Enfield Children’s Centre

Day Care & Community
Policies and Procedures
Policies and Procedures

The following policies and procedures are the collative work of Enfield Children’s Centres, Jo Alsbury (Children’s Centre CAP Development Co-ordinator, Enfield Council and Pre-School Learning Alliance)

Full Day Care, Sessional Day Care, Crèches and Community Services

· Lost or uncollected children policy and procedure 
· Procedure for registering children (admissions policy) 
· Risk assessments (within Health and Safety policy)
· Fire Safety policy & procedure 
· Emergency planning – Bomb Threat, Flooding and Terrorist Attack
· Outings policy & procedure 
· Medicine policy & procedure 
· Administration of medicine policy & procedure 
· Accident & incident policy & procedure 
· Sick child policy & procedure 
· No smoking policy Alcohol and substance misuse
· Equal opportunities policy & procedure 

· Special Educational Needs policy & procedure 

· Behaviour Management policy & procedure 

· Complaints policy & procedure 

· Safeguarding Children policy & procedure 

· Health & Safety policy & policies 

· Confidentiality policy 

· Collection of children policy & procedure 

· Partnership with parents policy & procedure 

· Equality & Diversity policy

· Food & drink policy & procedure 

· Settling-in policy & procedure (part of admissions)

· Staffing & employment policy & procedure 
· Student placement policy & procedure 
· Equipment & resources policy 
· Lone Working & Home Visiting Policy and Procedure
· Violence at Working Policy and Procedure
· Grievance Policy and Procedure
· Use of photographs policy
Lost or Missing Child Procedure

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

At Bowes Children’s Centre, children’s safety is paramount in all that we do. In the unlikely event of a child becoming lost whilst in our care, the following procedure will be adhered to. 
Aims

· The manager will carry out a thorough search of the premises and the immediate surrounding area

· If the child is not found the parent is contacted and the missing child is reported to the police.

· The register is checked to make sure no other child has also gone missing.

· Doors and gates are checked to see if there has been a breach of security whereby a child could wander out.

· Person in charge talks to staff to establish what happened. All is recorded on an incident report form.

If a child goes missing from an outing where parents are not attending and responsible for their own child, the setting ensures that the following procedure is adhered to;

· As soon as it is noticed that a child is missing, staff on the outing ask children to stand with their designated person and carry out a headcount to ensure that no other child has gone astray. One staff searches the immediate vicinity but does not search beyond that.

· The manager is informed, if he/she is not on the outing and they are to make their way to the venue to aid the search and be the point of contact for the police as well as support staff.

· The staff contact the police using the mobile phone and report the child as missing.

· Staff take the remaining children back to the setting.

· The person in charge of the setting contacts the child's parent who makes their way to the setting or outing venue as agreed with the person in charge. 

· If the child is known to be subject to a Child Protection Plan Social Services must be notified

· In an indoor venue, the staff contact the venue's security who will handle the search and contact the police if the child is not found.

· The person in charge contacts the Children’s Centre CAP Development Co-ordinator who will respond to the situation as appropriate.

The Investigation

· The manager carries out a full investigation taking written statements from all the staff present at the time, or who were on the outing.

· The key person/partner writes an incident report detailing: 

· the date and time of the report;

· names of the  staff/ children that were in the group/outing;

· when the child was last seen in the group/outing;

· what has taken place in the group/outing since then; and

· the time it is estimated that the child went missing.

· A conclusion is drawn as to how the breach of security happened.

· If the incident warrants a police investigation all staff will co-operate fully. In this case, the police will handle all aspects of the investigation, including interviewing staff. Social Services may be involved if it seems likely that there is a child protection issue to address.

· The incident is reported under RIDDOR arrangements and is recorded in the incident book; the local authority health and safety officer may want to investigate and will decide if there is a case for prosecution.

· OFSTED is informed.
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Policy for Admissions (Day Care)

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting. 

At Bowes Children’s Centre we aim to make our services accessible to Children and their families from all sections of the Community by providing a range of useful services which are fully inclusive.

Aims

· Children between the ages of 2 years to 5 years will be accepted when a place becomes available. Names can be placed on our waiting list. (We cannot guarantee a place will be available, we will allocate places based on the waiting list.)

