of the victim(s) and to help those
responsible to understand and overcome their prejudices.

Language

Information, written and spoken, will be clearly communicated in as many languages as
necessary.

Bilingual/multilingual children and adults are an asset. They will be valued and their
languages recognised and respected in the Nursery.

Food

Medical, cultural and dietary needs will be met.

We help children to learn about a range of food, cultural approaches to mealtimes and
eating and to respect the differences among them.

Meetings

The time, place and conduct of meetings will ensure that all families have an equal
opportunity to be involved in the running of the Nursery.
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FEES POLICY

Our Nursery is a charity and as such, our aim is to run our finances at a suitably
sustainable level. We do not aim to make any profit but to develop a healthy surplus in
order to maintain our building, enhance our stock of equipment and to retain contingency

funds.

Deposits

o Fees are set at the lowest level possible in order to fulfil the above
objective.

e Fees are reviewed annually. The Committee takes full account of
financial commitments throughout the year.

The nursery requires a £50 deposit to secure a place. This will be deducted from the last

invoice.

If the parent/carer does not take up the nursery place/or if the child attends for less than
6 months the £50 deposit is non refundable.

Collection of fees

All fees must be paid in advance. Fees will be invoiced monthly and these
can be paid by instalment upon arrangement with the finance officer but in all
cases they must be paid in advance.

Fees must be paid even when a child is absent for any reason. (Please note
that even if you tell the Nursery about a child’s absence you still have to pay
for the sessions they miss). If a child is away for one month and the Nursery
has not heard from you their place may be given to another child.

One month's written notice is required of any intention to leave the Nursery.
If you are more than one month behind in paying your fees, your child’s
place may be given to someone else.

When a place at Nursery is accepted, by signing the registration form the
parent agrees to pay the relevant fees. Fees are payable in the first week of
each month. If fees have not been paid after this time, the child’'s place could
be re-allocated

We appreciate that if a family is experiencing financial difficulty, it may be
hard to make complete payment in one instalment. In such situations, and on
a case-by-case basis, the Nursery Manager will negotiate payment in
alternative instalments.

If fees are not paid as agreed, the following procedure will apply:

A late charge of 5% per week will be levied upon invoices unpaid after 7 days
of issue and every 7 days thereafter until the bill is settled unless a payment
plan has been agreed with the manager or finance officer.

The Nursery Manager will make a verbal request for payment by an agreed
date.

If no payment is received, the Nursery Manager will ask for payment in
writing, noting that the child’s place could be withdrawn if payment is not
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forthcoming by a particular date.

e In the unlikely and unfortunate event that payment is not received, we will
reluctantly withdraw the child’s place, and begin proceedings to claim monies
owed

Debt Collection Proceedure

The nursery policy is that payment needs to be settled on nursery fees within one week
of issue. Invoices are issued on your child’s pre-visit. The conditions are laid out in the
nursery Terms and Conditions as quoted below;

Fees will be paid in advance within the next 48 hours. Failure to do so could result
in your child's place being withdrawn. Fees can be paid at the nursery in cash or by
cheques (made payable to Riverside Day Nursery Ltd.) A standing order may be set
up if requested. If you cannot pay within 48hrs you must see the Manager to
arrange a payment plan

In the event of a parent running up a nursery bill in excess of £300, the nursery will be
forced to withdraw the child’s nursery place until the bill has been settled.

Should the bill remain unpaid, the nursery will instruct a debt collection agency to
retrieve any outstanding money.

The following procedure will be followed:

e Invoices are raised as stated above

e Payment needs to be made within 48 hours

e Areminder letter will be issued if no payment is received within a deadline date,
usually the 7th of the month.

¢ If no payment is received and the next invoice is issued both payments need to
be met.

e If no payment is still received, the child’s place will be withdrawn until full
payment is made. This will be put in writing with another deadline date.

o If payment is still not met by the deadline stated above, a debt collection agency
will be contacted to collect any monies owed on the nursery’s behalf.

The nursery is committed to be in partnership with parents. However as a non profit
making organisation, the nursery cannot allow any outstanding debts.
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EVACUATION AND EMERGENCY PROCEDURES

The Nursery will, in the event of a fire or emergency, evacuate all children from the
Cholmeley Road site quickly, safely and without undue risk.

The evacuation procedure is prominently displayed around the Nursery.

In the event of a fire or emergency:

¢ No child or adult will take unnecessary personal risks.

o Staff will fully understand the required procedures and understand their role.
e Staff will follow day-to-day procedures to reduce the risk of fire.

e The Nursery will follow fire brigade advice.

Methods

e We will follow the advice of the fire brigade on any matters arising from their
visit, including discussing with the landlords on matters outside of our control.

