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NURSERY HANDBOOK
At Bowlers Nursery we appreciate how daunting the task can be when looking for suitable childcare.  There are so many factors to consider, questions you need to ask, and you worry about how your child will cope when you leave him/her for the first time.  All parents want what is best for their child – and choosing the right childcare is an important decision.  Please read through our handbook the staff will be happy to answer any questions or queries you may have.

ABOUT BOWLERS COMMUNITY NURSERY

Bowlers Community Nursery is a purpose built centre set in spacious grounds in North Islington.  It is situated behind Waltersville Road.  The nursery has been open since 1985 and is registered for 36 children aged from 3mths to five.  The Nursery became a Company Limited by guarantee in May 2003 and has Charitable Status.  
The nursery acknowledges the implications of a continued staff turnover and as such endeavours to create an environment, which provides frequent training opportunities, challenging roles, decent pay and offers staff supervision and support.

One of the conditions of our grant aid is that we have an active and functioning Management Committee who is responsible for the overall governance of the nursery.  The Bowlers Management Committee is the legal employer of all staff and is responsible for all the financial affairs.  Although we appreciate parents’ working commitments, the nursery depends heavily on the active involvement and participation of all parents.  Prospective parents therefore need to seriously consider whether they can contribute to the successful running of the nursery before accepting a place for their child.
The day- to- day structure and organisation of the nursery is the Manager’s responsibility.

The nursery is open for 49 weeks of the year and is open between 8.30am- 5.30pm (5.15pm due to Covid-19).  The nursery is closed for 1 week at Christmas, the Bank Holiday Weekend at Easter and 2 weeks during the month of August. Parents do not have to pay for the Christmas and August closures. The nursery also has 5 Inset days and closes for the 2 Bank Holidays in May.  All Bank Holidays and Insets will have to paid for.  
At Bowlers Community Nursery we positively welcome diversity of culture, ethnicity and racial backgrounds and feel that these differences enrich the experiences for all of us at the nursery.  Bowlers Nursery endeavours to make the accessibility to our establishment as equitable as possible and we do not discriminate on the grounds of gender, age, ethnic origin, ability/disability, culture, sexual orientation, religious beliefs, or HIV status. 

ADMISSIONS POLICY

At Bowlers Community Nursery we endeavour to make the accessibility to our establishment as equitable as possible

The Admissions Policy consists of the guidelines set by Islington Council and the Management Committee of Bowlers Community Nursery.

1. Completed application forms should be returned to the nursery and any changes in circumstances should be reported as soon as possible.

2. A maximum of 2 places will be prioritised for staff members returning from Maternity Leave to enable them to continue with their employment.

3. Priority will be given to Islington residents; vacancies will only be offered to residents outside of Islington Borough in the event that vacancies cannot be filled.  Non-Islington residents will be charged at a ‘Marketed Rate’.

4. Priority will be given to children whose parents are working or studying full time.

5. At Bowlers Nursery we believe that every child is an individual with separate and individual needs arising from their race, religion, language, gender, culture, ability/disability. The need to reflect this and establish a cultural, social, economic and gender mix will be taken into consideration and the other factors cited in this policy when allocating places.

6. The ability to provide and respond to the appropriate care, education and welfare of the children will be the nursery’s utmost consideration when determining places and to this extent the nursery will endeavour to place children who are deemed ‘at risk’ or are ‘children in need.’

7. Factors such as registration requirements, staff/child ratios and other guidelines i.e. Health & Safety will be adhered to when allocating places.

8. Priority will be given to siblings when filling vacancies.

   10.  Bowlers Nursery does not operate a Waiting List therefore the 

          length of time will not be a determining factor when   

          allocating places.

If you have any concerns or queries about Bowlers Nursery’s Admissions Policy – in the first instance please speak to 

Aoife Morgan – Admissions Co-ordinator / Manager
Directors of the Management Committee

FEES GUIDELINES

Bowlers Community Nursery is financially assisted by Islington Council and as such adheres to their current Fees Guidelines.

Fees are assessed according to parent’s joint annual income – parents have to provide their last 2 wage slips or audited accounts for the previous year. 

Residents outside of Islington will pay a ‘Marketed’ Rate regardless of their income.

Four weeks deposit must be paid on acceptance of the nursery place. The deposit is initially used to secure your child’s place. If parents then decide to withdraw their acceptance prior to the child starting, a proportion of the deposit can be then taken if there is less than 2 weeks notice. 
A deposit is separate to the fees and will be returned when the child leaves (assuming arrears have not accrued)

Four weeks fees must be paid in advance by Direct Debit or Standing Order – the nursery’s bank details will be submitted to parents on acceptance of their child’s place.  The four week’s fees are payable on the day that a child starts at the nursery.
The nursery endeavours to cater for parents’ working or studying hours of need and can offer the following sessions.