· We arrange our waiting list in birth order. In addition our policy may take into account the following:
· Siblings already in attendance

· number of sessions required

· staff wishing their child/ren to attend the nursery

· We will ensure information about our Centre and its services is widely advertised in places which are accessible to all sections within the community; the information can be translated into other languages. Where necessary we will try to provide information in Braille, and for the hearing impaired through signing, or an interpreter.

· We will ensure our Centre is fully inclusive. (Please see our Equality of Opportunity policy)

· All family members are welcome at the Centre.

· We will treat all children and their families fairly and equally, taking into account individual needs.

· We will consult with families about the Centre’s opening times to ensure we are accommodating the needs of those in attendance. 
Procedures:

· The Centre will respond to enquiries by completing a pre-admission form, a prospectus will then be sent to the parent/carer.

·  A visit to the Centre will be offered to the parent/carer.

· During the visit, the applicant will be shown around the Centre. Discussing the child’s needs and the availability of a place.

· To complete the registration process, any questions should be answered as appropriate, the child’s name will be placed on the waiting list or a settling in session will be arranged and a start date discussed.
· The process of ‘settling in’ will be explained to the parent/carer
· Keep in contact with the applicant, informing them of any updates. The Centre will contact the applicant a month before the start date.
‘Settling In’ (Day Care):

We suggest a period of ‘build-up sessions’ (free of charge) for new children, prior to them starting the Centre. Parents/Carers are invited to attend with their child for approximately an hour at a time over the course of 1-2 weeks, to enable them to meet their key person, share important information and familiarise themselves with the new surroundings and routines. 

Usually this procedure is adequate to ensure a positive start for the child. If you would like a longer period to settle your child we are very flexible and would be happy to discuss and offer alternative methods.
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Policy for Admissions (Community)

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

At Bowes Children’s Centre we aim to make our services accessible to Children and their families from all sections of the Community by providing a range of useful services which are fully inclusive.

Aims

· We will ensure information about our Centre and its services is widely advertised in places which are accessible to all sections within the community, the information can be translated into other languages. Where necessary we will try to provide information in Braille, and for the hearing impaired through signing, or an interpreter.

· We will ensure our Centre is fully inclusive. (Please see our Equality of Opportunity policy)

· All family members are welcome at the Centre.

· We will treat all children and their families fairly and equally, taking into account individual needs.

· We will consult with families about the Centre’s opening times to ensure we are accommodating the needs of those in attendance. We will be as flexible as possible regarding times of sessions.
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Fire Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

At Bowes Children’s Centre we take all safety aspects seriously and aim to provide a safe environment for all of our children, staff and visitors.

Aims

To ensure this is kept as a priority we endeavour to do the following;

· We follow the identical fire procedure to Bowes Primary School.

· All Fire Safety equipment is checked yearly (minimum) and records are kept.

· Fire detectors and control systems are checked weekly and records are kept.

· Fire drills are practiced on a termly basis (unannounced and announced) and details are kept in the Fire Log Book.

· Problems or concerns are documented on an action plan and raised with the Headteacher/ Children’s Centre Manager.

· Ofsted shall be notified in the event of a fire or if the Safe House has been used.

· All staff shall be inducted in the fire procedures for Bowes Primary School.

The Safe House is Broomfield School
Address: 56 Wilmer Way, Southgate, London N14 7HY
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Fire Safety Procedure

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Objectives

In the event of a fire we have the following fire procedure to follow:

· In the event of hearing the Fire Alarm the children in each room will be collected together (staff will collect the Fire Grab Bag) and will be taken out of the nearest Fire Exit to the Assembly Point, as far from the building as possible.

· While children are leaving the building the nominated person will check the building and close doors (in the event of a bomb threat evacuation – doors are to be left open).

· The Fire Brigade will be called.

· Once outside a register of the children and staff shall be taken.

· Only the Headteacher or a senior member of staff in charge can decide if and when it is safe to re-enter the building.  This must be done in liaison with the Emergency Services.

· The Children’s Centre Manager/ Site Manager shall, after the event log all details and any problems in the Fire Log Book.

Safe House

· Where it is not possible to return to the building the children will be taken to Bowes Primary School or the Safe House - Broomfield School to be kept warm and dry, and await collection by their parents.  In the event of using the Safe House, Ofsted shall be notified.

· The Nursery Manager will telephone the parents and inform them of the collection point.

· Nursery staff will not:-  
Stop to gather their belongings

Re-enter the building unless permitted to do so by an authorised Fire Warden or Fire Officer.

