Policies for nurseries

Animals in the nursery

Behaviour Management

Child Protection

Confidentiality

Equal Opportunities

Healthy Eating

Health and Safety

Parental Involvement

Special Needs

It must be emphasised that these are provisional drafts to help nurseries create their own policies.

To make a policy your own you must, as a group:

· Read it

· Discuss whether the intentions it expresses are ones you share and whether the methods it outlines are ones which will work for you

· Make additions or amendments as necessary

· Adopt it, formally, at a meeting where everyone knows what is being discussed and agreed

· Circulate it regularly, so that each new generation of staff and parents know what you are trying to do

· Implement it, checking regularly that your current practice matches up to the aim and thinking behind your policy

· Review it, perhaps at general meetings to include Senior Management, to ensure that it is still the best policy for your group

You might find that most of the enclosed policies can be adopted, after discussion, as they stand.  Others you may wish to change.  Policies are available electronically so that policies can be personalised easily to suit your setting.

Remember that the policy is binding upon the nursery once the staff has agreed and signed it.

A set of clear policies will be very helpful to your nursery.  Not only will they serve as a constant reminder of what you are aiming to do, but they are also a way of demonstrating to parents and people outside the nursery the high standards we aim to achieve.

Animals in the Nursery   ​_____________________Nursery
“The 3 to 5 Curriculum Framework” requires that we address the statement to “care for living things”.  However, animals, birds and fish may carry infections, which can be transmitted to humans.  Strict hygiene procedures are therefore required when handling and caring for these creatures to prevent illness.  Animals of any description should not be kept in the nursery on a full time basis.  There may be opportunities for animals and their owners to visit the nursery.

Points to consider in relation to animals in the nursery;

· Parents must be informed before an animal visits the nursery to establish if a child has an allergy or phobia to a particular animal.

· It is recommended that children should not be allowed to handle animals.

· It might be advisable for the children to view the visiting animal from a safe distance, e.g. looking through a window to an animal outside.

· Staff should be aware that all species of reptiles may carry salmonella organism, particular care with hygiene must be taken when introducing these animals into the nursery.

· Children must wash their hands thoroughly with liquid soap in warm running water after coming in contact with any animals.

· For guidance relating to safety precautions during farm visits please refer to “Avoiding Ill Health at Open Farms – Advice to Teachers”. (H.C. admin circular no 4/2000   14/7/2000)

__________________________

_____________________________

__________________________

_____________________________




Date: _________________________

Behaviour Management Policy  __________________Nursery 

Children and adults flourish best in an ordered environment in which everyone knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else.  We aim to work towards a situation in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement.

The nursery should strive to achieve this by:

· Rules governing the conduct of the group and the behaviour of the children will be discussed and agreed at the nursery and explained to all newcomers, both children and adults.

· All adults at the nursery will ensure that the rules are applied consistently, so that children have the security of knowing what to expect and can build up useful habits of behaviour.

· All adults will try to provide a positive role model for the children with regard to friendliness, care and courtesy.

· Adults in the nursery will praise and endorse desirable behaviour such as kindness and willingness to share.

· Staff will take positive steps to avoid a situation in which children receive adult attention only in return for undesirable behaviour.

When children behave in unacceptable ways:

· Physical punishment, such as smacking or shaking, will be neither used nor threatened.

· Children will never be sent out of the room by themselves.

· Techniques intended to single out and humiliate individual children such as the “naughty chair” will not be used.

· Children who misbehave will be given one-to-one adult support in seeing what was wrong and working towards a better pattern.

· Where appropriate this might be achieved by a period of “time out” with an adult.

· In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of the behaviour and attitudes will be made clear immediately, but by means of explanations rather than personal blame.

· In any case of misbehaviour, it will always be made clear to the child in question that it is the behaviour and not the child that is unwelcome.

· Adults will not shout, or raise their voices in a threatening way.

· Any behaviour problems will be handled in a developmentally appropriate fashion, respecting individual children’s level of understanding and maturity.

· Recurring problems will be tackled by the whole staff, in partnership with the child’s parents, using objective observation records to establish an understanding of the cause.

· Adults will be aware that some kinds of behaviour may arise from a child’s special needs.

· Occasionally when unacceptable behaviour has occurred, staff may need to take action for the child’s own safety, or that of others.