Full day care = 8.30am – 5.15pm (Due to Covid-19)
2 Full days

3 Full days

All children are entitled to the Nursery Education Grant (NEG) the term after their 3rd birthday.  This is government funding which the nursery has to apply for.  The NEG provides 15 hours of free education each week, which reduces the cost of the children’s nursery fees (this grant is for term time only).

Sibling Discounts:

Parents are entitled to a 25% reduction on their 2nd child’s fees whilst both children attend the nursery (Islington Borough Residents only).

Parents of twins are entitled to a 30% reduction on the 2nd child’s fees (Islington Borough Residents only).

As outlined earlier, fees will be payable during some of the planned closures (INSET Days & Bank Holidays). There may be situations where the nursery may not operate due to circumstances beyond our control, for instance – a power cut.  There may be occasions where children may be turned away from the nursery due to staff shortages; this will be worked out on a rota basis using the nursery register.

FEES WILL STILL HAVE TO BE PAID FOR UPTO THREE CONSECUTIVE DAYS OF ANY SUCH CLOSURE
Fees are set by Islington Council for further information on this please go to Islington’s website ‘Day Care Charges for Under 5’s’.
ACCEPTING A PLACE AT BOWLERS NURSERY

At Bowlers Nursery we are required to have certain information in place as soon as possible or before your child starts at the nursery.

· 4 weeks deposit which will secure your child’s place

· 2 items of correspondence confirming your address (must be a Utility Bill within the last 3 months/ Drivers Licence etc).

· A copy of your Child’s Birth Certificate

· The last 2 wage slips (Proof of Income) for you and your partner
· Full contact details including emergency contact details for the child

· Information about your Child’s Medical or Special Needs (if applicable)

· Your Child’s Dietary Requirements  

· Who has Parental Responsibility (this is on the Application/Entrance Forms) 

· A Signed Consent Form for Medical Emergencies

By collecting the information as detailed above we are safeguarding and promoting the children’s welfare in accordance with the Early Years Foundation Stage.

Islington Council also require us to collect financial information to evidence that parents are paying the appropriate charges. 
SETTLING IN PROCEDURE

At Bowlers Nursery the staff are aware of the importance of working towards a gradual separation of child and parent.  This can be a long or short process depending on the child and if the child is used to being away from the family network.

The process outlined below is catered for all children and families, however children will be treated as individuals and each settling in process will be taken on its own merits.  
At Bowlers nursery we fully embrace the diversity of cultures, ethnic origins, gender and disabilities/abilities that all families bring.  It is important to the nursery that we fully respect and represent the children that we cater for.  We ask parents to provide us with any information, i.e. celebration of particular festivals so that we can incorporate it into our curriculum plans. The nursery has access to interpreters and can provide written information in various languages.

The Key Person often looks to the parent to provide as much information on the child as possible; we need this information to build a picture of your child’s likes/dislikes and interests.  We can then incorporate this information into our settling in process so that your child’s interests are reflected in our plans this will encourage your child to participate in activities, play opportunities and nursery life in general.

Our aim is to settle your child as soon as possible with minimal disruption to his/her home routine.  Young children need time to adjust to a new situation, develop a relation with a Key Person that will support them during the transition and accept other children and adults too.  We are working in your child’s best interest and their happiness and security is paramount.  At Bowlers we will not encourage full separation until we feel confident that your child can cope with being left. Discussions with your Key Person will take place daily.
1st Day: Child and Parent will stay for the morning (10-12.30pm)

2nd Day: Child and Parent will stay until 1pm
3rd Day: Child will stay until 2pm (Parent will be away from child for short periods)

4th Day: Child will stay until 3pm (Parent will leave the nursery)

5th Day: Child will stay until 4pm (Parent will leave the nursery)

The above outline is for guidance only and can be flexible depending on the age and development of the child; please ensure that you speak with your Key Person on a daily basis so that times can be verified
We encourage parents to bring their children to nursery every day during their settling in period for continuity (even part time children); where possible we will be flexible to meet the needs of the family
We can assure parents that children will settle in their own time and will enjoy coming to our nursery.

THE PREMISES

Bowlers Nursery is a purpose built nursery and offers an open plan design.  The main area caters for up to 30 children aged from 2 years to school age.  The Main Floor has four areas of play and learning – the Creative Area, Language & Literacy Area, the Role Play and Small World Play Area and the Maths area.

The Main Floor leads onto the kitchen which is of a good size to cater for at least 3 meals throughout the day; the children’s toilets and the Baby room. There are two doors which children and staff can access the outdoor area.
The Baby room caters for 6 children from 3mths to 2 years.  The Baby room is long in length which enables staff to provide a creative/messy area, role play, a book & cosy and mark-making area and a sensory area; the staff also utilise this space when the babies and younger children are sleeping. A changing unit is also in the room and is near the Hygiene room where snacks and drinks can be provided. There is access to the outdoors from the Hygiene room and the Baby room.