· The named Fire Warden is Dennis
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Contents for Emergency Grab Bags
In the event of an evacuation the ‘emergency bags’ must be taken out with the a member of staff.  It is vital that the information stored within these bags remains up to date and complete (no information should be removed unless it is to be replaced with an immediate update).

Contents

· Children’s emergency contact details

· Staff emergency contact details

· Local authority contact details

· First aid kit (small)

· Any specific medication needed by individual children (inhaler, epipen etc)

· Nappies and wipes (if necessary)

· Map of building

· Torch/ batteries

· Emergency foil blankets

Emergency Procedures

Bowes Children Centre will follow the Bowes Primary School ‘Emergency Procedures’.

In brief:

In the event of an emergency e.g. bomb alert, gas leak etc… the Headteacher/ Centre Manager will telephone the appropriate emergency services and follow their advice. They will then inform staff calmly and evacuate the building following the fire evacuation procedure.

· A fire drill should be completed every term and is recorded in Log Book.

· In the event of fire, all children are evacuated from the building with staff supervision. The responsible person brings out the details of children and emergency grab bag. Registers, staff signing in sheets and the visitor book is also taken out and all present checked against these.

· Full fire instructions are clearly displayed and staff are aware of their role in the event of a fire

· Ofsted to be notified
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ACTION TO BE TAKEN ON RECEIPT OF A BOMB THREAT
Do not put down the telephone handset or cut off the caller.

Obtain as much information as possible.  Try and keep the caller talking i.e., apologise for a bad line, ask him or her to speak up, etc.

Complete this form as you go along asking questions in sequence as necessary:

Message (Exact Words)


……………………………………………………………………………………

Where is it:


What time will it go off:


What does it look like:


What kind of bomb is it i.e. type of explosive:


Why are you doing this:


Who are you:


What organisation do you represent:


Address:



Time of Call:


WHEN THE CALL IS COMPLETED, GIVE THIS FORM TO THE HEADTEACHER/ CENTRE MANAGER WHO SHOULD THEN INFORM THE POLICE – PASSING ON AS MUCH DETAIL AS POSSIBLE.  THE CACEY TEAM MANAGER IS ALSO TO BE NOTIFIED.

COMPLETE THE FOLLOWING AS SOON AS POSSIBLE AFTER THE CALL HAS BEEN MADE

Details of the Caller:

	Male

	Female

	Child

	Old/Young

	Not Known



Speech:

	Intoxicated

	Irrational

	Rambling

	Speech Impediment



	Was the caller laughing

	Did they have an accent



Did the caller appear to be reading the message or was it spontaneous

Distractions:

Any noise on the line


Call Box pay tone or coins


	Operator

	Interruptions



Anyone in the Background, If So/Describe conduct


Other Noises:

	Traffic

	Talking

	Office Equipment

	Machinery



Aircraft/Airport Noise


	Music

	Children



Other


Person receiving call


Telephone number on which call was received


WHEN COMPLETED, THIS FORM MUST BE TAKEN WITHOUT DELAY TO THE HEADTEACHER/ CENTRE MANAGER OR THEIR DEPUTY AS DESIGNATED IN THE BOMB THREAT PROCEDURES DOCUMENT.

Outings and Visits Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Outings are valuable part of children’s learning and development with both staff and their parents/carers; these may include posting a letter in the post box, picking up conkers or leaves in the nearest park or buying some fruit in the local shops.
Aims and Objectives

· We have agreed procedures for the safe conduct of outings. 

· Parents sign a general consent on registration for their children to be taken out as a part of the daily activities of the setting, but shall be notified on the day of any particular outing.

· Parents always sign consent forms before major outings.

· A risk assessment is carried out before an outing takes place.

· Staff ratios will take into account the nature of the outing and will be maintained throughout the outing.  1 adult to 8 children for children over the age of 3 years and 1 adult to 4 children for children aged 2 years to 3 years.  Where possible parents will be invited to join in if the outing is on a day their child may not be in nursery they would then be responsible for their own child. 

· Named children are assigned to individual staff to ensure each child is individually supervised and to ensure no child gets lost and that there is no unauthorised access to children.

· Outings are recorded in an outings record book stating:

· the date and brief description of outing

· the venue and mode of transport

· names of staff assigned to named children

· time of leaving and time of return

· Staff take emergency bags with them containing a mobile phone, supplies of tissues, wipes, underwear etc… as well as a mini first aid pack, and water. The amount of equipment will vary and be consistent with the venue and the number of children, as well as how long they will be out for.  

