Station House Community Association

Delivery of quality childcare services Policy

Statement of intent

Station House Community Association Ltd (SHCA) wants to ensure that every child has access to quality childcare services. 
Aim

To ensure that all children receive quality provision in a fair and safe method.  
Playgroup: We offer up to 24 places: 22 are reserved for funded children and 5 for unfunded children. If either service is under subscribed children from the alternative cohort can be offered the place
Admissions
· When a parent/carer contacts Station House enquiring about a place for their child they will be given all the relevant information about whichever group they wish their child to attend.

· If a place is available immediately they are invited (along with their child) to have a look round and meet the staff.  If the parent then requires the offered place then the registration forms are completed.  These include the terms and conditions for that particular group.

· Where a service user has particular needs, wherever feasible, these needs will be met. We actively welcome service users to all our activities regardless of their abilities.

· First session is free for all paid for services

Waiting List

· If we have a waiting list at any of the groups then the following procedures will apply.

· The parent/carer will be informed there is not a place available at the present time and their child will be placed on the waiting list.  An application form will be completed and placed in the waiting list file.

· Paid for places at playgroup will be admitted by date of birth order from the waiting list. Where children are in receipt of other childcare services priority will be given to children without any placement. 
· Where places are funded by an external organisation their criteria are given priority. 
· Where it demands, we hold different waiting lists for each service depending on the funders criteria.

· Children at the out of schools club will be admitted on  a first come first served basis unless we already have a sibling attending the group when they will be given priority.

· Parents will be notified in writing or by phone when a place becomes available for their child to attend. 

· A registration form will then be completed and a copy of the terms and conditions given.
Induction for playgroup services

· Prior to children attending a sessions, parents/guardians are invited with their child to an induction. At this session all completed paperwork will be collected and the key worker will work with the parents/guardian to ensure that both the child and adults are well prepared for this transition. 

· Following a successful induction, the child will be invited to a phased attendance, normally 3 x 1 hours sessions (10.30am – 11.30am, then 9.30-10.30am finally 11.30 – 12.30pm). Once these have been completed then the child may attend full sessions. 

· This is only a template and is amendable to meet the needs of the individual child, meaning that if the child is not settling well, it may be extended so that reduced hours is extended over more weeks to ensure that he/she only attends full sessions once comfortable and settled properly.  

Playwork Principles 

These principles establish the professional and ethical framework for playwork and as such must be regarded as a whole. They describe what is unique about play and playwork, and provide the playwork perspective for working with children and young people. They are based on the recognition that children and young people’s capacity for positive development will be enhanced if given access to the broadest range of environments and play opportunities. • All children and young people need to play. The impulse to play is innate. Play is a biological, psychological and social necessity, and is fundamental to the healthy development and well being of individuals and communities. 
• Play is a process that is freely chosen, personally directed and intrinsically motivated. That is, children and young people determine and control the content and intent of their play, by following their own instincts, ideas and interests, in their own way for their own reasons. 
• The prime focus and essence of playwork is to support and facilitate the play process and this should inform the development of play policy, strategy, training and education. 
• For playworkers, the play process takes precedence and playworkers act as advocates for play when engaging with adult led activities. 
• The role of the playworker is to support all children and young people in the creation of a space in which they can play. 
• The playworker's response to children and young people playing is based on a sound up to date knowledge of the play process, and reflective practice. 
• Playworkers recognise their own impact on the play space and also the impact of children and young people’s play on the playworker. 
• Playworkers choose an intervention style that enables children and young people to extend their play. All playworker intervention must balance risk with the developmental benefit and well being of children.
Risk in play
SHCA take every precaution to ensure that all stakeholders remain safe, however accidents do happen. All our activities are risk assessed and the risk benefit is assessed. To help children build a resilience they need to learn how to manage risk and we encourage this by demonstrating how to minimise risk but still partake in activities that have a learning benefit. Adults role model safe behaviours, children are included in discussions before during and after activities to enable them to understand action and consequence. 
Whole setting physical play

SHCA seeks to provide quality, safe play opportunities and maximise the potential of outside play. We aim to give the children opportunities to develop as individuals through play experiences. We aim to provide exciting activities which stimulate curiosity and imagination. We aim to offer opportunities for social interaction, collaborative learning, exploration and the broadening and expansion of existing relationships. Children learn by experimenting by exploring the relationships between themselves and everything else in the world. Play is a vehicle which enables these relationships to develop into understanding.  When children play we acknowledge that they may encounter some minor injuries and this is part of the play/learning process. We manage play to reduce injuries but total elimination of any accident or injury would inhibit good play.
Methods

Role play and imaginative play are every day activities. Role play including small world play gives opportunities for children to interact with peers, problem solve and try out different roles. Role play cloths are carefully chosen to give a range of experiences with buckles and buttons etc. to develop dressing skills and nurture independence. 