The nursery has an office for the use of the Manager, Deputy and Finance Worker; parents can meet with the staff in the office or the Staff room.  The nursery has an intercom system, which ensures that the children’s security is maintained at all times.

Outdoor play forms an important part of the children’s curriculum and the children play outside as much as they wish each day.   Some of the activities and experiences offered inside the nursery is also offered outside, for example we have a reading and writing area as well as a construction and music area. 
KEY PERSON SYSTEM
Bowlers Nursery successfully operates a Key Person system.  We pride ourselves on the relationships that we establish with all the children, however the Key Person has a special connection with an assigned small group of children. We endeavour to have a balance of key children within each group, including their age, gender and ethnic background.

We cater to some very young children and babies and feel that it is crucial that strong and loving relationships are forged so that children can cope with separating from their parents and help them to feel secure away from their homes.  It important for children’s emotional well-being and development that they form a strong and secure attachment with a consistent and significant person – the role of the Key Person enables that to happen.
Young children need plenty of love, care and a familiar routine that incorporates their needs and interests.  The Practitioners feel that they can establish positive relationships through lots of conversation, 1-1 time and physical and affectional closeness with the children.

The staff team recognise that parents are the primary carers and educators of their children and as such work closely with the parents to learn everything about their child so that we can foster a loving and caring environment which is similar to what they have at home.

We appreciate that some parents find it hard to leave their children at such a young age and we hope that we can fully support the parents and allay any fears that they maybe experiencing.  We encourage parents to speak freely about any concerns they may have with their Key Person; the Key Person develops an effective partnership with the parents so that together they can holistically meet the needs of the children. 
The staff are well trained and have considerable experience and receive regular training to keep up to date with current childcare practices to enable them to meet the care and learning needs of all the children.
AIMS AND OBJECTIVES OF THE

EDUCATIONAL CURRICULUM

Our aim is to provide a wealth of varied opportunities and activities that coincide and reflect the children’s own life experiences and interests.  We hope to enable the children to learn about themselves, others and their environment through a broad and balanced curriculum.
Children learn through different mediums and have different learning styles; the staff aim to deliver experiences, opportunities and activities that are unique to them.
Some activities will be adult directed and others will be child-initiated but they will be based around the “Early Years Foundation Stage” Curriculum, but more importantly they will have a child centred approach, the emphasis being on learning through play; at times the older children will be offered a more structured learning environment especially the three terms before they go to school.  
The educational programme will aim to further support children with Special Educational Needs and to provide specialist assistance where appropriate.

Our curriculum and plans are based on the individual child and as such observations form a significant part of what we offer the children. Staff observe the children on a regular basis to identify their interests, the next steps in their learning and where they may need more support in a particular area of learning and development.
We aim to promote and raise awareness of more festivals so that children are aware of the different religious beliefs and cultures.

The nursery will deliver a curriculum that is free from prejudice and discrimination and will be made accessible to all children.

We honour our commitment towards working in partnership with parents and we welcome and value your input and suggestions at all times when planning and offering the curriculum.
We aim to empower the children towards becoming independent and active learners who can enjoy and achieve; we want our children to discover their true potential whilst we build foundations for their future learning.
STRUCTURE OF THE DAY

(MAIN FLOOR)

8.30am:               Nursery Opens

8.45-9.45am:       Snacks Offered
8.30-10am:          Free Play

10am:                  Hello Song
10.15am:             Story/Singing/Discussion Time
10.45am:             Prime Time* 
11am:                  Age Related Activities
11.20am:             Tidy Up Time
We operate an opendoor system where children have access to the outdoors all day.

11.30 – 12.30      Lunch Time (Babies have lunch from 11.30am)
12.40pm:            Story/ Discussion Time/Quiet time
1-1.30pm:           Free Play

2.15-2.35pm:      Pre-School Sessions/Free Play
2.40pm:              Structured Free Play

2.50pm:              Tidy Up Time

 3pm:                  Tea Time

3.40pm:              Story & Singing Time

4-5pm:                Free Time/Outdoor Play

5pm:                   Drinks & Snacks

5.15pm:              Nursery Closes 

*Prime Time Activities focus on the Prime Areas: PSED, Communication & Physical Development
MEALS
Breakfast, Lunch and Tea are a social and interactive time for the children at Bowlers Nursery, this is actively encouraged by the staff; however, meals times have more underlying issues such as ensuring that the food offered is nutritional, satisfying and contributes to the children’s development, health and well-being.  