· A minimum of two staff should accompany children on outings and a minimum of two should remain behind with the rest of the children.
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Health and Safety Policy
This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Our Centre takes matters of health and safety extremely seriously. All staff and partners are fully aware of the provisions contained within this policy as part of their induction and agreed usage of the centre for their services. All staff and partners are expected to adhere to the Policies and Procedures at all times.

Due to the exhaustive content and regular review needed to comply with Health & Safety regulations, this policy will be contained within its own document for easy access. 

Aim

The Centre aims to ensure the health, safety and welfare of all staff, children, visitors, partners and other individuals who may be affected by the Centre’s activities and actual existence. The Health and Safety at Work Act 1974 and the Workplace (Health, Safety and Welfare) Regulations 1992 and their associated Approved Code of Practice (ACoP) and guidance will be complied with at all times. The Manager and staff strive to go beyond the minimum statutory standards to ensure that health and safety remains the first priority.

The steps below will be followed as a matter of daily routine within the Centre:

· Create an environment that is safe and without risk to health.

· Prevent accidents and cases of work-related ill health.

· Use, maintain and store equipment safely.

· Ensure that all staff are competent in the work in which they are engaged.

He/she is competent to carry out these responsibilities, and has undertaken health and safety training and regularly update their knowledge and understanding.  We display the necessary health and safety poster within the Centre.

Risk Assessment

Our risk assessment process includes:

· Checking for hazards and risks of activities, indoors and outside, on a daily basis this include any activities that are taking place in the community rooms (this should be carried out by the centre manager and the service provider).

· Our assessment covers adults, children and the centre environment.

· Highlighting areas needing attention, or identifying a hazard.

· Developing an action plan that specifies the action needed, the timescales for action, the person responsible for the action and any funding required. 

· General assessments will be carried out daily and weekly, before and at the end of the day.

· Yearly - when a risk assessment are reviewed.

Insurance Cover

We have public liability insurance and employers' liability insurance.  The certificate for public liability insurance is displayed in the centre.

Awareness Raising

· Our induction training for staff and volunteers includes a clear explanation of health and safety issues so that all adults are able to adhere to our policy and understand their shared responsibility for health and safety.  The induction training covers matters of employee well-being, including safe lifting and the storage of potentially dangerous substances.

· Records are kept of induction training sessions and new staff and volunteers are asked to sign the records, along with the person carrying out the induction to confirm that they have taken place.

· Health and safety issues are explained to the parents/carers of new children. 

· As necessary, health and safety training is included in the annual training plans of staff, and health and safety is discussed regularly at staff meetings.

· We have a no smoking policy.

· Children are made aware of health and safety issues through discussions, planned activities and routines.

Children's Safety

· We ensure all staff employed have been checked for criminal records by an enhanced disclosure from the Criminal Records Bureau (CRB checks).

· Adults would not normally supervise children in isolation.  

· All children are supervised by adults at all times.

· Whenever children are on the premises at least two adults must be present.  However ratios must be maintained at all times.

Security

· Systems are in place for the safe arrival and departure of children. The times of the children's arrivals and departures are recorded.

· The arrival and departure times of adults - staff, partners, volunteers and visitors – are recorded.

· Our system prevents unauthorised access to our premises.

· Our system prevents children from leaving our premises unnoticed.

· The personal possessions of staff and volunteers are securely stored during sessions.

Windows and Doors

· Low level windows are made from materials that prevent accidental breakage.

· Windows are protected from accidental breakage or vandalism from people outside the building.

· Windows above the ground floor are secured so that children cannot climb through them.

· We take precautions to prevent children's fingers from being trapped in doors.

Floors

· All surfaces are checked daily to ensure they are clean and not uneven or damaged.

Kitchen

· Children do not have unsupervised access to the kitchen.

· All surfaces are clean and non-porous.

· There are separate facilities for hand-washing and for washing up.

· Cleaning materials and other dangerous materials are stored out of children's reach.

· When children take part in cooking activities, they:

· are supervised at all times;

· are kept away from hot surfaces and hot water; and 

· do not have unsupervised access to electrical equipment.

Electrical/Gas Equipment

· All electrical/gas equipment conforms to safety requirements and is checked regularly. 

· Our boiler/electrical equipment/meter cupboard is not accessible to the children.

· Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught not to touch them.

