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Accidents & Incidents

Policy - The safety of your children is of upmost importance, and I will do everything I reasonably can to ensure they are safe whilst in my care.  I am trained in paediatric first aid, which I regulary update, and I have a good knowledge of Health and Safety which I keep abreast of through regular online training. However, no matter how careful and conscientious we are, accidents can still happen. In the event of an accident/emergency you will contacted by either myself or my emergency back-up* and may be asked to collect your child if deemed necessary. If I personally have an accident I will ask the nearest responsible adult to aid me and contact my emergency back-up. 

Th     Procedure
· Reassure the child whilst making any other children in my care safe.  This may mean strapping babies into a pushchair or sitting an older child somewhere out of harm where they can be seen.

· Assess the situation.  If it is something I can deal with I shall do so, carrying out any necessary first aid. I would then contact the child's parent/carer to inform them of any injury.

· Where there is injury or danger which is in need of urgent medical attention or another emergency service I will call 999 and ask for the appropriate service, or I may take the child directly to the hospital myself. Once the child is safe and comfortable, I would then contact the parent/carer of any injured child requiring emergency medical care and ask them to meet me at the hospital.

· Should I need to accompany a child to hospital, I will either bring the other children with me or call emergency back-up (this would be either another childminder who is known to the children, my husband or another responsible adult who is known to the children (e.g. another child's parent) to wait with the other children until either their parents arrive or I return.

· A record of any accident/incident will be made and parents/carers will be asked to sign this to confirm they have been informed and understand what has happened, including acknowledgement of any advice given with regards to treatment or follow up care.
*As a registered childcare provider I must notify Ofsted of any serious accidents, illnesses, injuries or the death of any child whilst in my care, including any action I may have taken within 14 days of an incident occurring.  Should an accident or incident involving a child in my care result in an insurance claim, I will contact my public liability insurance provider to discuss my case and be allocated a claim number. This may involve discussing details of children in my care with a third party.  I may also contact PACEY and my local authority Designated Officer or School Readiness team for support and advice.
Admissions Policy

As an Ofsted registered childminder I am restricted to the number and ages of children that I can care for at any one time. I am registered to care for six children, of whom no more than three may be under five. Of these three, no more than one may be under one year.

I am happy to take on any baby/child within my registered numbers and will not discriminate against children or their families for reasons such as race, religion, sex or ability. However, I would like to make the following statements:

· I already drop off/collect my own children from St Nicholas C of E Primary, Nicholas Road, Blundellsands and therefore I am currently unable to take or collect children from any other school.

· I am happy to take on children with special needs providing I feel I can provide them with the care they need. For example, I may not be able to provide one to one care if I already care for children on certain days, nor could I look after a child in a wheelchair, as my home is not suitable.  If your child has additional needs please discuss them with me first, as I would not want to falsely raise your expectations.

· All children will be welcomed into my home and I will encourage all children in my care to support me with this. I request at least a 4 week settling in period in our contract, so if you, your child or I am not happy with the arrangement it can be terminated easily.  I usually try to start with one day per week and build up to full care at mutually agreeable points.  When taking on additional children I must take into consideration the children already in my care who are happy and settled, so on occasion age or circumstance may inhibit my options. Unfortunately, due to the risk of infection from Covid-19, I am not currently able to allow parents to stay and play.
Complaints

Policy - I hope that you are happy with the service that I provide, but I do appreciate that there may be times when you feel less than satisfied with how I am working with you and your children.  If this is the case, I hope that you will be comfortable enough to approach me and discuss any issues directly, or in writing via my e-mail or What’s App. I would also be more than happy to arrange a convenient time to talk with you in the evening or at the weekend if you would rather not talk in front of your children.
It is a requirement by Ofsted that all complaints are logged along with the outcome and any action taken, within 28 days.  These records must be available to show an Ofsted childcare inspector if required.

Procedure

If you have a complaint you should follow this procedure:

· Talk to me, send me a message on What’s APP or make your complaint in writing to clairebairdchildcare@gmail.com* - I will endeavour to work with you to resolve any problems as quickly and efficiently as possible.  

· If you wish to make a formal complaint you should contact the OFSTED Complaints and Investigation unit on 0300 123 4666 or at the following address:  

Ofsted
Piccadilly Gate
Store Street
Manchester
M1 2WD

*please note email admin is usually undertaken on Fridays. 
Confidentiality – Privacy Notice and Retention of Documentation
Policy - Confidentiality means only disclosing details about others on a need to know basis. By law children and families have the right to expect that any personal information about them will be confidential. Data will be stored in the form of learning journals, photographs or personal information and this should be stored safely in accordance with General Data Protection Regulations (GDPR), which defines the law on the processing of data on identifiable living people. 
GDPR affects anyone who holds data on their clients, from telephone numbers to personal health issues. It gives more rights to individuals regarding how, why, where and with whom their personal data is stored, used, shared and retained.
 I have a legal responsibility to collect information such as children and families names, addresses and attendance records. Alongside this I collect information for the purpose of providing a high quality service to the families and children I work with, or to safeguard myself.

In accordance with the General Data Protection Regulations I am required to inform you of any personal information I may gather and store about your family and your child, and why I do this.

This legislation is in place to give us more control over the information that is gathered and stored about us as individuals. These regulations give parents and children aged 13 or over more access to their personal data. It also gives them the right to ask for this ‘data’ to be destroyed or deleted, providing doing so does not compromise the requirements of DFE or safeguarding requirements. 
If a parent or child (aged 13 years +) requires me to delete or destroy any information about their child once they have left the setting I will discuss the information with them and explain which parts can be deleted and which information must be kept in order to comply with my Ofsted registration and insurance requirements.