Bowlers Nursery has a Food & Nutrition Policy which ensures that we make every effort to provide well-balanced meals.  Meals for the term (on a four week cycle) are displayed on the kitchen door and on the widow in the entrance lobby so that parents can also see what’s offered to children on a daily basis; Leroy (Chef) welcomes suggestions and ideas.  All religious and medical dietary needs are catered for. Medical dietary requirements need to be supported with medical evidence.
Children will be encouraged to try the main meal provided at lunch times however alternative foods will be made available. Children will be encouraged to serve themselves and clear their plates (support will be provided where necessary).  Water/Milk will be served with all meals.  

We ask Parents not to bring their children to nursery with sweets or anything containing peanuts.
Please see below a typical menu for the week.

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	Mid Morning Snack
	Buttered Rice Cakes

Pears

Hot Chocolate
	Toast

Bananas

Milk
	Crackerbread

Carrot Sticks

Milkshake
	Breadsticks

Cucumber Chunks

Milk
	Cream Crackers

Tomatoes

Milk

	Lunch 
	Vegetable Pasta Bolognese with Garlic Bread

Rice Pudding with Raisins
	Diced Chicken Casserole with Potatoes & Pumpkin

Baked Pears with Natural Yoghurt
	Oven Baked Salmon with Boiled Potatoes & Broccoli

‘Coconut’ Bananas (made by the children)
	Roast Lamb with Rice and Vegetables

Strawberry Cheesecake
	Vegetable Soup

Ice Cream & Tinned Fruit

	Tea
	Tomato Soup with Buttered Rolls

Apple Yoghurt Dip

Water
	Tortillas

Breadsticks

Vegetable Crudities 

Cream Cheese

Dips

Milk
	Omelettes
Toast

Apple Slices & Cream

Water
	Ham/ Cheese Bagel

Tomatoes & Peppers

Milk 
	Choice of Cereal

Croissants

Fruit Salad

Water



	Late Afternoon Snack (4.45-5pm)
	Croissants

Hot Chocolate
	Snack a Jacks

Bananas

Milk
	Cheese Strings

Raisins

Water
	Rice Cakes

Apples

Diluted Cranberry Juice
	Ryvitas

Oranges

Water


FOOD & NUTRITION POLICY

At the nursery the staff are aware of the importance of providing a healthy diet; nutritional meals are a contributory factor in a thriving child and as such the nursery will endeavour to establish healthy eating.

We try to make the children feel as inclusive as possible and this is reflected in the menus provided.  The nursery has introduced International Days in which meals from around the world will be served each term.  Through this we hope to celebrate as many cultures as possible and encourage the children to embrace their own ethnic origin as well as others.

MEALS/FOOD

The nursery provides well- balanced meals throughout the day.  Fresh fruit, vegetables and organic dairy will be the main staple within the menu and ‘processed /fast foods’ will be kept to a minimum.

MENUS

Four weekly cycle Menus for the term will be displayed on the kitchen door.  Sweet/sugary foods will be limited and only served at meal times.  We are happy to receive advice or suggestions in regard to meals provided.  

DRINKS

Milk and water will be the main drinks provided during the day, water will be available at all times.

DIETARY NEEDS

Religious and Medical dietary needs will be observed and catered for.  Medical dietary requirements must be supported with medical evidence and this information will be passed onto the Cook and dietary information will be displayed in prominent places via a Health Care Plan. Any child with a specific food requirement (Religious / Medical) will have a place mat for Lunch and Tea so that all staff are aware or their requirement around food.
The staff are aware of the dangers of peanuts and will not have them in any form in the nursery.

MEAL TIMES (please see sample menu attached)

A light breakfast if required is offered between 8.30-9am

Snack time (consisting of fruit/breadstick/cracker and water/milk) is provided between 8.45am and 9.45am

Lunch is served at 11.30 (for the Baby room children) and 11.45am (Main Floor children)  

Tea (consisting of sandwiches etc. fruit and water/milk) is provided at 3pm.

Snack time (as above) is offered at 5pm.

PARENTAL INVOLVEMENT

We attribute our many successes to the partnerships that we have established with the parents; we believe that we have found the right balance in the ways in which parents can participate in the nursery.

Some parents opt for a more Managerial role and enjoy being one of the Directors; other parents like to use their expertise, skills and hobbies for other uses i.e. carrying out repairs, reading stories to the children, planning events or raising funds.

The significance is that we are all work together in the best interest of the children so that they may reach their true potential.
We will hold DIY Days at least once a year (generally on a Saturday) now that we have a new building.  We ask all parents to try to attend to help with basic repairs and painting and decorating.  The Council no longer fund us to maintain the nursery or even carry out repairs, so it is imperative that we get as many parents as possible to help us keep the nursery safe and well decorated for the children.
All parents are required to attend several meetings throughout the Year.  The Directors are required to attend meetings every other month.  All Parents are required to attend Management Meetings once a term.  The Annual General Meeting is held once a year in the summer, which again all parents are required to attend.  
Parents are invited to a Parent & Key Person meetings which is held once a term; this meeting enables the Key Person to give Parents an update on their Child’s progress and development on a termly basis.
The exchange of information is crucial in meeting the needs of the children and as such the staff try to ensure that each parent gets regular feedback when collecting their Child.
Parents are also encouraged to provide any information that they feel will aid their child’s development. 