· Storage heaters are checked daily to make sure they are not covered.

· There are sufficient sockets to prevent overloading.

· The temperature of hot water is controlled to prevent scalds.

· Lighting and ventilation is adequate in all areas including storage areas.

Storage

· All resources and materials are stored safely. 

· All equipment and resources are stored or stacked safely to prevent them from accidentally falling or collapsing.

Outdoor Area

· Our outdoor area is securely fenced.

· Our outdoor area is checked for safety and cleared of rubbish before it is used.

· Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides.

· Where water can form a small pool on equipment, it is emptied before children start playing outside.

· Our outdoor sand pit is covered when not in use and is cleaned regularly.

· All outdoor activities are supervised at all times.

Hygiene

· We regularly seek information from the Environmental Health Department and the Health Authority to ensure that we keep up to date with the latest recommendations.

· Our daily routines encourage the children to learn about personal hygiene.

· We have a daily cleaning routine for the centre which includes play room(s), kitchen, rest area (including bed mats), toilets, nappy changing areas and community rooms.

· Bed linen is washed after each use.

· We have a schedule for cleaning resources and equipment, dressing-up clothes and furnishings.

· The toilet area has a high standard of hygiene including hand washing and drying facilities and the disposal of nappies.

· We implement good hygiene practices by:

· cleaning and sterilising  tables between activities;

· checking and disinfecting toilets regularly;

· wearing protective clothing - such as aprons and disposable gloves - as appropriate;

· providing sets of clean clothes;

· providing tissues and wipes; 

· providing paper towels rather than cloth towels.

Activities

Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages and stages of the children currently attending the setting. 

· The layout of play equipment allows adults and children to move safely and freely between activities. 

· All equipment is regularly checked for cleanliness and safety. Any dangerous items are repaired or discarded.  If those using the community rooms identify items to be unsafe they are to report this to the centre manager.

· All materials - including paint and glue - are non-toxic, and safe for children to use.

· Sand is clean and suitable for children's play.

· Physical play is constantly supervised.

· Children are taught to handle and store tools safely.

· Children who are sleeping are checked regularly, and this information is recorded.

· Children learn about health, safety and personal hygiene through the activities we provide and the routines we follow. 

Food and Drink

· Staff who prepare and handle food receive appropriate training and understand - and comply with – Food Safety and Hygiene Regulations.

· All food and drink is stored appropriately.

· Adults do not carry hot drinks through the play area(s) and do not place hot drinks within reach of children. 

· Snack and meal times are appropriately supervised and children do not walk about with food and drinks.

· Fresh drinking water is available for the children at all times.

· We operate systems to ensure that children do not have access to food/drinks to which they are allergic or where there is a dietary requirement.

Outings and Visits 
Refer to the Outings and Visits Policy

Missing Child 

Refer to the Lost or missing child policy and procedure
Animals 

· Animals visiting the setting are free from disease and safe to be with children, and do not pose a health risk.

· Centre's pets are to free from disease, safe to be with children, and do not pose a health risk.

· Children wash their hands after contact with animals.

· Outdoor footwear worn to visit farms etc… are cleaned of mud and debris and should not be worn indoors.

Fire Safety

· Fire doors are clearly marked, never obstructed and easily opened from inside.

· Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked, as specified by the manufacturer.

· Our emergency evacuation procedures are approved by the Fire Safety Officer and are:

· clearly displayed in the premises;

· explained to new members of staff, partners, volunteers and parents; 

· Fire drills practised and recorded regularly;

· Records are kept on the servicing of fire safety equipment.

First Aid and Medication

Refer to the Sick Child Policy and the Administration of Medicine Policy and Procedure

Accident Records

· Are kept confidential, separately to other records, and within easy access, and are signed by staff and parent/carers.

· Where a child has been referred or recommended on seeking GP or hospital treatment a copy of the accident form is given to the parents/carer.

· All staff and volunteers know where these are kept and how to complete them

· These records are reviewed at least termly to identify any potential or actual hazards

Ofsted is notified of any injury requiring treatment by a general practitioner or hospital doctor, or in the death of a child or adult.

When there is any injury requiring a general practitioner or hospital treatment or where there is a death of a child or adult on the premises, we make a report to the Health and Safety Executive using the format for the Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR).  

Dealing with Incidents

We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and Safety Executive:

· Any accident to a member of staff requiring treatment by a general practitioner or hospital; 

· Any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not cause an accident but could have done, such as a gas leak. 