Procedure

Any information* regarding your child or your family given to me either verbally or in writing, will be treated as confidential. I may make notes of any information given to me, particularly if it requires me to take any action (for example, administering medicines), or where it gives me any cause for concern for the child, or myself (such as existing injuries or complaints). I am registered with the ICO as a data controller and comply with GDPR.

Parents can access their own child’s records by prior arrangement with me, but will not have access to the data of others. The only exception to this will be if your child’s image appears on a photo which is in another child’s Learning and development profile, or a group shot shared via What’s App, however you have the right to decline consent for this to happen. All paper documentation relating to your child is stored in an individual file, which is not accessible to any other party (though may be shared with relevant authorities or services such as health visiting teams). I use Tapestry (they process the data, but I am still the data controller) to record and store some photos and learning and development information. You can read more about their compliance with GDPR at https://tapestryinfo/gdpr
Confidentiality – Privacy Notice and Retention of Documentation(continued)

I may need to discuss your child with other professionals such as a Health Visitor, Local authority employees, or other agencies relating to the health and well-being of your child (such as early help teams). Any information shared in these circumstances will be on a need to know basis, for example, sharing your child’s two year old check in the interest of ensuring their development is on target. Consent will be sought for interactions with other settings your child may attend such as schools, nurseries or other childminders . 

Due to the nature of a homebased childcare setting, during the course of our working relationship you will be likely to find out confidential information about my family and myself. I would expect that you too would respect my family’s confidentiality by not repeating what you may have been told or seen to other parties. No one likes to be gossiped about.

New and prospective families’ details (such as phone numbers, names and child’s age, date and days that care may be required) will be taken down and stored for a period of 6 months. If a space does not become available, or care has not commenced in this time all details will be destroyed or deleted.

If you have any concerns regarding this policy please do not hesitate to contact me. 

* Information could be personal details, records of assessment, photographs and/or any other media written or otherwise relating to the individual. For a full list please see my Data Audit.
Drop offs/Collections
In light of the recent Covid-19 Pandemic I have adopted a ‘doorstep drop’ policy to minimise the amount of people entering the setting and thereby reducing the risk of transmission.  Parents can ring the doorbell on arrival.  Hand sanitiser has been provided (attached to the gate to the right of the door) for parents to use if they wish.  I will attempt to suggest staggered arrival times for each family, and I ask that,should you arrive at the same time as another family, you are courteous and wait at a distance of 2 metres (for example wait on the driveway by the car), giving the family in front space to drop or collect and then depart safely.  

Upon arrival I will open the back gate to allow children to walk in.  Immobile babies or children who are reluctant to separate should be handed over swiftly by their parents. I will then lock the gate and bring the children inside to wash their hands before we get ready to play. 
Children should be dropped off promptly, allowing adequate time for handover and settling in, and to ensure my commitments to school drop-offs are not delayed. If you are hoping to drop your child off later than the contractually agreed start time, I ask that you let me know as soon as possible when you plan to arrive so as not to disrupt our plans for the day, then I can advise you of whether you will need to meet us somewhere to make the drop off.
Children will not be accepted before their agreed start time unless pre-arranged* and appropriate monies are paid.

Children may be collected at any time during a session though parents are advised that there will be no refunds for time not used.  Occasionally, we will be out and about so you may wish to call or text if you plan to collect your child earlier than usual.

Children should be collected on time, at the contractually agreed time unless pre-arranged*. Collection should be made by a responsible adult known to both the child and myself.  Please inform me as soon as possible if a person other than those named in your child record form will be collecting your child.  I may request that a photograph of the person is sent via What’s app (you are responsible to obtaining their permission to share their image, images will be deleted once the child has been collected), or that they are given a password to let me know they are who they say they are. Without one or both of these I will not be able to release your child from my care.

Late fees will apply immediately after your child's contractually agreed end time and will be charged at £10 for every 15 minutes or part thereof for up to 30 minutes whereupon it will be £10 for every 5 minutes or part thereof.  These extra charges will be added to the next invoice.*

* For the purposes of this document 'pre-arranged' means at least 24 hours’ notice, and it must be mutually agreeable.*Please note that late fees are not intended to make me any extra income - they are in place to discourage late collections, as this can be upsetting to your children and be detrimental to the time I spend with my own children, they will be charged onto the following months invoice at my discretion.


Emergencies

Policy

Heaven forbid we should ever need to utilise this policy but your children's safety is paramount, and so I have put together a plan of action to ensure that in the unlikely event of any of the following situations we are able to stay as safe as possible.  This plan will be activated if there is a fire/flood/gas leak/intruder/local threat of terrorism.  The children and I will practice evacuating the premises regularly so that it would not be so alarming for them should it be a real situation.  They are reminded often that the best way to keep safe when out and about is to use our listening ears and follow instructions, and to stay where they can be seen.
Procedure

In the event of an emergency that requires us to evacuate the premises:

· Sound the alarm - I would alert the children to the danger by calling out to get their attention e.g. "Emergency!"

· We would leave the building by the nearest safe exit (those that cannot yet walk would be carried)

· I would ensure I have a register, contact details and my mobile phone with me

· Once we're safely assembled away from the house or situation, I would call 999 and follow the instructions given by the emergency services

· I would then reassure the children and check them against the register

· Then, I would contact parents/carers and arrange a safe place to wait with the children until their parents/carers can collect them

· I would not return to the building until the emergency services declared it safe to do so
· In the case of an intruder or terrorist threat when we are in it may be safer to 'lock down' the property and keep the children away from any danger. In this instance I would call 999 for emergency assistance and parents would be contacted as soon as it was safe to do so.