We are happy to say that parents have valued and supported the work the nursery has carried out with the children.  

CLOTHING
Nursery life can be very busy and messy for children who wish to explore and discover new things.  As such we ask all parents to have at least 2-3 sets of clothes for their child at all times.  
Children who are being potty or toilet trained will need at least 4 or 5 underpants and trousers etc.  

Jogging Bottoms are the best clothing for children as they can pull them down with ease (especially if they have left going to the toilet at the last minute!)  We ask parents not to put their children in trousers with belts (definitely when being potty trained) until they are able to undo the belts with ease.

Parents are asked to label all their children’s clothes so that the staff can easily identify them.  Please do not dress your children in their best clothes for nursery as we cannot accept responsibility for lost or damaged clothes.

Staff will at times leave unidentified clothes on the pegs or displayed on a table – please have a look through as clothes that have been left uncollected at the nursery for a long time will either become Bowlers spare clothes or sent to a charity shop.

Wet or soiled clothes are left in bags on the children’s pegs and we ask parents to check the pegs each day and take their child’s clothes home.

If we dress the children in clothes that belong to Bowlers we ask that Parents return them as soon as possible.

JEWELLERY

To ensure everyone’s safety we would like to ask parents to refrain from putting jewellery on their children when coming to the nursery.  Bracelets or necklaces can be pulled by other children or caught on items around the nursery.  The nursery cannot accept responsibility for lost or damaged jewellery.
SAFEGUARDING & CHILD PROTECTION POLICY

At Bowlers Nursery ALL staff are charged with the duty of safeguarding and promoting children’s welfare – this is defined as: 
· protecting children from maltreatment

· preventing impairment of children’s health or development
· ensuring that children are growing up in circumstances consistent with the provision of safe and effective care

and undertaking that role so as to enable those children to have optimum life chances and to enter adulthood successfully
(taken from Working Together to Safeguard Children 2010)
OUR AIMS:

· To ensure that the main and overriding focus is the child’s welfare and safety

· To identify a nominated Safeguarding Co-ordinator
· To develop a culture of safeguarding which is shared between staff, parents, students and users of the setting

· To develop and promote effective communication channels and procedures for notifying concerns of abuse and to ensure that concerns are dealt with efficiently

· To develop effective relationships with the children so they can disclose any concerns

· To ensure that all staff are fit to work with children and have had suitable checks carried out

· To provide on-going Safeguarding and Child Protection training (every 2 yrs for the Safeguarding Children’s Adviser & every 3yrs for other staff)

Bowlers Nursery is committed to the following legislations and guidelines to ensure good practice:

· Children Act (1989, s47)

· Every Child Matters (2004) 

· What to do if you are worried a child is being abused (DoH)

· London- Wide Area Child Protection Committee Procedures (4th Edition)

· Islington Early Years Safeguarding and Child Protection Procedures and Guidance

· Early Years Foundation Stage (2008) 

PROCEDURE FOR REPORTING CONCERNS & MAKING A REFERRAL IN RELATION TO A CHILD
Observations on the children are an integral part of childcare and child development and give the staff an insight into the children’s personalities, behaviour and disposition as such staff are able to identify changes within a child’s behaviour or temperament.

Due to the nature of our work it is possible that a member of staff could be the first person to become aware that a child may be suffering some form of abuse or have this disclosed to them; however, if parents, students and users of the nursery have any concerns about a child’s welfare or is concerned that a child may be abused - the following procedure must be implemented: 

(taken from Islington Council’s ‘Making a Child Protection Referral to Children’s Social Care’- see flow chart attached)
· Practitioner or Parent has a concern about a child’s welfare they should raise this with the Designated Safeguarding Lead (Aoife Morgan) and in her absence the Deputy Safeguarding Lead (Janet Abraham) 
· Contact Childrens Social Care in the Borough that the child resides

· The Designated Safeguarding Lead to follow up the telephone referral in writing within 24hours by completing a referral to Children Social Car
· Childrens Social Care to decide the next course of action and will inform the Designated Safeguarding Lead when a referral is in relation to child protection.
The Designated Safeguarding Officer will inform the parents of the allegation alongside the referral unless it is deemed that the child may suffer significant harm in doing so; Childrens Social Care will then inform the Parents of the referral. 