· Any dangerous occurrence is recorded in our Incident Book. See below.

Information regarding incidents/occurrences should be reported to the incident to the Health and Safety Officer at the Civic Centre, Enfield. 

Our Incident Book

· We keep an incident book for recording incidents including those that are reportable to the Health and Safety Executive as above.

· These incidents include:

· break in, burglary, theft of personal items or the Centre's property;

· fire, flood, bomb threat, gas leak or electrical failure;

· attack on a member of staff or parent/carer on the premises or near by;

· any racist incident involving staff or family on the centre's premises;

· death of a child;

· a terrorist attack, or threat of one.

· In the incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it - or if it was reported to the police, and if so a crime number. Any follow up, or insurance claim made, should also be recorded, and signed.

· In the unlikely event of a terrorist attack we follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety policy will be followed and staff will take charge of their key children. The incident is recorded when the threat is averted.  Please refer to ACTION TO BE TAKEN ON RECEIPT OF A BOMB THREAT form.

· In the event of a child dying on the premises the emergency services are called, and the advice of these services are followed.

· The incident book is not for recording issues of concern involving a child. This is recorded in the child's own file.

Administration of Medication

Refer to the Sick Child Policy and the Administration of Medicine Policy and Procedure

Sickness

Refer to the Sick Child Policy and the Administration of Medicine Policy and Procedure

In addition to our above policies:

· We do not provide on-going care for children that are unwell, have a temperature, or sickness and diarrhoea, or who have an infectious disease.  If the child becomes unwell with these symptoms whilst in the care of the centre, the parents will be contacted and asked to collect their child.

· Children with head lice will not be excluded, but must be treated to remedy the condition. 

· Parents/carers are notified if there is a case of head lice in the centre, we will encourage parents/carers to be responsible for the regular checking of their child’s hair to prevent further outbreaks.

· Parents/carers are notified if there is an infectious disease, such as chicken pox or rubella

· HIV (Human Immunodeficiency Virus) may affect children or families attending the centre. Staff may or may not be informed about it. 

· Children or families are not excluded from the centre or services if they have HIV. 

· Good hygiene practice concerning the clearing of any spilled bodily fluids, and nappy changing is carried out at all times. (separate policies)

· Staff suffering from sickness and diarrhoea will not handle food, and be sent home.

· Ofsted is notified of any infectious diseases that a qualified medical person considers notifiable.

Safety of Adults

· Adults are provided with guidance about the safe storage, movement, lifting and erection of large pieces of equipment.

· When adults need to reach up to store equipment or to change light bulbs they are provided with safe equipment to do so. 

· All warning signs are clear and in appropriate languages.

· Adults do not remain in the building on their own or leave on their own after dark.

· The sickness of staff and their involvement in accidents is recorded.  The records are reviewed on a regular basis to identify any issues that need to be addressed. 

Records

In accordance with the Welfare Requirements for Day Care, we keep records of adults and children.

Adults

· names and addresses of all staff on the premises, including temporary staff who work with the children or who have substantial access to them, and next of kin;

· names and addresses of the owners or of all members of the management committee;

· all records relating to the staff's employment with the setting, including application forms, CRB number (not copies), references, results of checks undertaken etc.

Children

· names, addresses and telephone numbers of parents/carers and adults authorised to collect children from the centre;

· the names, addresses and telephone numbers of emergency contacts in case of children's illness or accident;

· the allergies, dietary requirements and illnesses of individual children;

· the times of attendance of children, staff, volunteers and visitors;

· accidents and medicine administration records;

· consents for outings, administration of medication, emergency treatment; 

· incidents.

Welfare Requirement: safeguarding and promoting children’s welfare

Premises and security and outings

· Risk assessment.

· Record of visitors.

· Fire safety procedures.

· Fire safety records and certificates.

· Operational procedures for outings.

· Vehicle records including insurance.

· List of named drivers.

· COSHH Sheets (Control Of Substances Hazardous to Health)

Welfare requirement: safeguarding and promoting children’s welfare

Medicines, illnesses and injuries and smoking

· Administration of medication.

· Prior parental consent to administer medicine.

· Record of the administration of medicines.

· Prior parental consent for emergency treatment.

· Accident record.

· Sick children.

· No smoking.
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Confidentiality Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

At Bowes Children’s Centre we hold confidentiality in high regard. It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality early years care and education in our setting.