· In case of terrorist threat when we are outside of the setting we will follow the advice of The National Counter Terrorism Security Office (Nactso) which tells us to Run, Hide and Tell.
I will do my upmost to get children safely away from any terrorist incident which may occur, but if I cannot safely remove them from the situation I will find a place to hide with the children. I will try to ensure we have cover from any gunfire (e.g. behind substantial brickwork) and encourage the children to be as quiet as possible, ensuring I have any devices on silent.  If I can I will barricade or lock us in and move away from windows and doors whilst remaining aware of possible exits. Then as soon as possible I would dial 999 and report the incident, or if it is not safe to speak I will follow the directions given to me by the call handler.
Equal opportunities (including SEND)
Policy

All children in my care will be given the opportunity to reach their full potential.  This may mean that an activity will need to be adapted to tailor to a child's individual ability or stage of development, providing additional resources, time or support during a particular activity or routine.
I have read the Early years: guide to the 0-25 SEND code of practice (sept 2014) Department for Education document and am aware of my statutory duties and responsibilities under the reforms in the Children and Families act 2014 related to children that may come into my care who have, or may have special educational needs or disabilities (SEND). I will refer back to this document where necessary.  I will aim to support children and their families by signposting them to where they might receive help or assistance in meeting their needs. I will link closely with the local authority to assist them in delivering their Local offer successfully. 
I use the document Early Years Outcomes as a tool to assess children’s development and provide feedback to parents or health visiting teams highlighting where any additional support may be required.  I aim to make any adjustments or adaptations, or to provide additional resources as soon as possible to ensure children do not become frustrated or lack self-esteem.  In addition to my own observations and assessments I take into account concerns parents may have, and use information provided in children’s ‘all about me’ books, or given to me from other settings or local authority advisors. When supporting children with SEN I will take a graduated approach of Assess, Plan, Do, Review, referring to Chapter 5 in the 0-25 SEND Code of Practice, paragraphs 5.39 to 5.46 if needed.

I will work in cooperation with specialists such as speech and language therapists, educational psychologists, portage workers or specialist teachers where children continue to make less than expected progress despite intervention, and with parents consent.   
All children will be given the choice to play with all of the toys regardless of stereotypical gender definitions, unless health and safety is an issue.  I have no 'girl's toys' or 'boy's toys', just toys for children who wish to use them. I try to ensure the toys and resources that I have reflect positive images of children and people from different cultures and with different abilities, and that they challenge stereotypical ideas on the roles of males and females. I will aim to be a positive role model, and encourage older children to model exemplary behaviour to younger children.  Discrimination, whether for skin colour, culture, gender, ability or religion will always be challenged.  
Equal Opportunities (including SEND)

Procedure

In line with the Fundamental British Values of Democracy, Rule of Law, Individual Liberty and Mutual respect and tolerance children will be supported in: 

· Decision making through offering choices. For example choosing what to play with, what they would like to eat, which songs to sing or books to read and so on.

· Expressing needs and desires through language or another form of communication such as signing or using visual aids

· Using resources that promote sharing and turn taking, and reflect diversity in a positive way.

· Understanding and following rules, distinguishing right from wrong, learning to regulate their own behaviour and understand the behaviour of others.
· Developing a positive self-image and increasing their confidence through our interactions and by providing challenge to allow children to take risks where they can learn and develop, for example using playground equipment or mixing colours.
· Learning about their own culture and faith as well as the cultures and religions of others through sharing books, celebrating special festivals, cooking and eating food from around the world and providing multi-cultural resources where possible, thereby developing tolerance of others ideas and beliefs.
· Sharing information from home about special occasions, festivals or artefacts that may enhance learning and help to develop a healthy acceptance and respect for one another and an appreciation of our similarities and differences.

Fees (including Holiday allowances and charges)
Full Day


       Up to 10 hours of care


£42
Half Day
            
                    Up to 5 hours of care
                                        £24
Before/After school   
      per hour or part thereof including food
              £4
Hourly Rate
                   minimum of four hours will be charged               £5
(For those families that only require a few hours of care per day)
Unsociable hours   Any hours, or part thereof, before 8am or after 6pm 
£10

Term Time Only 

      Up to 10 hours of care per day
                           £45

Term dates for the academic year are added up to find the total annual charge.  This is then divided by 12 to give myself a monthly income and provide families with a consistent fee. Any days required over and above term dates are charged at the normal daily rate and are payable in advance of care. Separate invoices will be given.
Prices are fully inclusive of meals/snacks, drinks and outings.*

*Children that require formula/breast/alternatives to cow’s milk should bring enough for the duration of their stay. From time to time a contribution may be requested for bigger outings such as Theatre trips or zoo/safari park visits.
Hours may be negotiable. Please feel free to discuss your needs.

Fees are payable monthly in advance.  All fees are due on or before the 29th of the month to cover the following months care.  Any fee unpaid on the due date will incur a 5% charge for each day of late payment. If unpaid within five working days I reserve the right to refuse care.  Fees can be paid by standing order, BACS or cash. If monthly payments won’t work for your family please talk to me and we can make alternative arrangements.
Please note full fees will still be charged if a child does not attend for whatever reason with the only exceptions being:

· My own illness or inability to mind due to training or personal circumstance, when no charge will be made and a day in lieu will be offered, or the appropriate amount will be deducted from the next invoice.

· Pre-arranged holiday - with one months’ notice parents may take up to ten days at 50% fee to reserve their child's place. Any days taken over and above this will be charged at the normal rate.  I will take up to 25 days annual leave plus statutory holidays. During my annual leave parents will be charged at 50% fee to reserve their child's place. Statutory holidays will not be charged. I will inform parents in December each year of my holidays for the whole of the coming year.  I do ask that parents bear in mind that circumstances may change, but I will endeavour to always give at least 4 weeks’ notice.

 Late fees will be charged for collection after your agreed end time (see Drop off and Collections policy for details).