¢ We will have a fire procedure on the wall.

e We will have a fire drill during two sessions in one week in each term, and a
record will be made.

o We will ensure all staff receive training on fire procedures.

o We will perform a formal risk management assessment at least once a year,
and will monitor risks each day.

o We will keep registers of children, staff and visitors to the Nursery for each
session.

The evacuation procedure to follow is:

A member of staff will telephone the fire brigade on 999 and give appropriate
details.

We will use the nearest available exit. The assembly point is the Newtown
Primary School, West Playground.

The evacuation will start immediately and people should not try to collect bags
and other personal possessions.

The Health and Safety Office and senior management will be responsible for
checking that the building and garden has been completely evacuated before
proceeding to the assembly point.

If it is safe to do so, the session manager (or deputy) will collect emergency
contact details, children’s register and staff register and take them to the
assembly point

At the assembly point, the registers will be called and checked for any
unaccounted adults or children, and fire brigade will be told of any missing
people. if necessary the nominated person will contact the parents and advise
them on the next steps.

Should the Newtown Primary School, West Playground not be deemed a safe
assembly point Staff and children will proceed to Rupert Square Children Centre
where they will wait for the all clear. Nobody will be permitted to return to the
building until the fire brigade gives the all clear.

For emergency drills, the above procedure will be followed except that the session
supervisor will give the all clear.
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Critical Incident Policy

In the event of a critical incident i.e. closure of the premises due to adverse weather
conditions, heating failure, flood or closure of nearby road or severe traffic jam the
following procedure will be followed;

The safety and well being of the children will be of paramount importance.

In the event that we need to evacuate the building current emergency evacuation
procedures will be activated

After emergency services have been contacted all efforts will then be made to
contact parents/carers or emergency contact numbers.

As many staff as possible would stay with the children for as long as necessary.
No child would ever be left without a member of Nursery staff with them.

If Riverside Day Nursery needs to close all efforts will be made to inform parents
before opening times. Staff will attempt to text or ring parents, we will put notices
on the website and exterior doors if possible.

It is impossible for Nursery to plan for every emergency which may arise;
however, every effort will be made for the safety and convenience of Nursery
families.

In the event of a critical incident Ofsted and any other relevant agencies will be
contacted. Staff and committee members will be informed as soon as possible

Severe Weather Warning Policy
In the event of a Severe Weather Warning/Flood/Snow Alert.

Front door must not be opened. Nobody is to leave the nursery; nobody is to
enter the nursery, including the parents.

Place issued sand bags at bottom of the slope and by the gates and also by the
front doors.

Close all windows and doors.

Turn off the electric.

Plug in non digital phones or use a mobile.

Telephone 999 or112

Tell the operator which emergency service you require.
Wait for the operator to connect you to the service.

Tell the emergency service

~What the trouble is

~Where the trouble is

~Where you are

~The telephone number you are calling from

Nominated person to gather the evacuation bags/boxes from each room.
Nominated person to begin to call the parents.

Inform the parents of the situation and remain calm!

Inform the parents that once staff have been advised on what to do in the
situation that they will pass on this info on to the parents.

In the event of severe snow falling during the day or overnight the Manager will assess the
situation and inform parents and staff not to attend nursery due to slippery and icy
conditions. If the weather is bad please check the website to see if the Nursery is open.
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Bomb Explosion or Gas Leak, Derailed Train Procedure

hearing the warning:
e Front door must NOT be opened. Nobody is to leave the building and nobody is to be
let in, including parents.

e Seal any vents (check tumble dryer, vents in the kitchen and the bathroom)
¢ Inthe event of a gas leak tape across windows in case there is an explosion.
¢ All windows and doors must be closed including internal doors in the event of a fire.
e Turn off the electric.
e Plug in non digital phones or use a mobile.
e Telephone 999 or 112.
e Tell the operator which emergency service you require.
e Wait for the operator to connect you to the emergency setrvice.
e Tell the emergency service ;
e What the trouble is
e Where the trouble is
e Where you are
e The telephone number you are calling from.
¢ Nominated person from each room to gather items needed on grab bag list.
¢ A nominated person to begin to call the parents
¢ Inform the parents of the situation, remain calm and reassure!
¢ Inform the parents of the plan of action.
e Explain that they are not to collect and explain that we will contact again once we
have further information.
o Keep all children calm.
¢ Follow advice from the emergency services.
¢ If possible contact staff whom are not on shift to meet you at place of evacuation.
¢ Find refuge at Rupert Square Children’s Centre
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HEALTH AND HYGIENE POLICY & PRACTICE

Our Nursery promotes a healthy lifestyle and a high standard of hygiene in its day-to-day
work with children and adults. This is achieved in the following ways:

HYGIENE

To prevent the spread of all infection, adults in the group will ensure that the following
good practices are observed.