We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.

Aims

We keep two kinds of records on children attending our setting:

Developmental Records 
· These include observations of children in the setting, samples of their work (photographic evidence – with parental consent.  Please refer to Use of photographs policy), summary developmental reports and records of achievement. 

· They are kept within each room and can be accessed, and contributed to, by staff, the child and the child's parents.

Personal Records  

· These include registration and admission forms (this information is also stored on E-Start, E-Nurseries and Connect Software), signed consents, and correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies, any ongoing record of relevant contact with parents, and observations by staff on any confidential matter involving the child, such as developmental concerns.  

· Parents have access, in accordance with the access to personal records procedure (see next page), to the files and records of their own children but do not have access to information about any other child.

· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs.  Staff induction includes an awareness of the importance of confidentiality in the role of the key person.  Staff will also be expected to sign the confidentiality disclosure form (see next section).

Confidential/ Personal Records  

· Any confidential records or child protection matters are stored in a lockable file or cabinet and are kept secure by the Children’s Centre Manager in our main office.
Other Records

· Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.

Access to Personal Records

Parents may request access to any records held on their child and family following the procedure below.

· Any request to see the child's personal file by a parent or person with parental responsibility must be made in writing to the manager of the Children’s Centre.

· All third parties are written to, stating that a request for disclosure has been received and asking for their permission to disclose to the person requesting it. A copy of these letters are retained on the file.

· 'Third parties' include all family members who may be referred to in the records.

· It also includes workers from any other agency, including social services, the health authority, etc. It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to them.

· When all the consents/refusals to disclose have been received these are attached to the copy of the request letter.

· A photocopy of the complete file is taken.

· The manager of the Children’s Centre goes through the file and removes any information which a third party has refused consent to disclose. This will be done with a thick black marker, to score through every reference to the third party and information they have added to the file.

· What remains is the ‘clean copy’ which contains information recorded by the setting, detailing the work initiated and followed by them in relation to confidential matters. 

· The 'clean copy' is photocopied for the parents who are then invited in to discuss the contents. The file should never be given straight over, but should be gone through by the manager, so that it can be explained.

· Legal advice may be sought before sharing a file, especially where the parent has possible grounds for litigation against the setting or another (third party) agency.

All the undertakings above are subject to the paramount commitment of the centre, which is to the safety and well-being of the child.  Please see also our policy on safeguarding children.
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Confidentiality

Working at Bowes Children’s Centre may involve you encountering confidential information about the centre (this may be verbally received or seen in written context), and other people involved (other staff, professionals, parents, children and suppliers).  All information about or relating to Bowes Children’s Centre, is to be regarded as ‘confidential information’ 

Confidential information includes;

· Financial information  (including parent fees)

· Security information (codes, passwords, security arrangements, etc)

· Planned price changes

· Any information about colleagues (salaries, personal details etc)

· Customer details (parents and carers)

· Other professional details (including suppliers details)

· Investigations (involving staff or others)

· Work processes and techniques

· Policies and procedures of the centre

· Child Protection/Safeguarding information

· Information that is not generally known by others

If it is made known that any ‘confidential information’ has been disclosed without prior consent by the management team by any member of staff, disciplinary action may be taken.

Please sign below to confirm that your have read, understood and agreed with the above.

Signed (employee/partner)

Date

Signed (Manager)

Date

Collection of Children and Uncollected Children Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Aims and Objectives

In the event that a child is not collected by an authorised adult at the end of a session/day, we will put into practice the agreed procedures. These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child.  

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 as 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.

We will ensure that:

· Parents of children starting at the setting 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, perhaps a neighbour or close relative;

· place of work, address and telephone number (if applicable);

· mobile telephone number (if applicable); 

· names, addresses, telephone numbers and password of adults who are authorised by the parents to collect their child from the setting, for example a childminder or grandparent (a photograph may also be requested);

· information about any person who does not have legal access to the child; and

· who has parental responsibility for the child.

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

· On occasions when parents or the persons normally authorised to collect the child are not able to collect the child, the name, address and telephone number of the person who will be collecting their child will be record in our Communications Book.  We agree with parents how to verify the identity of the person who is to collect their child, this shall be in the following format;

· Form of identification with a photograph (passport or driving licence)

· A password given to the persons by the parent/carer and that is known by the centre.

· Parents are informed that if they are not able to collect the child as planned, they must inform us so that we can begin the back-up procedures. 