· Staff should try to involve parents to promote and reinforce positive behaviour.

· A reward system may help, e.g. using stickers.

· With a particularly difficult child it may be useful to concentrate on the positive and use praise to reinforce good behaviour.

· Keep parents informed when a child has been good and build on this positive image with child and parent.

The nursery should ensure that staff and parents are fully aware of the Behaviour Management Policy.

__________________________
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Using Behaviour Management Tactics

Difficult behaviour often happens quickly and needs to be dealt with immediately.  There may be little time to think out the best solution and your reaction to it might almost be a reflex.  Nevertheless, here are a few principles and suggestions for managing, along with a warning that the behaviour may seem to get worse at first if you change your way of dealing with it, but in the long term there will be definite improvements and benefits.

· Ignore when (and if) possible.

· Divert and distract, especially if the child is younger, or if you catch a situation early enough and anticipate trouble ahead.

· Set clear limits and stick to them.  For example, if you ask a child to put away some toys see it through, even if you have to give a lot of encouragement, or a little help.

· Choose only the most important things to correct.  If you constantly tell a child off it looses its effect.

· Explain briefly why you are telling a child to do (or not to do) something.  “Because I say so”, teaches a child nothing.

· Make explanations and instructions short and simple, especially if the child is quite young, or may have a language problem.

· Be specific – tell the child exactly what you want rather than a vague instruction to “be a good boy/girl”.

· Tell (instruct), don’t ask, if you want something done.  “Are you going to pick that up?” invites the answer “No!.”

· Give clear messages.  For example, if you say, ”No, don’t do that”, make sure your face is serious with no hint of laughing.

· Show that you are pleased (with praise, smiles or whatever) when the child is behaving well and has done what was asked (maybe picked something that was thrown, or said sorry to someone). 

· Use your voice, face and body to reinforce the message you want to get across.

· Find out and talk about the feelings that are underlying the behaviour, so that the child learns that the feelings are acceptable, but the behaviour is not.

· Think the best of children and try to see it their way.  If they do not do what they are told try to think why, rather than assume they are disobedient.  There may be a conflict of interests, or a lack of understanding, rather than a deliberate attempt to provoke. 

· Try to keep as calm as possible.  If a child is deliberately trying to annoy you, don’t rise to the bait!

Child Protection Policy         _____________________Nursery
We are committed to creating an the nursery an environment in which children are safe from abuse and in which any suspicion of abuse is responded to promptly and appropriately.  The well being of children in our care takes precedence over any other consideration.  It is the clear responsibility of all those involved in the nursery to adopt good practice throughout their work.

In order to achieve this we will:

· Seek to work in partnership with parents, carers, other agencies and Highland Council to promote good practice in the area of child protection.

· Update any changes in child protection policy and practice under guidance from the designated person in the school.  This will be the head teacher of the school.

· Endeavour to ensure that all staff have access to appropriate child protection training, supervision and support in order to implement this policy effectively and with the minimum of stress.

· Plan and organise the nursery so as to minimise situations where the abuse of children may occur.

The detailed arrangements, systems and procedures for ensuring that the above policy statements are fully implemented are contained in the Inter-Agency Child Protection Guidelines published by the Child Protection Committee.

The nursery has adopted the following safe caring practices for each play activity to minimise situations where abuse of children could occur:

· Parents will be fully informed of the activities their child will participate in, including staffing arrangements.

· Staff will not spend time alone with a child unnecessarily and will only do so with the knowledge and consent of senior staff/head teacher.

· If, when alone with a member of staff, a child is accidentally hurt, or appears to be distressed in any manner, or appears to be sexually aroused by the adult’s actions, or misunderstands or misinterprets anything the adult has done, the adult must report any such incident to senior staff/head teacher and follow the correct procedure as indicated in the whole school policy.  The child’s parents should be informed of the incident at the next opportunity.

· Children will not be allowed to use inappropriate language unchallenged.

· Staff will not use inappropriate language or make suggestive comments to children or other members of staff even in fun.

· Staff will be made aware of their role, area of responsibility, and person to whom they are accountable within nursery as part of their training.

· Staff must respect children’s privacy and dignity particularly when providing intimate care, e.g. toilet assistance and changing.  Such assistance should only be given with the full consent and understanding of the parents.