Personal Hygiene

e Hands are washed after using the toilet.

o A box of tissues is available and children are encouraged to blow and wipe
their noses when necessary and that soiled tissues are disposed of
hygienically.

¢ Children are encouraged to shield their mouths when coughing.

o Staff have a small bottle of anti bacterial liquid to use on their own hands
once

¢ They have wiped children’s noses etc.

e Paper towels are used and disposed of appropriately.

e Hygiene rules relating to bodily fluids are followed with particular care and all
staff and volunteers are aware of how infections, including HIV infection, can
be transmitted.

Cleaning and clearing

e Any spills of blood, vomit or excrement are wiped up and disposed of down
the toilet or in the sealed yellow bin in the accessible toilet. Disposable gloves
are always used when cleaning up spills of bodily fluids. Floors and other
affected surfaces are disinfected using chlorine or iodine bleach diluted
according to the manufacturer's instructions. Fabrics contaminated with
bodily fluids are thoroughly washed in hot water.

e Spare laundered pants and other clothing are available in case of accidents
and nappy bags are available in which to wrap soiled garments once they
have been rinsed through.

e All surfaces are cleaned daily with a disinfectant cleaner, after each nappy
change.

Food

The Nursery will observe current legislation regarding food hygiene, registration and
training. The manager, deputy and cooks will hold a level 2 certificate in Food Hygiene.
In particular, each adult will:

e Always wash their hands under running water and with soap before handling
food and after using the toilet.
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HEALTH

Adhere to best practise when storing food.

Not be involved with the preparation of food if suffering from any
infectious/contagious illness or skin trouble.

Never smoke anywhere in or around the Nursery premises.

Never cough or sneeze over food.

Use different cleaning cloths for kitchen and toilet areas.

Wash fresh fruits and vegetables thoroughly before use.

Use separate chopping boards for the preparation of foods.

Tea towels will be kept scrupulously clean and washed between each
session.

All utensils will be kept clean and stored in a dust free place, e.g. closed
cupboard or drawer.

Cracked or chipped china will not be used.

Always wear a disposable apron, and tie hair back when preparing food.

All staff will receive Food Hygiene level 1 training on the next available
course.

Outdoor Play
Children will have the opportunity to play in the fresh air daily in the Nursery's own
outside play area, the children will be allowed to free flow between the indoor and

outdoor environment, when weather permits.
Garden Guidelines

Food

Check the garden is safe — gates are secure before setting up.

Ride-on toys need to stay in designated areas.

Bikes may be scooted, balanced on, used in a variety of ways to improve
physical skills/balance, but should not be used as battering rams into others or
buildings/walls.

Correct staff/child ratio in garden at all times.

No touching fungus. Remove any if we know it to be poisonous.

No climbing on fences or outside of steps.

No weapons.

Children should not pick flowers, vegetables/fruit etc. indiscriminately, but can
be picked for appropriate purposes, daisy chains, displays, gifts for helpers
etc.

When climbing on climbing equipment no nursery dressing up clothes or toys
to be used unless for specific purposes e.g. fire fighters.

Red and white tape indicates an area not in use.

A risk assessment should be carried out in adverse weather conditions to
decide on the suitability of outside activities.

At Riverside Day Nursery we provide a well balanced diet; all food is freshly cooked on
the premises. Menus are devised by the Nursery Chef and the Deputy Manager in the
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Duckling Room in conjunction with the nursery staff to ensure that the children’s
nutritional needs are being met.

Suppliers are sourced from fresh local producers where possible, to ensure food is fresh
and of highest quality.

Children on special diets will be catered for but in exceptional cases parents may be
asked to provide specific items. Children with special diets will have their meals served
on RED plates so that their food is not mixed with other children’s, thus ensuring cultural
needs and any allergy concerns are strictly addressed. All children are encouraged to
taste a little of everything on their plates.

The nursery provides bottles and formula milk for the babies. Nursery staff will liaise with
parents to determine which brand of formula milk the children are on and the type of
bottle and teats used at home. Most brands of formula milk are supplied but occasionally
parents may be asked to supply their brand of choice.Babies have their own individual
teats, which are stored and sterilized in their own pots and named.

Drinks of water or milk will be provided throughout the day. Where appropriate the
children have free flow access to snacks and drinks, to allow the children freedom of
choice and to ensure play is undisturbed.

When cooking with children as an activity, the adults will provide healthy, wholesome
food, promoting and extending the children's understanding of a healthy diet.

Food Allergy Prevention

Admission

On admission parents are asked to inform the nursery of any allergies, medical
conditions or cultural restrictions.

All of this information is compiled onto alert sheets and is kept in the nursery registers to
ensure confidentiality is maintained.