Food
Eating well is important to ensure a life free from health problems. I adhere to the guidelines on safe and hygienic preparation and storage of food provided by the Food Standards Agency in the ‘Safer food, better business for childminders’ book. 
As a food provider I have a responsibility to provide parents with allergen information. This will be done either verbally on request, or it will be added to my menus. I aim to provide children with a varied diet to meet their nutritional needs.  I allow independent choices from a menu for Breakfast. Lunch may be a sandwich (or alternative such as wrap, pitta or barm), soup, a pasta dish or something on toast, or it may make use of a previous days left overs to avoid waste. 
A range of healthy snacks are provided, with children being encouraged to access fruit independently. A home cooked dinner is available each evening.  Details of my menus are available on my website and I inform parents of what their child has eaten in their daily diary. I actively encourage children to make healthy choices and we talk regularly about what certain food groups help us with (e.g. carbohydrates can give us an energy boost, proteins can help us to grow and help our body to repair itself.)  We also regularly prepare foods or do cooking and baking activities together to promote foods positively and encourage children to try new things. 
Menus run on a three week rota and children are consulted about what they would like to see on the menu whenever they are updated (spring/summer and autumn/winter). They are subject to change, for instance where particular ingredients are unable to be sourced.  Children also get to choose a special ‘Birthday tea’ on their birthday (or a day closest to their birthday if they are not in with us on their actual birthday). 
Parents are asked to keep me informed of any allergies, dietary or lifestyle requirements. I will do my upmost to provide alternatives wherever necessary and will take precautions to avoid any risk of cross contamination. I do ask that parents provide all formula milks or alternatives to cow’s milk. You are also welcome to provide your own snacks and/or meals for children should you wish to do so. No discounts are offered if you do choose to forgo the meals and snacks provided.

Hygiene Policy
It is highly important to prevent illnesses and the spread of germs to ensure a happy, healthy setting. Especially given the recent pandemic! Therefore, the following hygiene procedures are in place and strictly adhered to.

Procedure

· Children are encouraged to wash their hands for at least 20 seconds upon entering the setting, after going to the toilet, touching animals and playing outside. We also ensure hands are clean before preparing or eating any meals or snacks.

· Paper towels are provided in the bathroom each day for hand drying.

· Children will be reminded to wipe or assisted with wiping their noses when needed. I will explain to them the importance of safely discarding of dirty tissues to prevent the spread of germs, following the ‘catch it, bin it, kill it’ government advice. I will also encourage them to cough or sneeze into the crook of their arm to minimise the spread of infection and ask parents to do the same.

· The changing mat and toileting area will be disinfected between children.

· I will adhere to hygiene routines and precautionary measures taught in basic food safety, such as avoiding cross contamination, ensuring my fridge is at the correct temperature and that food is stored correctly in it in order to prevent food poisoning. 
· High touch points such as light switches and door handles will be cleaned more often throughout the day, toys will be removed and cleaned whenever I feel there is a risk of infection (for example, if it was sneezed upon) and everything will be deep cleaned at the weekend, ready for the following week.
I ask that parents keep me informed of any illness your children may have and follow any advice or exclusion period as outlined in my illness policy.

Illness

Policy

As a working parent myself, I understand that is important that you are able to work. However, I have a responsibility to my own family and other children in my care to endeavour to maintain their good health. With this in mind I must ask that parents keep me informed of any illness their child may have. If they require Calpol to ‘get through the day’, then it is best that they are cared for at home and do not attend my setting until they are well again, or until the exclusion period suggested for any ailment has passed. 
Should your child or any member of your family present with one or more of the symptoms of Covid-19, such as a high temperature, a new, continuous cough or a loss or change to your sense of smell or taste you should stay at home or self-isolate for seven days and get a test. Family members living in the same house should self-isolate for 14 days. If the test is negative and your child is not unwell (letharigic and/or generally miserable or in need of Calpol to feel ok) then you can stop isolating and return to the setting. If the test is positive you should continue to follow the government advice on isolating.  The latest advice can be found at www.gov.uk/coronavirus.
If a child is prescribed antibiotics for any reason they should stay at home for at least 24 hours after their first dose to ensure they do not suffer any allergic reactions.
If your child becomes ill whilst in my care, I will make them as comfortable as possible and isolate them from the other children. I will then contact you and ask you to collect your child as soon as possible.  I would reassure your child and continue to care for them until you arrive.  Where the symptoms are consistent with those of Covid-19 I may wear a face mask and/or other personal protective equipment.
If your child is unable to attend due to illness you should call as soon as you can to let me know.  I would still expect to be paid for their place as agreed in your contract.

If I or        Should I or a member of my family become unwell I will contact you as soon as 
possible to let you know the symptoms and whether I consider myself able to work or 

not. For instance my husband or children may have colds or be vomiting, but are able to isolate upstairs.  With this information you may or may not decide to bring your child in to be cared for. Obviously,if the symptoms are associated with Coronavirus I will need to close my setting for up to 14 days or more, until all members of my family are ‘in the clear’.   

i
If I am able to work but you choose not to bring in your child I would still expect to be paid for their place.  If I am unable to work for any reason I do not expect to be paid. 
Parents should also be aware that whilst Coronavirus infection rates continue to fluctuate, there is a very real risk of ‘Local
 Lockdowns’.  This could mean closure of my setting due to a minded child becoming infected and everyone connected needing to isolate, or it could be on a larger scale and mean a whole town or postcode area needing to be on lockdown.  
Please ensure you have spoken to your employers about how this might be handled and have a backup plan for care of your child in such an event. 
For non Coronavirus related closures I have a couple of childminders who might be able to help should their ratios allow (phone numbers can be provided as necessary).  You could also contact Sefton Families information services on 0845 140 0845 who will be able to provide a list of local minders. Alternatively you could check the local listings on www.childcare.co.uk or arrange with a family member or friend to cover care.
Illness (prevention)

Procedure

I will take the following steps to promote good health within my setting:

· Follow and adhere to the government guidance for infection control given in this document: https://www.gov.uk/government/publications/infection-control-in-schools-poster
· Hand washing will be encouraged after toileting, before handling food, after petting animals and whenever the need arises