· Staff should not allow or engage in any inappropriate touching of any kind.

· The role of the nursery staff is to inform the senior staff/head teacher of any instance, which suggests that abuse is taking place.  It is not the role of the nursery to wait for proof, investigate or gather evidence of abuse.

· When a child tells an adult about possible abuse, his or her statements should not be dismissed or ignored.  The adult should attend carefully to what the child wants to communicate, taking account of the child’s age and stage of development, and allow the child to say what he or she wants to say without being drawn into detailed questioning. 

Children with special needs are particularly vulnerable and staff often have to provide assistance with personal care, which may include the physical handling of a child.

· Where a child is fully dependant on a member of staff to provide such assistance there is a need to be responsive to the child’s wishes, and to give the child choices where possible.

· Children should not be assisted to do things of a personal nature that they can do for themselves 

· The nursery recognises that, in common with all organisations providing activities for children, there is the possibility that allegations of abuse could be made against members of staff.

All such allegations will be investigated with Highland Council

Inter-Agency Guidelines

The nursery will always seek to work with families in a clear, positive and open way, bearing in mind always that the welfare of the children is of paramount concern.

Child abuse is a criminal offence.  All staff working at the nursery have an ethical duty to report any reasonable concern that a child may be being abused.

Please refer to accompanying Highland Council Inter-Agency Guidelines.

__________________________
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Child Protection

Procedure checklist for Nursery Staff:

If

· A child discloses abuse, or

· A member of staff suspects a child may have been abused, or

· A third party expresses concern

· A staff member witnesses an abusive situation involving another staff member

The member of staff must: - RECORD and REPORT

R       
Respond without showing any signs of disquiet, anxiety or shock

E       
Enquire casually about how an injury was sustained or why a child    appears upset

C      
Confidentiality must not be promised to children or adults in this situation

O    
Observe carefully the demeanour or behaviour of the child

R        Record in detail what has been seen and heard

D     
Do not interrogate or enter into detailed investigations: rather encourage the child to say what he/she wants until enough information is gained to decide whether or not a referral is appropriate.

Then REPORT to senior staff/head teacher without delay

Members of staff must not

· Investigate suspected/alleged abuse themselves

· Evaluate the grounds for concern

· Seek or wait for proof

· Discuss the matter with anyone other than senior staff/head teacher

HIGHLAND COUNCIL 

Inter-Agency Guidelines

CASES COMING TO THE NOTICE OF SCHOOLS (NURSERY, PRIMARY AND SECONDARY) AND TO OTHER SECTIONS OF THE EDUCATION SERVICE

School

This section deals with members of school staff.  For the purpose of child protection, any member of the Education Service (e.g. adviser, educational psychologist, tutor) is also to be regarded as a member of school staff when he/she is present in a school.

In the primary school the designated person with responsibility for child protection is the Head Teacher.  In secondary school the designated person is the teacher who has responsibility for Support for Learning.

Members of school staff who are concerned that a child or young person has been, is being, or might be the subject of abuse of any form must immediately inform the designated person.  The designated person should state what action he/she proposes.

If following discussion any concerns remain, the designated person must immediately make a referral to the Senior Social Worker at the local Social Work office or the local Police.

If the member of school staff reporting is dissatisfied with the designated persons proposed action he/she should contact the Area Education Office for further advice.

If for any reason, it is not possible to make immediate contact with the local Area Education Manager, the Head Teacher must contact the nominated members of the Directorate at Council Headquarters, Inverness.

Where a referral is made, the designated person must complete a referral form to be submitted to the Senior Social Worker and the Area Education/Assistant Area Education Manager within 7 working days.  A copy should also be retained by the school and filed in the pupil’s PPR.

The individual school is notified of the case conference.  The onus is on the school to ensure representation.  (Where this is not possible or advisable, the school should alert the designated person who will then decide whether or not to attend).
If the school is not to be represented at the case conference, a report should always be submitted by the school.

It should be noted that the content of reports proposed for child protection cases will be made known to the families concerned and that parents/carers may be present at the initial case conference.

Where there is a perceived conflict of interest involving the designated person, the Area Education Manager/Assistant Manager should assume responsibility for initiating and following through child protection procedures, including attendance at case conferences.

The designated person has a responsibility to follow the progress of a referral by regular communication with the other agencies involved.