Physical play is planned as a daily occurrence. A range of resources to encourage both adult lead and independent play are available. Appropriate clothing for all weathers is available for children who are not suitably dressed. Whilst playing together children learn to negotiate, learn physical control, problem solving and skills based movements. 
Creative play includes crafts, arts, music and technology. Children have daily access to a variety of materials and can explore and problem solve in a variety of mediums. Fine motor skills are developed and hand eye co-ordination skills are enhanced. Colour and pattern recognition can be developed, and support the development of listening skills and following of instructions.

Investigative play is experienced through the use of den building, construction toys, sand, water, gardening and metal detecting. Both fine and gross motor skills are refined, and opportunities to work collaboratively to problem solve, and follow instructions are supported. 

Social skills are core to every child’s development. We encourage children to sustain play, negotiate and express their views in a non confrontational way, and experience opportunities to influence their own opportunities. Respect and good behaviour is expected at all times, good behaviour is rewarded, and when necessary sanctions for bad behaviour implemented. 
Food and Drink

At snack times we aim to provide nutritious food, which meets individual dietary needs.  For childcare activities we aim to meet the full requirements of Ofsted’s care standards on food and drink.  

Methods

· Before a child starts to attend any childcare session, we find out from parents their children’s dietary needs, including any allergies and form an allergy plan to meet their needs.
· We record information about each child’s dietary needs in her/his registration record.

· We regularly consult with parents to ensure that our records of their children’s dietary needs – including any allergies are up to date.  

· We display current information about individual children’s dietary needs so that all staff and volunteers are fully informed about them

· We implement systems to ensure that children receive only food and drink which is consistent with their dietary needs and their parent’s wishes.
· We display the menus of snacks for the information of parents

· We  include foods from the diet of each of different cultural backgrounds, providing everyone with familiar foods and introducing them to new ones

· We require staff to show sensitivity in providing for children’s diets and allergies.  Staff do not use a child’s diet or allergy as a label for the child or make a child feel singled out because of her/his diet or allergy

· We organise snack times so that they are social occasions and help children develop manners and appropriate mealtime behaviour.
· We use snack times to help children to develop independence through making choices, where appropriate serving food and drink and feeding themselves

· We ensure that staff are sitting with children whilst eating. Staff must remain with the children wherever possible.
· We ensure that there is a minimum of one member of staff in attendance with a valid paediatric first aid certificate 
· Any incidence of choking needs to be recorded including where and how the child choked and that parents were made aware.
· We provide children with utensils which are appropriate for their ages and stages of development and which take account of the eating practices in their cultures.

· We have fresh drinking water and fruit constantly available for children.  We inform the children about how to obtain the water and that they can ask for water at any time during the session

· For children who drink milk, we provide pasteurised milk
· We actively support breastfeeding mothers

Food storage and preparation

· Staff who prepare food will all have suitable qualifications

· Food will be stored and served in such a way as to minimise the risk of food poisoning

· All food is stored in suitable conditions to maintain the highest standards of quality

· Food is prepared and cooked to standards set by the regulatory body

· All hot food is checked with a food thermometer to ensure that it reaches a minimum of 75C, this is recorded

·  Fridge temperatures are taken and recorded twice daily

· Staff and volunteers who prepare and cook food must wear suitable protective wear 
Sunsafe

SHCA wants to ensure that all risks associated to sun exposure are managed well, we want staff and children to enjoy the sun safely .We will work with the children/parents and staff to achieve this by ensuring the following: 

Methods 

· Sunscreen will be available for use but parents may bring in their own in a marked bottle for their own child’s use.

· We will only apply sunscreen, either the child’s own or our supply, if we have your written consent to do so. 

· We will use the sunshade to provide shaded areas for children in the garden. 

· We have a box of sunhats for children’s use in the garden, in case they have not got their own. 