· Children will be encouraged to use tissues wipe noses, and to catch coughs and sneezes in their hands or the crook of their arm, and then to put tissues into the bin and wash hands

· Hygiene will be a priority - surfaces and equipment will be cleaned regularly with an antibacterial cleaner, bins will be emptied as necessary and disposable gloves will be worn for nappy changes, then disposed of immediately

· Ask parents to keep me informed if their child has been diagnosed with an infectious disease so that I can let other parents know
· Some diseases require me to notify OFSTED if a child in my care is diagnosed with any of them.  For a full list of diseases, please visit www.hpa.org.uk.  As of April 2010, it is no longer a requirement to notify the following diseases: dysentery, leptospirosis, ophthalmia neonatorum, relapsing fever and viral hepatitis. These and other diseases that may present significant risk to human health may be reported under other significant disease category.
· Follow government guidance in relation to the Covid-19 pandemic, and ask parents to keep abreast of any updates to the guidance also.
I ask you as parents to help teach your child basic health and hygiene strategies, and use your best judgement as to whether or not your child should attend if they seem unwell.  You should bear in mind that if you choose to send a poorly child in to be cared for, not only is there every chance you will be called to collect them again, but it could also mean I, myself am taken ill and will have to close which would inconvenience everyone! 
Lost Child
Policy

The care of your child is paramount and I will always try to ensure that they remain within sight or hearing distance of me, and are safe. I may use harness style back packs to ensure children do not wander too far in busy or dangerous places.
However, sometimes children can become ‘lost’ in busy places and therefore as a responsible childminder I have written a procedure that will be followed in the unlikely event of this happening.

Procedure

· I will carry a lanyard with a photo keyring of each child that is out with me, including emergency contact details
· I will immediately raise the alarm to all around me that I have lost a child and enlist the help of everyone to look for them using the photo keyring to identify the child
· If it is a secure area such as a play centre, I will quickly alert the staff so they can seal off exits and monitor the situation on any CCTV

· I will provide everyone involved in the search with a description of the child.

· I will reassure the other children with me, as they may be distressed

· I will  alert the police and provide a full description

· I will then alert the parents of the situation

I take precautions to avoid situations like this happening by implementing the following measures:

· Ensuring the children hold my hand or the pushchair whilst we are out

· Using harness style backpacks to keep children safely near to me

· Avoid going to places that are overcrowded, for example visiting tourist attractions at busy times
· On outings the children wear wristbands or key rings attached to zips or belt loops with my mobile number on them

· I teach the children about the dangers of wandering off and advise them of who would be a good person to approach if they find themselves separated from me
· We also talk about letting me know if they are going somewhere and not going off with anyone without checking with me first, whether the person is known or unknown to them.
Managing behaviour

Policy

In my setting I always aim to promote positive behaviour through positive reinforcement.

I lead by example, being a positive role model, and I encourage older children to model positive behaviours for younger ones. I reinforce children’s understanding of my house rules* and how I expect them to behave with reminders and chances to make better choices. I will be consistent in my enforcement of the rules so as not to cause confusion, and I ask that when in setting parents support me in this. 
Children will misbehave for many different reasons, the most common being tiredness, hunger and insecurity.  Therefore I will endeavour to follow routines that will help your child to feel safe, and avoid them becoming too hungry or overtired.

Regardless, all children misbehave from time to time and I will use certain strategies (such as distraction or offering the child the chance to get some space away from the other children) to diffuse any such behaviour. I may encourage your child to spend time sitting with me in order to help them co-regulate emotions if they become too angry or upset. Rest assured I will NEVER smack, shake, hurt or intentionally humiliate your child. If your child does misbehave I will let you know by writing about it in their contact book, or sending you a private message stating what happened and how I dealt with it.  In most cases, no further action would be required.  Punishing a child after the event achieves nothing but confusion and upset.  If you have any concerns regarding the managing of your child's behaviour I would be happy to discuss this with you.  It is important that we work together to provide a consistent approach to behaviour management so as not to confuse your child.

I always welcome input regarding behaviour management and house rules from both parents and children.

Procedure
Positive behaviour will be encouraged by:

· Setting a good example

· Praising and pointing out all general good behaviour

· Making each child feel valued by giving them individual attention and listening to what they have to say

Negative behaviour will be discouraged by:

· Distraction.  Removing the child from the situation and giving them a different activity or task such as waiting for a sandtimer to run down, allowing them to refocus their attention
· Ignoring.  I will do this only if I feel the behaviour is deliberately being done to get a reaction

· Talking to the child - if the child is able to understand I will discuss their behaviour with them and try to help them to appreciate the consequences of their actions on others

· Calming space - the child would be offered the opportunity to step away from the situation and get some space. For example we may cuddle up and share a book. 
*House rules*
In Claire’s house we use kind hands and kind words. 
We walk inside and we only put bottoms on seats (no feet!). 
We help one another.
 If we CHOOSE a toy or activity, or if we USE it then we help to PUT IT AWAY when we’re done. 
(I have highlighted those specific words as the mantra I use as a reminder is “Choose it, use it, put it away.” When toys are left out unused.)
Medicines

Policy

I am not at liberty to administer any medicines to your child.  However, I will offer to administer any medicines prescribed to your child by a medical professional only when given specific information with regards to dosage and where necessary technique. 

Upon request, and with written confirmation (by text or hand) I will administer children’s paracetamol or other age appropriate pain relief (such as teething powders) in the dosage recommended by the manufacturer only if your child becomes unwell whilst in my care. I will apply sticky plasters or 'magic creams' to appease children with bumps, cuts or grazes where appropriate at my discretion, unless specifically asked not to by a parent or guardian.  I do the administering and/or applying out of the goodness of my own heart and therefore no responsibility will be taken.  I reserve the right to refuse to administer medicines.