Outwith School

For employees of the Education Service operating outwith school, the procedures outlined in the above paragraphs apply.  Instead of the designated person, the appropriate line manager should be informed initially, e.g.:

· educational psychologist and 

specialist SEN peripatetic teachers
(
Senior Education Psychologist

· community education worker

(
Area Community Education Officer

· out-of-school tutor


(
Area Education Manager

· hostel warden



(
Area Education Manager

· teachers working in an establishment
(
Line Manager/Head of Establishment

run by a Council Service other than education

Other Concerns

Situations can arise where it is suspected that a young person has been the subject of abuse on the part of an employee in the Council’s service or other persons associated with school or club activities.  No matter how sensitive the exposing of such circumstances may seem, it is the duty of all to report any suspicions or concerns by means of the above procedures.

Child Protection: Referral Record for Education – see Appendix.

The Roles and Responsibilities of the Designated Person for Education

· Ensuring that all staff are familiar with the Inter-Agency guidelines and any organisational procedures relating to child protection, and that these guidelines are readily accessible to all.

· Ensuring that any child protection referral passed to them is dealt with in accordance with the Inter-Agency guidelines and they offer all staff support and supervision throughout the process.

· Ensuring that all staff are aware of the role of the designated person and that all staff know how to make contact with their designated person, or another, as necessary.

· Ensuring that all relevant staff are informed of all case conferences and that the relevant staff attend all initial case conferences and review case conferences as appropriate.

· Ensuring that all relevant information is made available to the case conference.

· Providing support to staff attending the case conference if required.

· Liasing with other agencies as necessary.

· Identifying training and development needs for themselves and those staff involved in child protection issues and facilitate the provision of training opportunities.

When a child protection concern is identified the member of staff working with the child will immediately discuss any concerns with the designated person.  In the event of the designated person not being available contact should be made with another member of the SMT.

The discussion will enable one of the following decisions to be taken –
· Immediate referral to Senior Social Worker or Police

· Further discussion with other members of staff e.g. school nurse, learning support auxiliary

· Concern noted in appropriate records, with close monitoring for a specified period

· The Designated person can have informal discussions with social work colleagues about the circumstances of children they are concerned about.  However, if social work believe there are grounds for concern and further action they will act accordingly

CASES COMING TO THE NOTICE OF INDEPENDENT OR PRIVATE SCHOOL STAFF
Where any member of staff has cause to believe that a child has been abused or is being abused or is likely to be abused by any source including abuse by other children, the concerns should be reported immediately to the Head Teacher or Manager.

The Head Teacher shall inform the Senior Social Worker or Police without delay and where the child(ren) involved already have a Social Worker, he/she should be informed immediately.

All investigations of allegations or suspicions of child abuse shall be carried out in accordance with Child Protection Guidelines.

 Confidentiality Policy       _____________________Nursery
The nursery should recognise that children and parents have a right to expect that confidentiality be maintained.

To ensure that all those working in early education can do so with confidence, we will respect confidentiality in the following ways:

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

· Staff will not discuss individual children, other than for the purposes of curriculum planning, with people other than the parents or carers of the child.

· Information given by parents/carers to staff at the nursery will not be passed on to other adults without permission.

· Issues relating to the employment of staff will remain confidential to the people directly involved with making personnel decisions.

· Any anxieties or evidence relating to a child’s personal safety will be kept in a confidential file at the head teacher’s discretion.

· Students on courses involving visits to the nursery will be advised of the confidentiality policy and will be required to respect it.

· Parents must be consulted before referral to other agencies if there are concerns about a child’s development.

__________________________

_____________________________

__________________________

_____________________________
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Equal Opportunity Policy       _____________________Nursery
The nursery should ensure that no child is excluded or disadvantaged because of ethnicity, religion, culture, family background, disability, gender, home language, special educational needs, rurality or ability.  The nursery should ensure that all children feel secure, included and valued.

The nursery should consider these objectives:

· Establishing feelings of respect and trust with all children and their parents or carers.

· Treating each child as an individual and provide equality of opportunity within the nursery.

· Encouraging self-confidence and a positive approach to learning in all children.

How we achieve these objectives:

· Talk to the parents about the child’s ethnic, religious and cultural heritage and experiences at home.

· Use this information when planning and carrying out activities within the nursery.