· Sunscreen will be encouraged on trips and staff will be provided with extra sunscreen in case children have not got their own. 

· We encourage the drinking of water and we provide a constant supply accessible to the children at all times.

Risk assessments

Station House aims to minimise the risk of all its activities and services, with special focus on its most vulnerable stakeholders. 

Methods

Safeguarding from people who pose a risk to stakeholders

By adhering to safe recruitment procedures 
Ongoing supervision and challenging of inappropriate behaviour
Safe and confidential reporting of concerns procedures
Training and ongoing support
Use of expert advice and support where appropriate

Environment

· Written risk assessments on display in the parents information folder, on the web page and on request. 
· Annual review undertaken by all staff and volunteers and overseen by senior staff

Outings

· Parents and carers are always informed about trips out where possible

· Use of in-house trips risk assessment template – all staff and volunteers are trained to complete them, and have to be approved by senior staff

· Outing to other organisations – where possible access their own in-house risk assessments

· Staff briefings for all stakeholders immediately prior to outing

Where there is a serious incident or near miss, risk assessments and or policies will be reviewed more frequently. 

Risk assessments are part of our everyday practice

Specialist advice is sought where appropriate.
We use daily checklists to minimise risk

Non collection of children
In the event that a child is not collected by an authorised adult, we will ensure that the child receives a high standard of care in order to cause as little distress and possible.  We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children will be properly cared for.

Method
· Parents of children starting at a childcare session are asked to provide specific information which is recorded on our registration form, including;-

· Home address and telephone number – if the parents do not have a telephone, an alternative number must be given.

· Place of work, address and telephone number (if applicable).

· Mobile telephone number (if applicable).

· Names, addresses, telephone numbers and signatures of adults who are authorised by the parents to collect their child from childcare sessions, for example a childminder, or grandparent.

· On occasions when parents are aware that they will not be at home or in their usual place of work, they record how they can be contacted in our communications book.

· On occasions when parents or the persons normally authorised to collect the child are not able to collect the child, they record the name, address and telephone number of the person who will be collecting their child in our communications book.  We agree with parents how the identification of the person who is to collect their child will be verified.

· Parents are informed that if they are not able to collect the child as planned, they must inform us so that we can begin to take back-up procedures.  We provide parents with our contact telephone number.  We also inform parents that – in the event that their children are not collected from childcare sessions by an authorised adult and the staff can no longer supervise the child in our premises – We will contact Barnsley Safeguarding Board Children’s Unit.

· If a child is not collected at the end of the session, we follow the following procedures:-

· The register is checked for any information about changes to the normal collection routines.

· If no information is available, parents/carers are contacted at home or at work.

· If this is unsuccessful, the adults who are authorised by the parents to collect their child from childcare – and whose telephone numbers are recorded on the registration form – are contacted.

· All reasonable attempts are made to contact the parents/carers, for example a neighbour is contacted or another member of staff visits the child’s home.

· The child stays in childcare in the care of two fully-vetted workers until the child is safely collected.

· The child does not leave the premises with anyone other than those named on the registration form or collection book.

· If no contact has been made then Barnsley Safeguarding Board Children’s Unit will be called.

· A full written report of the incident is recorded.

· Depending on circumstances, we reserve the right to charge parents for the additional hours worked by our staff.

Lost children
It is our aim to stop children from getting lost. If a child does get lost we must have procedures to ensure their fast and safe recovery.

Parents are responsible for the safety of their children, before and after session begins.

Parents and staff to be made aware of hand over system to ensure that both adult parties are clear about responsibility.

· During session regular headcounts will be made by the staff on duty. (e.g. at least two per session either before snack and before home time or after outside play etc.)

· Sufficient staff will be with children always to minimise risks of a child becoming lost.

· If anyone suspects a child is missing, they should bring the matter to the senior member of staff immediately.

· The staff will bring all children together so a register can be taken.

· If there is a child missing one member of staff will stay with all other children in the playroom while another makes a detailed search of the building including cupboards and outside storage area.

· If the child is still missing the parents and the police will be notified.

· A full report of the incident should be made by the practitioner on the same day (whether or not the child has been found.)  This should be brought to the attention of the committee and OFSTED at the earliest time.

Transportation of children 

Station House Community Association aims to transport children in a safe and secure manner.

Methods

Walking:   Before any outing is undertaken staff must assess weather conditions.

Staff must select the route which minimises the amount of contact with traffic.