When a child is prescribed a medicine they have not taken previously (such as antibiotics) then I ask that parents keep them home for 24hours following their first dose to ensure there are no allergic reactions.

Procedure

· Parents must sign their child’s ‘accident, incident, medicine’ book to specify the name of the medicine, dosage and interval between dosage or the time the medicine is to be given for any medicine required, this signature confirms  their consent for me to do so. If a child develops a cough/cold, or is teething and requires medication whilst in my care I will text for parental consent before administering the medication regardless of whether or not the permission/medicines form has been signed. This is to doubly ensure consent given is still felt appropriate.

· Parents that would prefer the use of sticky plasters or 'magic creams' not be used for their child should inform me at their earliest convenience in writing.  If no such written documentation is received I am to assume that such practices are deemed to be acceptable and no responsibility will be taken by me.

· I will record any medication administered in the child’s ‘accident, incident medicines’ book. This information will be kept for at least five years and will be available for parents to view upon request.

Outdoor Play Policy

Outdoor play is beneficial to children in so many ways.  It significantly reduces the risk of child obesity by providing plenty of opportunity for physical activity. It boosts our vitamin D levels which is great for growth and strong bones.  Free play outside allows children to let off steam resulting in improved concentration skills, reduced aggression and increased happiness.

Playing in the great outdoors gives children a better awareness of both themselves and also the world around them. They get to test out what their bodies can do...

Running, jumping, stretching, climbing, balancing, twisting, turning and so on. They discover their own limits and how to manage risks, gaining first-hand knowledge about what is safe and what is not. They even begin to consider what we need to do to keep warm (move, add layers) or cool down (find shade, remove layers).  All valuable skills for life!

I aim to allow children to play outdoors as often as they choose and we will go out in all weathers.  I will of course assess each day the risks of the weather we are faced with and make appropriate judgements as to when we can go out, where and for how long, as well as what we will need to keep us happy and safe. For the time being (in light of the pandemic) we are trying to avoid very busy places and where we do come into contact with others I am reminding the children to keep their distance.
I ask you as parents to dress your children appropriately for the weather conditions on the days you attend.  This includes bringing hats, scarves, gloves, waterproofs, a change of clothes and appropriate footwear such as wellies or shoes that offer freedom to move, sunglasses and sun lotions in with you. 
I can GUARANTEE messy children so I cannot stress enough,  please make sure you do provide wellies, waterproofs, warm layers and a spare set of clothes that you are not overly fond of!

Parents as Partners Policy

I will strive to promote positive parent partnerships. 
This means I will do all I can to ensure we all work well together to offer the best possible care for your child.  As parents, you are the first and most enduring source of information to your child. Their opinions, actions, thoughts and feelings are ultimately shaped by yours. I will work alongside you to complement and build upon the foundations of their learning with you.  I ask for your support to aid me in delivering a service that recognises the importance of continuity of care between your home and mine.  You know your child better than anyone else, by sharing information with me, you give me the chance to understand your child better. Thereby enabling me to offer a personalised service which is tailored to your child’s preferred learning style and interests. This in turn will help to make them feel comfortable, confident and valued here with me.

Procedure

Before your child begins I send home an ‘All About Me’ booklet and ask that it is filled in and returned. This gives me a deeper insight into your child’s life, helping me get it right from the start. I will ensure there are plenty of ways for parents to talk to me about their child.  We can chat briefly at the start and end of sessions (though bear in mind I may have other children to take care of),  use text messaging or ‘What’s App’ to keep in touch throughout the day or out of hours.  I can also be contacted by email: clairebairdchildcare@gmail.com or by phone.  I am always open to arranging meetings without children present at mutually convenient times.  

Parents are welcome to stay for a short amount of time at the start of their child’s first few session wherever necessary. Though I recommend keeping the amount of time short, gradually decreasing until the child and parent are able to separate fairly promptly.  With the current worries of infection transmission I am trying to keep visitors to a minimum. Though it seems quite abrupt initially it does avoid prolonging any distress, as well as ensuring minimum disruption to the other children and our daily routine.  If your child really does not settle, rest assured I will contact you. I would not wish to have a distressed child here anymore than you would, but do urge you to give them time to get used to the process.
I will report back to parents about their child’s day and how their basic needs have been met both verbally and via What’s app messages. I will also keep an online learning journey (Tapestry) highlighting your child’s learning and development whilst here with me, which can be accessed at any time through the website or app. Once your child moves on or turns 5 years old their Learning journey will be emailed to you as a PDF.

I will not retain a copy of your child’s learning journey and all information in it will be deleted from my system unless I feel there is a legitimate reason for me to keep any of the information. In this instance parental consent will be sought.
I will post information on my website:    www.clairebairdchildcare.wix.com/earlyyears
If a circumstance should require immediate attention I will call.

I do ask parents to appreciate that phone signals can mean calls and text messages may not always be received and it is your responsibility to ensure I am informed, where needs be.  Also, I may not always be able to respond as quickly if I am attending to the children, they are my priority. I also ask you to please respect the fact that whilst I do love my job, I also really value my home life and time off. Therefore I greatly appreciate you contacting me during working hours where possible.
Photographs, Social media and Technology

Policy

In order to fully document your child’s learning journey here with me I take photographic evidence and on occasion may video key moments to share with you. I use mobile devices (which are passcode protected) to take photographs and these images are moved on to Tapestry or my laptop (both of which are password protected), as soon as possible. Some images may also be shared directly with parents via What’s App messaging (which is end to end encrypted), printed for use in learning journey files or in setting, or shared on my website as a promotional tool for my business and/or inspiration for other professionals and families.  