The alert sheets are available for the staff to view and check throughout the day.

The nursery cook also has copies of any alert sheets so he/she is aware when preparing
meals.

Cooking activities and food tasting

Before any cooking activity is planned alert sheets are checked to ensure suitability.
Recipes should be adapted accordingly; for example regular flour should be swapped for
gluten free flour if a child has Celiac Disease. All ingredients will be displayed outside
rooms on the day of the activity. This gives the parents the opportunity to discuss any
concerns with the staff.

All ingredients must be checked for possible allergens.

Snack time

The children are offered milk or water and fruit or a biscuit. If any child has an allergy to
these items an alternative must be offered.

Snack times must be supervised.
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Celebrations

In the event of the child’s birthday, if the parents wish to provide a cake for their child/
children they are advised to check with their child’s/children's room supervisor for any
allergies.

lliness

Parents are asked not to bring into the Nursery any child who has been vomiting or had
diarrhoea until at least 48 hours has elapsed since the last incident, and to adhere to our
communicable diseases information sheet, outlining advised incubation periods. Staff
must also comply with these exclusion periods. Infectious illnesses such as chicken pox,
conjunctivitis, head lice etc, cannot return to nursery until your child has been medically
treated and has followed the required exclusion period on the Childhood iliness chart
and can cope with the nursery day. There is also a infection control guidance poster
displayed on the parents notice board.

Please inform the nursery Manager or deputy if your child has any of the following:

Disease/ lliness

Minimal Exclusion Period

Chicken Pox At least 5 days until the spots scab over

Measles Minimum of 7 days from appearance of rash

Mumps Until the swelling has reduced and in no case
less than 7 days

Rubella For 7 days after the rash has shown

(German Measles)

Whooping Cough

For 3 weeks from the first signs. If treated with
antibiotics, the child can return when doctor gives
the all clear

Hand Foot and Mouth

No minimal exclusion but the child must be able
to cope with the nursery day. Symptoms include
high temperatures and generally feeling unwell

Diarrhoea and vomiting

Until diarrhoea and vomiting has settled. (child
must be free from diarrhoea and sickness for at
least 48 hours)

Head lice

None

Impetigo

Until lesions have crusted/ healed

Meningococcal Meningitis

Contact CCDC for advice any action needed

Scarlet fever

5 days from commencing antibiotics

Slapped check(fifth disease)

None

Salmonella

Until diarrhoea and vomiting has settled (neither
for last 24 hours)

Tuberculosis

CCDC will advise on action

Threadworm

None

Tonsillitis

None

Gastro-enteritis, food poisoning,
salmonellas, Dysentery

Until authorised by the doctor or District
Community Physician

Poliomyelitis See above
Typhoid fever See above
Ringworm None
Scabies None
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Parents are asked to keep their children at home if they have any infection, and to
inform the Nursery as to the nature of the infection so that the Nursery can alert other
parents, and make careful observations of any child who seems unwell.

If the children of Nursery staff are unwell, the children will not accompany their
parents/carers to work in the Nursery.

Cuts and sores, which have been covered at home, may not be renewed at the Nursery.
The Nursery will ensure that the first aid equipment is kept clean, replenished and
replaced as necessary. A checklist is in place to ensure this. Sterile items will be kept
sealed in their packages until needed.

If a child should become unwell while attending the nursery every effort will be made to
contact firstly the parent and then the person designated as emergency contact, to ask
for the child to be collected. The child will be looked after and comforted by a member of
staff until collection. Parents will be expected to collect their child as soon as possible.
The child may return when they can cope with the nursery day.

In an emergency situation an ambulance will be called and one member of staff will
accompany the child. Parents will be contacted and informed of the destination.

The Nursery will immediately inform Ofsted by either telephone or letter of any food
poisoning affecting 2 or more children.

Medication

Medication is normally taken to mean specifically prescribed for the treatment of none
contagious conditions and non prescribed medication for temperature and pain control.
However the nursery will work in partnership with parents in the administration of none
prescribed medication, such as;

Calgel

Calpol

Agueous cream

Eye drops for conjunctivitis

When the parent approaches the nursery to administer none prescribed medication it
must be authorized by the nursery manager/ deputy

The parents are required to fill out a medication form as with prescribed medicines.

The nursery needs to know exactly how long the medication has been given to the child
and they will follow guidance that is provided with the medication. Medication required to
be kept in the fridge, will be stored in the main kitchen fridge/Duckling room fridge,
clearly labeled with the child's name and dosage.

Wherever possible the Room Supervisor or level 3 qualified staff member will administer
medication.

If ever in doubt, the nursery reserves the right to refuse to administer non
prescribed medication and request that the parent see