Staff should organise the groups so where possible the adults are distributed evenly through out.

Where children are being collected from school the member of staff should arrange with the childcare manager appropriate collection points.

When crossing roads, staff must use the safest point.

Mobile phones should only be used in a case of emergency.

No food or drinks should be consumed whilst walking the children to Station House.
On school pickups and other suitable visits the use of high-visibility jackets must be used
Private cars: ONLY APPROVED VEHICLES AND DRIVERS MAY USE THIS METHOD (also see policy for private car use).

Before staff can use their own cars to transport they must provide evidence of, a full valid driving licence, insurance details, and where applicable a valid MOT.

Children under the height of 135cm must use a child booster seat or suitable car seat.

Staff should check that seatbelts are correctly fastened.

Car doors should not be opened and closed by children.

Where ever possible child locks on the car doors should be activated.

Children must not move from their seats or undo their seatbelts whilst the car engine is still running.

Drivers should select the least risky route.

No food or drinks should be consumed by the car driver whilst driving the vehicle.

Mobile phones should not be used whilst driving the vehicle. 

Mini bus/coaches:

Only mini buses and coaches with suitable restraints must be used. Accompanying adults must check that all seatbelts are fastened correctly.

No sharing of seats.

General points

· During journeys the children are at greater risk, staff must be extra vigilant to those risks. 

· Mobile phones for staff are allowed but used only in emergency situations.

· As with all our activities journeys must be planned to reflect the individual needs of the cohort.

· Staff must remember that even when they are out of the building they are still in the employ of Station House Community Association: they are required to observe the same  rules and regulations as when they are working in centre. This includes the non smoking policy, behaviour managements and health and safety regulations.

Transition policy

Station House aims to work with other organisations to maximise a child’s opportunities. This includes smooth transitions from home to Station House and from station house to other childcare settings. This includes the sharing of relevant information about a child’s development, learning and wellbeing information whilst respecting data protection legislation. 

Methods

Initial transition into Station House

· Children and their parents/carers are invited for a visit prior to their start day

· Any individual needs are discussed and agreed

· Children at playgroup are assigned a key worker

· During their first few sessions children are showed where all the facilities are and shown the expected routines

· Other local settings distribute introductory information about Station House


Transition from playgroup into nursery or other setting

· When children leave playgroup their learning diary is given to the parents. Early Years Foundation Stage ( EYFS) assessment’s and observations etc is shared to their new setting. 
· Where possible, the playgroup manager will work with other settings managers to share relevant information
Behaviour
· All children are expected to behave in a respectful, kind manner. Staff have a clear plan for managing behaviour. Behaviour is managed fairly and consistently. Where appropriate non verbal behaviour codes are displayed.

· When poor behaviour becomes a serious issue we work with stakeholders to seek solutions 

· We recognise that individuals that have individual needs, are disabled or in any way marginalised are at particular risk.  We work with all stakeholders to ensure that the barriers that may face them are eliminated. 
· Bullying of any kind is not tolerated
· Where a child’s behaviour put themselves or other at risk, physical intervention may be used to keep them safe. After any incident the parent should be informed and there should be a full report given to the childcare manager. Where there are staff who have been trained in safe manual handling (eg Team teach) they should be the member of staff to intervene. Physical intervention should be a last resort.   

· Incidents should be written up on Incident reports and submitted to the childcare manager. 
Smoking (including E Cigarettes)
Station House is a no smoking building.  This includes the grounds around Station House. 

Staff and volunteers are not permitted to smoke whilst escorting children from school.

Any breeches in the smoking rules will result in disciplinary action.

Drugs including legal Highs and Alcohol

If any parents or carers arrive and the staff suspects that they are under the influence of drugs, legal highs or alcohol staff have the right to prevent them from taking children. Staff will contact the next listed person from the contact information or a nominated adult provided by the parent and carer.
If any staff/volunteers appear to be under the influence of drugs/alcohol or legal highs they will be suspended immediately pending investigation. 

All incidents will be reported to Social care or safeguarding unit
Where we smell drugs (most commonly cannabis) either on the child or the adult we would record the incident in the cause for concerns book. Our concerns will be discussed with the parents. 
To support the health and wellbeing of the stakeholders we follow the principals of the Healthy settings framework (physical, emotional, environmental and mental health). The lead person for this is Charlotte Williams.
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