SAFEGUARDING & CHILD PROTECTION POLICY

If there is an allegation or concern that any person who works with children, in connection with their employment or voluntary activity, has:
· Behaved in a way that has harmed a child, or may have harmed a child;
· Possibly committed a criminal offence against or related to a child;
· Behaved towards a child or children in a way that indicates they are unsuitable to work with children. (taken from London Child Protection Procedures)
This should be raised with the Safeguarding Co-ordinator as a matter of urgency and it is important that the following procedure is observed and implemented (taken from Islington Council’s Allegations made against a member of staff)

PROCEDURE FOR ALLEGATIONS AGAINST A MEMBER OF STAFF 
· Practitioner or Parent to inform the Designated Safeguarding Lead (DSL) If the allegation is against the Manager or the DSL then the Designated Safeguarding Co-ordinator on the Trustee Committee must be informed (Louise Larsen)
· To assess the most appropriate course of action pertinent information must be collected by the DSL: the date & time of the alleged incident; an accurate account of what was said and by whom; the name of the person reporting the concern (including the date and time); the names of any other persons present; any other background information

· The DSL must inform the Local Authority Designated Officer (LADO-Tim Djavit) who will advise the next course of action
· Depending on the seriousness of the allegation a strategy meeting may take place and the police may be involved.
· Ofsted need to be informed via an online referral form within 24 hours of the allegation.
It is likely that the member of staff maybe suspended (on full pay) once an allegation has been made against her/him – this is not a declaration of guilt but the way to protect all those involved in the case and is merely a matter of procedure.

The member of staff will be supported throughout the duration of the allegation and will be kept informed of all matters relating to the case unless it is deemed inappropriate by Childrens Social Care or the Police.

In the event that the allegations are proven against the member of staff he/she will then face disciplinary procedures and could face dismissal for Gross Misconduct under Child Protection Procedures.

Staff and parents will be informed that the member of staff’s employment has been terminated; information will be limited and confidentiality will be maintained to protect the child/ren who may have been involved in the matter.
For the full Safeguarding and Child Protection Policy – please see the folder on the table in the Lobby Area.
COLLECTION OF CHILDREN

At Bowlers Nursery we have a duty to ensure the safety of all the children in our care; we take this very seriously and to guarantee the continued safety and well being of the children we will only allow known adults to collect children.

Parents must ensure that the staff are kept up to date with a list of names (and relationship to the children) of people who are likely to collect their child.  Photographs/descriptions of the adults must be provided before we can permit adults to take the children.

Staff must be notified of anyone other than the parents who will be collecting a child.  If the person collecting your children is not known to the staff – they will be refused permission to take the child.  This can often be embarrassing and distressing for all concerned so to avoid this, please ensure you comply with the Nursery’s Collection Policy.   

Bowlers Nursery will not allow anyone under 16 years to collect a child from the nursery.

If a parent/carer brings someone else’s child to the nursery and it is closed then the responsibility for that child remains with that parent/carer.

In order to safeguard the children and staff – children cannot be left unless there are at least two Nursery Staff present.  The children cannot be left before 8.30am due to Registration and Insurance purposes.
Arrivals:
It is our policy to give a warm welcome to each child and parent upon their arrival.  Children should be brought into the Main Area and handed over to a member of staff who is then responsible for marking the child’s name in the register.

All parents of children on the Main Floor are required to arrive at the nursery by 10am.  The staff begin Key Person Sessions at this time; it can often be disrupting for staff and children if late children come once the session has started; it can also be unsettling for late children to join in a session which has already begun. There for we ask that Parents bring their children in at 10.30am if they cannot arrive by 10am.
POLICY & PROCEDURE FOR THE NON- COLLECTION OF

NURSERY CHILDREN

At Bowlers Nursery we ensure that from the outset that parents are informed of our opening hours.  The nursery closes at 5.30pm and parents are expected to collect their child at or before that time.  The staff understand that there may be occasions when parents are running late to collect their child.  Parents must contact the nursery as soon as possible to inform us if this is the case.

In the unlikely event that a child fails to be collected it is important that the following procedure outlined below is carried out.

The main concern which must take precedence at all times is the safety and well being of the child.  Staff should ensure that the child is kept calm and is not made to feel that something is wrong.  Worries and fears should be allayed and staff should honestly answer any questions or queries the child may have.

Staff should make every effort to communicate with the child explaining what is happening and how they will proceed.

Staff must ensure that the Manager (if not present) is notified before the procedure is carried out.

Every attempt must be made to contact parents via Home, Work and Mobile Numbers. If parents cannot be located then staff should call the designated emergency contact person(s) to ask them to collect the child.
If all attempts fail to contact parents or emergency person(s) the staff must inform Islington Council Duty Social Worker of the situation; the Duty Social Worker will then decide what action will be taken.
Staff are not permitted to take children to their own homes or a member of staff’s house.
Staff must ensure that the procedure is followed accurately and is recorded.  Messages, Voice Mails & Texts etc. must be left at all stages informing parents and other designated guardians what steps are being taken  

In the event that the Police have to be called and the child is placed with temporary foster parents, staff must explain the situation to the child and try to keep them calm.

