Netherthong Playgroup

A brief outline of the our policies and procedures

We realise you have busy lives and that finding the time to read our full policies and procedures is difficult, so here we intend to outline briefly what the content of some of the full documents are.

We would still advise that you read the full documents, they can be found in the blue policies folder kept on the cupboard in the foyer.  Please ask staff to direct you to it.
During your child’s induction session you will be shown the full policies and procedures and will be asked to sign that you have read, understood and agreed to them. It is in your interests to ensure you are aware of their content.
Safeguarding/Child protection policy

This policy tells you how we will ensure the safety of all the children in our care. It tells you what steps we will take should we have a concern over the welfare of any child and the procedures we will follow and the disclosures we will make to other organisations if we suspect a child is being abused either emotionally, physically, sexually or through neglect.  Our policy also covers what we will do in the event of any complaint or concern about a member of staff.

Staff have all undergone safeguarding training and are aware of the procedures to follow. It also informs you of how you can take any concerns you might have in confidence to staff.

Concerns and complaints

This document tells you how we deal with any concerns or complaints about the provision we offer to you and your child. It outlines how you can complain and the steps we will take to address any concerns or complaints. It also tells you how to contact OFSTED with any complaint.  Please talk to us first if you have any concerns, but if you still feel that you would like to make a more formal complaint, please ask a member of staff for a copy.

Confidentiality

This document tells you how important we feel it is that the rights of children and their families are protected from gossip or hearsay. We will never discuss your child with someone else nor will we discuss another child with you. It tells all adults using or working with the Playgroup of their responsibilities in ensuring the individual needs of the children remain confidential. (See our Safeguarding policy for more details on disclosure)

Equality and diversity

This policy tells you how we ensure that all children and their families, regardless of ethnicity, gender, family background, culture or ability will be able to access our setting and all the activities. We aim to be fully inclusive of all in the community.

Behaviour management

We have strict guidelines in place to ensure that all adults in the setting behave in an appropriate manner to all children. This policy informs you of how we manage behaviour, who our behaviour officer is and how we will work alongside parents/carers to help the child manage their own behaviour.

Medication / Illness 
This policy tells you of your duty to inform us of any medication your child is taking and any medical condition that may affect your child’s time with us.

It tells you how and when we will administer any medicines.

Admission & Waiting lists
This tells you how we administer our waiting list and the steps we will follow to try to consider when specific sessions have been requested.  
Health and safety 

We aim to keep all our service users safe and free from unnecessary risk of accident. This policy tells you how we manage this.

Uncollected Child

This sets out how we will proceed if you do not turn up to collect your child at the end of the session and we are unable to contact you.  Please make every effort to ensure that you have made alternative arrangements in case of emergency, just in case.

We hope this short outline has been helpful but we would still urge that you read the full documents as soon as possible after your child starts with us. Its in your best interest to understand how we operate.

A complete list of policies we keep:

1. Access to information
2. Accidents and Illness
3. Admissions & waiting lists
4. Arrivals and Departures
5. Behaviour Management 

6. Complaints
7. Confidentiality
8. Confidentiality statement sheet
9. Early Years Transfers
10. Emergency closure 

11. Equality and Diversity
12. Fire Safety
13. Fire evacuation poster
14. First Aid
15. Food and Drink
16. Health & Safety
17. Maintaining Children’s Safety
18. Managing children with allergies and who are sick or infectious
19. Illness and exclusions
20. Missing child
21. Non collection of a child
22. Parental involvement
23. Parent Rota information sheet.
24. Parent Rota letter
25. Safeguarding children
26. Smoking
27. Special Educational Needs (SEN)
28. Staff development and Training
29. Student placements and Volunteers
30. Sun Protection
We aim to review all the policies annually, but update in line with new legislation and current ideas.
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