Once uploaded to Tapestry, used on the website or sent to parents’ images will be deleted from my mobile device though they may still be stored on my laptop for the purpose of creating memory videos when children move on to new settings/school. Parents should be aware that due to the nature of children’s play and social interactions your child’s image may appear in another child’s learning profile. From time to time I may capture group images to share with parents in What’s App and in these instances I may share images with the parents of the children in the image. If you would prefer me not to share group images with your child in you can let me know in your permissions forms, which you are able to update at any point.
I also ask you to appreciate that in today’s society of mobile devices ensuring that nobody else takes photos of your child can be difficult. However, I will endeavour to ensure that nobody else takes photos of your child without prior permission. I will do this by ensuring that no person other than I has unsupervised access to your child, and at my discretion asking people I perceive to be taking photos to ensure your child is not in shot. 

I ask that you use the tick boxes on the permissions form to clarify what is and isn’t acceptable to you in compliance with GDPR.  

Mobile Phones/devices – I will always aim to use my mobile phone and any devices responsibly.  Photos taken will be necessary to document a child’s learning or experience here, or to reassure parents and will be stored and used as outlined above.  I will not make or take any unnecessary calls during minding hours unless the children are asleep and I am free to do so.  This also applies to posts and interactions on social networking sites. I ask that parents and visitors to my setting are respectful of the fact that mobile phones and devices should NOT be used around my minded children. I appreciate that busy lifestyles mean you may need to be contacted, and I accept that parents may need to make calls or send messages, but I ask that it is done in a room separate to where there are any minded children.  I also ask that parents do not use their devices to take photos of any child in my setting other than their own without first gaining permission.

Photographs, Social media and Technology (Continued)
Technology – your child will be encouraged to embrace technology within my setting.  They may have access to electronic toys, cameras, laptops, tablets, game consoles, audio devices such as CD players or MP3 players and television.  This is in order for them to become adept at safely managing these modern day challenges.  Any equipment used will be closely supervised and age appropriate, as will any internet access. Appropriate blocking mechanisms will also be employed where necessary.  Children will be taught the SMART rules for using the internet safely.  These can be found at www.kidsmart.org.uk
Social networking and website – I will always aim to use this responsibly and respectfully.  I ask that parents do the same. If you are going to forward any media sent to you from my setting I ask you to ensure that no children other than your own are in shot. I would also prefer for any images or videos with myself or my own family in shot to not be shared anywhere. I appreciate your co-operation in this matter. As mentioned previously, photographs taken by me may be used on my setting website to promote my business and share ideas and inspiration with families and other professionals. No names will be used to identify children. 
Safeguarding (including Prevent Duty and allegations made against myself or my family)
Policy

My responsibility as a childminder is first and foremost to ensure the welfare and safety of the children in my care.  I am aware of the signs and symptoms of child abuse, physical, emotional, sexual and those of neglect and I regularly review the NSPCC website to refresh my knowledge and awareness. Should I have any cause for concern I have a duty to report it. I will report any concerns without delay to minimise any risk to the child.

In circumstances where abuse is suspected I will not be able to assure confidentiality of information relating to your child as it would need to be shared with Ofsted, Social Services and the Police if requested. Any concerns will be shared only with people who need to know.  

As you can appreciate my role as a childminder working alone puts me in a vulnerable position with regards to allegations of abuse being made against me or my family.  I will take precautions, such as ensuring everyone over the age of 16 living or working in my setting are CRB cleared, and noting all visitors to my setting, ensuring they are never allowed unsupervised access to the children in a bid to prevent this from happening. Further to these precautions I will: 

· Where possible, not allow workmen in the house during minded hours unless it is to repair an emergency service or for Health and Safety reasons and parent’s have been informed
· Document every accident and incident that occurs whilst a child is in my care, inform parents and request that they sign my records

· Note any marks on children as they arrive or are discovered and ask parents to inform me of any accidents that may have occurred outside my care

· Ensure the children are supervised at all times

Keep accurate records on each child and write a daily diary. Despite this, sometimes allegations are made and in this unfortunate situation I would gain support and professional advice from the relevant organisations.

Procedure for allegations made against me or a member of my family

In this circumstance I would gain support and professional advice from the relevant organisations and follow the procedure outlined in my Local Safeguarding Children Board leaflet ‘What Happens When an Allegation is made against a Childminder’.

 I will also contact the following agencies as required:

· OFSTED (within 14 days of allegations being made) 0300 123 1231

· Merseyside police on their non-emergency number 101

· Designated Officer for the Local Authority  (DO)  0151 934 3783/07739 920881

Safeguarding (cont.)

 Additionally, I will keep a detailed record of all related incidents, including what was
said and by whom, with times and dates.  I will also ask any witnesses (if there were any) to write a statement detailing the incident they witnessed, stating their contact details in case it needs to be followed up by the authorities

Procedure for safeguarding children in my care

If I have any reason to believe that any child in my care is being abused in any way I will:

· Keep accurate records of concerns, detailing:

· child's full name and address

· date and time 

· factual details of concern (e.g. bruising, what was said by the child in their exact words, who was present)

· any previous concerns

· any action taken such as speaking to the parents

· any explanations offered by the parents

· Report concerns to the following relevant agencies:

· Sefton Local Safeguarding Children Board
 http://www.seftonlscb.co.uk/
     0151 934 4706/3366
· Liverpool Police 0151 709 6010

· OFSTED Whistle blower Hotline 0300 123 3155 

· I am aware of the requirement for me, as an early years provider to follow the guidance provided in the document Prevent Duty Guidance for England and Wales. A copy of which can be found here: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/417943/Prevent_Duty_Guidance_England_Wales.pdf) 

In particular the information relating to schools and registered childcare providers.
· I carry key rings attached to a lanyard which have a photo of each child with me and emergency contact details in case anything should happen to me when we are out and about. On outing further afield I also attach key rings to zips/belt loops, or put wrist bands on the children that have my contact details on them. Children are advised who to approach and share these details with (for example, on a museum trip I would help the children to identify employees) to ensure I can be reach should a child become separated from the group.
· I update my knowledge and awareness of issues that may affect the safety of children in my care by regularly attending Local authority Safeguarding update courses, checking the LSCB website and noting in particular their seven minute briefings, completing online training and following relevant organisations (including, but not limited to Sefton LSCB, NSPCC, Lullaby Trust and PACEY) on social media.
Socialising, outings and family commitments

Policy

As a home from home setting I feel it is extremely important for me to take the children out and about to meet and interact with others, thereby helping them to become aware of their local and wider community.  I will always do so in a strictly professional manner and any socialising we do will be of some benefit to the children. For example we may meet up with other local childminders and their charges, not only giving the children chance to practice social skills and engage with their peers, but also to get them acquainted with other minders who may be required to care for them in emergencies or to cover holidays/illness.