· Ensure that familiar experiences are used as starting points for learning.

· Address these objectives when planning, setting up and altering rooms, outdoor areas, displays and equipment within the nursery.

Staff should aim to create an environment that encourages a positive attitude to learning by:

· Keeping the nursery environment free from any discriminatory practice or stereotypical images.

· Valuing the local community and environment as a source of learning opportunities.

· Using displays, resources and equipment that reflect the community in which the children live as well as the wider world.

“The 3 to 5 Curriculum Framework” includes features to encourage children to respect their own cultural background and beliefs and those of other people.  These will include:

· Activities relating to a wide range of religious, ethnic and cultural festivals.

· Visits to different places of worship and cultural centres.

· Telling stories, listening to music and looking at pictures and videos from a range of cultures and religions.

· Role-play activities that reflect a variety of cultures.

· Discussions with and between the children about the similarities and differences in their experiences and the reasons for those similarities and differences.

Staff will ensure that all children are given support to participate in activities, experiences, visits and discussions.  They should ensure that all children are listened to carefully and with respect.

The nursery will carefully consider the need for equality of opportunity when planning activities and experiences.  When necessary they will modify activities or provide additional equipment or materials to ensure children are not excluded.

__________________________

_____________________________

__________________________

_____________________________
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Healthy Eating Policy                _____________________Nursery
Snack time is an integral part in the social life of the nursery.  It is also a time to reinforce children’s understanding of the importance of healthy eating.

We hope to achieve this by ensuring that:

· All meals and snacks provided are nutritious, avoiding large quantities of fat, sugar, salt, additives, preservatives and colourings.

· Children’s medical and personal dietary requirements are respected.

· Menus are planned in advance and food offered is fresh, wholesome and balanced.

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

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

· If a main meal is offered, the following elements are included:

· protein for growth

· carbohydrate for energy

· essential minerals and vitamins in raw foods, salads and fruits

· Milk provided for children is whole and pasteurised.

· The Healthy Eating policy and snack menus are shared with parents.

__________________________

_____________________________

__________________________

_____________________________
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Health and Safety Policy   ______________________Nursery
The safety of young children is of paramount importance.  In order to ensure the safety of both children and adults the nursery will ensure that:

Responsibility

· All children are supervised by adults at all times and will always be within sight of an adult.

· All adults are aware of the system in operation for children’s arrivals and departures and an adult will be at the door during these periods.

· Make sure that the outside doors are locked and the alarm is set.

· Children will only leave the nursery with authorised adults.

· Indoors and outdoor safety checks should be made before every session. (Nurseries will need to have their own safety check lists in place.)

· Activities such as cooking, woodwork and energetic play should receive close and constant supervision.

· On outings near busy roads the adult ratio would be at least one to two.  (Refer to Nursery Guidelines for other outings)

· If a small group goes out, there should be sufficient adults to maintain appropriate ratios for staff and children remaining on the premises. (Parents should sign a consent form for outings at enrolment.)

Accidents

· The head teacher must be informed of any accidents and an accident report completed as advised in the Highland Council Accident Reporting procedures.
· An accident book must be available to record any accident or incident in detail, e.g. time, place, staff present etc.

· Parent/carer should be informed about any accidents.

· The nursery should identify who the qualified first aider is at their school.

Medication

· If a child is receiving prescribed medication the nursery will follow the guidance laid down in the whole school policy.  

   (Refer to H.C. Whole School Policy on Administration of Medicines)

· All medications will be kept in a safe place out of reach of children, preferably a lockable cupboard.

· Cuts or open sores, whether an adults or children, should be suitably covered e.g. dressing secured with adhesive tape. (Check for allergies on admission form.)

· The nursery should ensure that the first aid equipment is kept clean, replenished and replaced as necessary.  Sterile items should be kept sealed in their packages until needed.

First Aid Box

A fully equipped first aid box should be readily available at all times and contain the following:

· Disposable gloves

· Sterile dressings

· Bandages – crepe, cotton and triangular

· Blunt ended scissors

· Adhesive tape

The contents of the first aid box must be listed and the contents routinely checked against the list.

Drugs must not be stored, e.g. aspirin, paracetomol or antiseptic cream. 

Illness

· Parents are asked to keep their children at home if they have any infection.

· Parents should inform the nursery as to the nature of the infection so that staff can alert other parents, and make careful observations of any child who seems unwell.