BOWLERS COMMUNITY NURSERY

POLICY & PROCEDURE IN THE EVENT THAT A

CHILD GOES MISSING

In the event that a child goes missing from either the nursery or when on an outing every attempt must be made to find the child.  If staff cannot locate the child the Police should be called immediately.

The Police should be informed of the situation surrounding the disappearance of the child and given as much information as possible.

The nursery should inform the parents at this stage about what has happened and what advice the Police have given.

	Name of child:



	Date, time and location of where the child went missing:




	What was the child wearing?




	Please give details or any information surrounding the child’s disappearance:




If the Manager is not present has s/he been notified as yet?  Yes: □ No: □  
If no, please contact the Manager at once.

Have the Police been notified?  Yes: □ No: □
Have the parents been notified? Yes: □ No: □
	Decision made and why (include who was involved in making the decision):




	Final Action taken (include who was involved in this decision):




	Date, Time and Signatures of those involved:




HEALTH, ILLNESS & EMERGENCY POLICY

It is our policy to encourage and promote good health and hygiene for all the children in our care.  This specifically includes monitoring the children for signs and symptoms of communicable illnesses such as Chickenpox, Measles, Mumps, Meningitis and Vomiting & Diarrhoea and so forth.

The welfare of a sick child will be our priority until the Parent/Carer arrives to resume responsibility; We do have a duty to the remaining children and staff to safeguard them from contracting the illness from the sick child.  With this in mind, the nursery reserves the right to contact the Parent/Carers to request that they collect their child as soon as possible.

Parents will be contacted if the nursery has ascertained that their child has a Temperature/Fever.  First Aid practices will be put into place to bring down the temperature – however if this does not happen and the child remains poorly the Parent/Carer will be contacted to collect the child immediately.   

The nursery can only administer prescribed medicines to the children (or medication which can deter the onset of a severe condition, see Medication Policy); It is imperative that the Key Person is made aware if their Key child has any signs of an illness or has been given Calpol or Neurofen prior to attending nursery.

In the case of a serious accident or illness, the Parent/Carer will be contacted immediately along with Medical Professionals.  In the unlikely event that the Parent/Carer cannot be contacted then the nursery will assume Parental Responsibility and seek and permit appropriate medical attention. (See Parental Consent for Emergency Treatment)

MEDICATION POLICY

At Bowlers Nursery we recognise that children will become ill over the course of time that they are at the nursery.  We endeavour to create a clean and healthy environment but recognise that children will be ill despite all our efforts.

At Bowlers Nursery we recognise that ill health can impact on the children’s health and development and as such we want to support the children and their families during these times.

At Bowlers we want to maintain an inclusive practice and as such we do not want families to feel excluded due to health issues; we are committed to supporting families as much as possible and we have many policies in place that enable children with medical, health or dietary needs to attend nursery.  

Assuming that a child has not got a communicable illness such as Chickenpox, Measles, Sickness & Diarrhoea and so forth they will be able to attend nursery.  

In order to allow a child to attend nursery whilst recovering from an illness or coping with an on-going medical condition the nursery is permitted to administer prescribed medication such as antibiotics.  The child will be able to attend nursery 48 hours after their initial dose; this will allow the medication to enter the child’s system and start them on their road to recovery, it will also present symptoms if the child has an adverse reaction to the medication.  
Parents are asked to use their judgement in regards to whether their child is well enough to cope with the nursery day even after the first 48 hours.  The Child’s Key Person will monitor their progress and keep parents informed.  Parents may still be asked to collect their child if the child is not well enough during the day.

It is also a requirement that your child is sent home with a temperature of 37.8 degrees or above. Children with a temperature of 37.8 or above are also unable to return until 24hrs after they were sent home from Nursery.
There are some cases in which the nursery is permitted to administer medication which is not prescribed.  The Staff at Bowlers recognise that young babies and children under one year can be prone to extremely high temperatures.  To ensure that children do not go into a febrile convulsion the staff will administer Calpol or Neurofen.  Parents will be contacted for verbal consent and will still be required to collect their child.

At the nursery we acknowledge that some children have an on-going medical condition such as allergies which if severe enough can lead to Anaphylaxis; in this instance the staff are permitted to use a number of deterrents such as Antihistamine medication which will alleviate the allergy.  Failing that an Epi-pen (Adrenalin Medication) may have to be administered.  Some of the staff have been trained in administering an Epi-pen.