We will go to a variety of playgroups, on visits to the park, beach and library and from time to time, further afield. This is to enable the children to explore a variety of environments and get to grips with new and interesting challenges and experiences. I will always endeavour to inform you in advance if we are going on any day trips, and I may require you to leave an appropriate child car seat for use on such days. We will often attend school plays, sports days and the like which my own children are involved in. This is a great way to introduce the younger children to the idea of school and build some familiarity and excitement for when they themselves get to go to school.
I will always try to make any appointments for personal matters outside of minding hours, though as you can appreciate I work long hours, every day.  Rarely, I might need to attend appointments for myself or my own family and, where appropriate, I will be happy for minded children to come along. This would only be when absolutely necessary and as a way of ensuring your working day is not disrupted due to me needing to keep an appointment. If for any reason it would not be appropriate for children to accompany me, I will endeavour to give as much notice as possible and aim to make appointments towards the end of the day to minimise any disruption to your work commitments.
Finally my own family and I have commitments with external groups and activities.  My Husband will usually try to negotiate the children’s clubs and activities, but from time to time I may need to drop off or collect my children.  If it is at a time where you would normally be collecting your child I will inform you so that we can make arrangements. This is of course another reason that I ask you to collect promptly at the end of the day as per the Parent Partnership Policy. 

Transitions

Policy

Trying new things, and changes to our normal experiences can be daunting, even as an adult.  I realise that it can be especially upsetting for young children (particularly those with SEND) and new parents, and I’m very sensitive to this.  Before you start here with me I urge you to visit with your child – at least once, but I encourage as many visits as it takes for you both to feel comfortable.  I offer two complimentary sessions of up to an hour each time once a contract has been agreed*.  

Before the full contract commences I insist on a settling in period of four weeks.  Settling in sessions are a useful way of ensuring that both you and your child feel comfortable with me. 

 I usually recommend leaving your child for a couple of hours on your first session, then increasing to a half-day session and building up to a full day.  This can help your little ones become familiar with me and my setting and get used to the idea of being left here, whilst gradually coming to the realisation that you will return for them.  This also means we have four weeks to decide whether or not your child is going to be happy here* and, that you are completely satisfied with the care they are receiving before committing to the full terms and conditions of the contract!

A reminder that, though the information I gather (on forms and in your childs ‘All About Me’ book) may seem time consuming and obvious, it is crucial to helping me better understand your child and family preferences and lifestyle. This allows me to care in a way that is comfortable and reassuring for your child. As stated in my Parent Partnership policy, parents are encouraged to keep in touch and check in with me throughout the day if they feel they want to.  I do ask you to remember that I will be busy minding and the children always come first. As such I may not always be able to respond as quickly as I’d like, or talk for too long at the start and end of sessions. Most of the information you need about the day will be in your child’s daily diary. If there’s anything more you wish to ask or address please message me and I will get back to you as soon as I can.
I will always aim to promote positive links for your child in their next steps too. Be it that they move on to nursery or school, move house or become a big brother or sister, I will do my upmost to offer support and information to you and your child that will help you both move on with confidence.

I often try to visit new settings with your child to promote it in a positive light, and to share information that may be useful. Depending on the child, we may make photo books and talk about the change to ease the adjustment to a new setting by helping them become aware of what to expect. Some settings are more open to working in partnership than others so this may not always be possible. At the very least I will write to your child’s key worker or teacher given a quick round up of my assessments of their learning and development. 
These policies were updated July 2020 to reflect the current situation with the Corona Virus Pandemic. 

All Policies will be reviewed January 2021 unless there are any new laws or legislation introduced which may affect these documents.












Please take time to read and understand these policies and procedures.  It is important that we are all reading from the same page to ensure a comfortable working relationship together.  These policies and procedures are in alphabetical order, not in order of importance so please do ensure you read them all – you may be asked to sign to say you are aware of, and are happy to abide by some of them.





Emergency plan





Policy - Heaven forbid we should ever need to utilise this policy but your children's safety is paramount so I have put together a plan of action to ensure that in the unlikely event of any of the following situations we are able to stay as safe as possible.  This plan will be activated if there is a fire/flood/gas leak/intruder/local threat of terrorism.  The children and I will practice evacuating the premises regularly so that it would not be so alarming for them in a real emergency situation.





Procedure - In the event of an emergency that requires us to evacuate the premises:


Sound the alarm - I would alert the children to the danger by calling out "emergency!"


We would leave the building by the nearest safe exit (those that cannot yet walk would be carried)


I would ensure I have a register, contact details and my mobile phone with me


Once we're safely assembled away from the house I would call 999 and follow the instructions given by the emergency services


I would then reassure the children and check them against the register


Then, I would contact parents/carers and arrange a safe place to wait with the children until their parents/carers can collect them.


I would not return to the building until the emergency services declared it’ safe to do so


In the case of an intruder or terrorist threat it may be safer to 'lock down' the property and keep the children away from any danger. In this instance I would call 999 for emergency assistance and parents would be contacted as soon as it’s safe to do so
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