· Parents are asked not to bring into the nursery any child who has been vomiting or had diarrhoea until at least 24 hours has elapsed since the last attack. 

· It might be useful to include this information for parents in the nursery handbook

Refer to Highland Council Exclusion Policy for infectious diseases for further guidance.

Hygiene

· Hands should be washed after using the toilet.

· Toothbrushes should be air dried and stored carefully.

· A large box of tissues should be available and soiled tissues disposed of hygienically.

· Spillages of blood, vomit or body fluids 

Refer to H.C. guidance in whole school policy.

Snack Routines

· Ensure that children wash hands before snack.

· Use soap or liquid soap under warm running water (less than 60C).

· Tables should be washed with detergent or disinfectant spray before snack.

· Cups and plates should be sterilised weekly.

· Drying cloths should be changed frequently and washed at a minimum of 60C.

· Chopping boards should be cleaned with hot soapy water or disinfectant solution.

· All snacks provided should be nutritious and due attention paid to children’s particular dietary requirements.

· Be aware of allergies – especially nuts, eggs and dairy products.

· Cooking activities with children should provide healthy, wholesome food, promoting and extending the children’s understanding of a healthy diet.

· Home-prepared food should not be eaten in the nursery unless there are exceptional circumstances, e.g. child has a food allergy or a packed lunch is prepared by parents for their own child’s consumption.

· Parents should be made aware of this policy and advised to buy food from a reputable shop if they wish to provide food for the children, e.g. for parties etc.

· Aprons should be worn for food preparation and baking. (used only for this purpose)

· Adults should not walk about with hot drinks or place hot drinks within reach of children.

· Kettles should be used with great care and supervised at all times.

Refer to Highland Council Health and Safety Manual Food Safety for further information relating to food preparation.

Equipment

· Equipment should be checked regularly and dangerous items repaired or discarded.

· The layout and space ratios should allow children and adults to move safely and freely between activities.

· All dangerous materials, including medicines and cleaning materials, should be stored out of reach of children, preferably in a locked cupboard.

· Children should not have unsupervised access to kitchens, cookers or any cupboards storing hazardous materials.

· Fires/heaters/electric points/wires and leads should be adequately guarded.

· Large equipment should be erected with care and checked regularly.

· Equipment offered to children should be developmentally appropriate, recognising that materials suitable for an older child may pose a risk to younger, less mature children.

·  Safety mats should be used under and around climbing equipment.

· A safe storage place should be available for parents/helpers bags – they may contain pills, lighters etc.

· Clean water should be provided in the water tray for each session.

· Clean and replace sand regularly.

· Change playdough frequently.

· Wash toys, dressing-up clothes and play equipment regularly.

· Be aware of babies visiting the nursery and make sure that small pieces of equipment are out of reach.

Outdoor play

· Fences and gates should be secure at all times.

· Keep outside sand pits covered when not in use.

· Climbing equipment should be used with appropriate safety surface underneath. (bark/rubber tiles)

· Ensure that children do not pick berries or fungi that they find.

· Outside play areas must be checked for broken glass or other dangerous litter.

Fire Procedures

· General fire safety instructions should be clearly displayed in the nursery 

· All staff and children should be aware of the fire drill procedures.

· Fire doors should be kept clear at all times.

· Fire exits should be clearly marked.

· Fire drills should be part of the whole school training programme.

Refer to whole school Fire Evacuation Policy.

· A register of both adults and children should be completed so that a record of all those present is available in any emergency.

· There should be no smoking in rooms used by children. 

(H.C. operates a no smoking policy)

· Fire extinguishers should be checked annually and staff know how to use them.

Dealing with a Major Incident

· Refer to whole school policy for “Dealing with a Major Incident in School” and ensure that all staff are aware of this document.

(ref: HC Admin Circular 8/1997)

__________________________

_____________________________
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Parental Involvement Policy     _____________________Nursery
Parents are the first educators of their young children.  The aim of early education is to support and enhance the development of the children in the nursery.  The nursery should respect, understand and value the contribution parents make towards their child’s learning and provide support, guidance and encouragement to parents as educators.

To achieve these aims the nursery should:

· Provide parents with information before their child starts nursery, e.g. admission procedures, handbook or prospectus.