Staff can also administer creams/lotions/teething gels which can ease discomfort for skin conditions and teething pains respectively.
Medication Procedure
Staff must be aware of the storage and use of medicines outlined below:

· All medication must be clearly dated and labelled and stored securely according to instructed guidelines
· Parents must complete and sign consent forms

· The Key Person & Manager/Deputy must sign the form if medication is administered

· The administration of medication must be accurately recorded i.e. child’s name, medication, date, dosage, time etc. 

· Staff to receive appropriate training for the administration of Inhalers or Epi-pens etc.  

 The Key Person will be responsible for monitoring symptoms of an illness/ respiratory difficulties or an allergic reaction – in an event that medication needs to be administered, consent forms must observed for correct dosage and parents must be informed prior to and proceeding the medication.

 All information pertaining to administering of medication must be stored securely for a minimum of 21 years.

SELLING DAYS

Bowlers Community Nursery aims to cater for parents working or studying needs and endeavours to offer days which can accommodate this; however due to certain constraints the nursery can not always be as flexible as it would like.  As such the Directors of Bowlers Nursery have agreed that where appropriate parents may sell or swap days amongst themselves as long as the following are observed and agreed:

The nursery must be informed in advance stating the duration of the arrangement and the children involved.

To ensure that the nursery continues to adhere to the staff/child ratios – parents can only make arrangements where the child of the selling parent is of the same age than the child of the buying parent.  Parents are asked to confirm with Aoife or Janet so that the ratios will still be met.

Parents must formally agree the duration of the arrangement amongst themselves, however this arrangement will cease upon the departure of the selling parent.  (The nursery will then have the right to sell, distribute or allocate the days available according to the nursery’s admission’s policy).

The selling/swapping of days is only available to parents of children who are registered and have a place at the nursery.  

The parents agree to have a separate and private financial arrangement.  The nursery will continue to collect the appropriate fees from the selling parent according to the fees band.

The Manager has the right to refuse the arrangement if it is deemed detrimental to the nursery.

The Directors along with the Manager and Admissions Co-ordinator will monitor and review these arrangements.  The Directors have the right to terminate all arrangements of selling places (with or without notice).

The practicalities and terms & conditions of this policy will be reviewed yearly.
COMPLAINTS POLICY & PROCEDURE
Bowlers Nursery offers a high standard of childcare; the staff strive to deliver a service in which the nursery can be proud.  Bowlers Nursery is happy to receive ideas and suggestions in how we can improve our practices.  At Bowlers Nursery we acknowledge that we do not always ‘get things right’ however we take every step to rectify matters as quickly as possible if matters are brought to our attention.  

If however, a Parent/Carer/User has a concern either involving their child or the nursery that they are not happy with they should follow the procedure as outlined below.

Stage 1:

At Bowlers we are proud to say that we have established very good relationships with the parents; as such we would be pleased that if any parents had any concerns in regards to their child they would first raise the matter/concern with the Key Person (notes may be taken for future reference)

Stage 2:

If Parents are not happy with the outcome or the matter has not been resolved to their satisfaction they can discuss the matter with the Manager (notes will be taken).  

Parents may put their complaint in writing which would instigate further proceedings and an investigation.

Once the Manager has investigated the complaint s/he will inform the parent as to the outcome.

Written complaints and subsequent investigations are recorded and stored in a confidential file.

Stage 3:

If at this stage the parent is unhappy with the outcome of the investigation a formal meeting will be held with the Manager and Chair Person of the Committee.  The Parent may have a Partner/Friend present if required.

All matters relating to the complaint will be discussed and any action to be taken if appropriate.  The discussion will be recorded and signed by all present and stored in the confidential file.

Stage 4:

If at this stage the Parent and setting cannot agree on how matters have been resolved, the nursery may invite an external mediator to support both parent and setting.  The Parent will be given a list of neutral mediators within the Council.

The mediator will listen to all actions taken and discuss matters with all parties involved.

The mediator records all discussions and advice given.

Stage 5:

On completion of the investigation the mediator will meet with all parties and agree any actions to be taken if appropriate.  All matters discussed will be recorded and signed by all involved.  The signed record concludes matters.

Informing Ofsted:

Bowlers Nursery endeavours to resolves all matters of concern to the best of their ability; Parents may contact Ofsted at any stage of the complaints procedure.  

Parents are invited to approach Ofsted in all regards relating to a breach of registration or a safeguarding concern.

The number to contact Ofsted in regards to a complaint is: 0300 123 1231 quoting our Registration Number 131671. 

(The nursery has a legal duty to hear any complaints within 28 days of receiving it) 

The nursery is required to keep records of any complaints made for 3 years
If you require any further information in regards to this brochure please do not hesitate to speak with Aoife or Janet.

The full Nursery’s Policies & Procedures are located in a folder in the Lobby Area.
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