· Work with parents to build up a picture of the child’s development needs when the child starts nursery.

· Ensure that parents are aware of the systems and policies operating at the nursery.

· Inform parents on a regular basis about their child’s progress.

· Provide guidance, advice and resources to support home learning, e.g. story sacks.

· Make sure that parents are kept well informed through notice boards, newsletters and questionnaires.

· Ensure that parents have opportunities to become familiar with “The 3 to 5 Curriculum Framework.”

· The nursery should share information about planned activities with parents.

· Snack menus and Healthy Eating policies should be shared with parents.

· Provide opportunities for parents to contribute from their own skills, knowledge and interests to the activities of the nursery.

· Involve parents in shared record keeping about their own child, either formally or informally.

· Ensure that all parents are fully informed about meetings and events at the nursery.

· Consult with families about the times of meetings to avoid excluding anyone.

· Hold meetings in venues, which are accessible and appropriate for all.

· Welcome contributions from parents, whatever form these may take.

· Make known to parents the system for registering queries, complaints or suggestions.

· Provide written reports to parents giving details of their child’s progress.

__________________________

_____________________________

__________________________

_____________________________
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Special Needs Policy       _____________________Nursery
The nursery should identify and plan for each child’s individual learning requirements and to provide appropriate additional support for children with special educational needs in order to allow them to make the best possible progress.

The nursery should aim to promote an atmosphere of encouragement, acceptance and respect for achievements in which all children can thrive.  They should also develop sensitivity to individual needs and a climate of warmth and support in which self-confidence and self-esteem can grow.

· Existing special educational needs, disabilities or health problems should be identified at enrolment.  Some children with special needs will already have the support of a pre-school teacher for special needs.  This service will continue to support and advise families and nursery staff.

· The nursery should identify any particular learning needs in any areas of learning and develop an effective strategy to meet those needs.

· The nursery should allow children with special educational needs to fully participate in all the activities by providing additional support, adapting activities and environments and by using specialist equipment as appropriate.

· The nursery should work together with staff from other agencies (e.g. speech therapists) to provide the best learning opportunities for each individual child.

· Staff should inform parents of the needs and progress of their child and to work in partnership with them.

· Staff will continuously monitor each child’s progress in the key areas of the curriculum and will regularly update the record of each child’s development and achievements.

· Ongoing assessment and recording will be used to aid early identification of any special needs.

· There are specialist support agencies whose advice can be requested by nursery staff and families, e.g. Autism Outreach, Vision Service, Pre-School  teaching service, IT SEN Service.

If a child is identified as having special educational needs the following action will be taken:

· Staff should consult with parents explaining that there is some cause for concern, ascertaining parents’ views and giving them ideas of how they can help at home.

· Staff will gather information about the child and inform both the head teacher and the appropriate agency, e.g. the school doctor, health visitor or educational psychologist.

· Staff should keep parents fully informed of any consultations with other agencies.

· Staff will provide special help, as identified by appropriate professionals, using different resources and methods to better meet the needs of the child.

· Records will be kept to indicate what has been tried and progress will be reviewed regularly.

Key principles to secure appropriate early education provision for children with special needs:

· All providers should make available on request information about the provision they make for children with special educational needs.  This might range from support for the more routine aspects of developmental delay to the needs of children with significant, low incidence disabilities.

· In exercising choice and agreeing a placement, both parent and provider should satisfy themselves that appropriate provision can be made for the child’s needs by the provider in question.

· Where the parent feels that the provider of first choice cannot make satisfactory provision for their child with significant low incidence disabilities, the parent should consider other local authority or commissioned centres in the area that are in a position to do so.

· The education service will maintain its commitment to children aged 3 to 5 years with special educational needs or significant low incidence disabilities by making appropriate early education provision within the existing network of nursery or pre-school centres, which have enhanced support capability.

· Where a child with a Record of Needs is supported within a local authority centre, the person identified as responsible for the implementation of appropriate provision will be the head teacher and the overall legal responsibility will rest with the local authority.

· Staff will work with other professional agencies to develop an Individualised Educational Programme (IEP) to provide the best possible provision for the child with special educational needs.

· It is important to share information with primary one, arranging visits and preparing the child for their new placement.  A special needs transition supplement is available for this purpose.

· The importance of continuity of approach should be highlighted for children with special needs.
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