·  We provide parents with our contact telephone number. 

· We also inform parents;

If a child is not collected at the end of the session/day, we follow the following procedures;

· The Communications Book 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 the setting - and whose telephone numbers are recorded on the Registration Form - are contacted.

· All reasonable attempts are made to contact the parents or nominated carers.

· The child does not leave the premises with anyone other than those named on the Registration Form and in the Communication Book (even if they are known to the child/centre)

· If no-one collects the child after one hour and there is no-one who can be contacted to collect the child, we apply the procedures for uncollected children;

· We contact our out of hour’s duty officer at the Local Authority Social Services Department (telephone number 020 8379 2507 or 020 8379 1000)

· The child stays at setting in the care of two fully-vetted workers until the child is safely collected either by the parents or by a social worker;

· Social services will aim to find the parent or relative. If they are unable to do so, the child will be admitted into the care of the local authority.

· Under no circumstances are staff members to go to look for the parent, nor do they take the child home with them.

· A full written report of the incident is recorded in the child's file.

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

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

We believe that children benefit most from Early Years education and care when parents, settings and services work together in partnership. 

Our aim is to support parents as the children's first and most important educators by involving them in their children's education and in the full life of our setting. We also aim to support parents in their own continuing education and personal development.

Aims

In order to fulfil these aims, we;

· are committed to ongoing dialogue with parents to improve our knowledge of the children’s needs and to support their families;

· inform all parents about how the setting is run and its policies through access to written information and through regular informal communication. We check to ensure parents understand the information that is given to them.

· encourage and support parents to play an active part in the governance and management of the setting;

· inform all parents on a regular basis about their children's progress;

· involve parents in the shared record keeping about their children - either formally or informally - and ensure parents have access to their children's written developmental records;

· provide opportunities for parents to contribute their own skills, knowledge and interests to the activities of the setting;

· inform parents about relevant conferences, workshops, training and additional services provided at the centre and within the local area.

· provide information about opportunities to be involved in the setting in ways that are accessible to parents with basic skills needs, or those for whom English is an additional language;

· hold meetings in venues that are accessible and appropriate for all;

· welcome the contributions of parents, in whatever form these may take;

· inform all parents of the systems for registering queries, complaints or suggestions and check to ensure these are understood.  All parents have access to our written complaints procedure; and

· provide opportunities for parents to learn about the curriculum offered in the setting and about young children's learning, in the setting and at home.
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Safeguarding Children Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Bowes Children’s Centre is committed to the safeguarding of children to protect their rights to ‘grow’ in a safe, caring environment, without harm. We offer a caring, non-judgemental, home-from-home setting to ensure children receive security and warmth. It is our policy to offer children security through cuddles, sitting on laps, in arms etc when a child is upset or in need of comforting. All staff are made fully aware of child protection issues and will ensure contact is visible, and carried out in a professional manner, to protect the children and themselves from any unnecessary misunderstandings. 

Aims
· To promote a child's right to be strong, resilient and listened to by creating an environment in our Centre that encourages children to develop a positive, self image which includes their heritage, ethnicity, languages spoken at home, their religious beliefs, cultural traditions and home background.
· To encourage children to develop a sense of autonomy and independence.
· To build self confidence and teach children to have the vocabulary to resist inappropriate approaches. 

· To help children establish and sustain positive relationships within their families, with peers, and other adults.

· To work in partnership with Parents/Carers to build their understanding of and commitment to the principles of safeguarding all our children. 

We have a designated Safeguarding Children Representative Nominated Person for the centre who is responsible for the implementation of this policy and ensures it is adhered to at all times. 

The nominated person is: Di Moore, Androulla Nicou , Sarah Turner & Glynne Hill  

Procedures
· We provide adequate and appropriate staffing resources to meet the needs of children.

· Applicants for posts within the Centre are clearly informed that the positions are exempt from the Rehabilitation of Offenders Act 1974.

· Candidates are informed of the need to carry out an 'enhanced disclosure' check with the Criminal Records Bureau before posts can be confirmed. 

· Where applications are rejected because of information that has been disclosed, applicants have the right to know and to challenge incorrect information. 

· We abide by Ofsted requirements in respect of references and Criminal Record Bureau checks for staff and volunteers, to ensure that no disqualified person or unsuitable person works at the Centre or has access to the children. Partners are to supply the centre with their staff CRB details as and when required.

· Volunteers do not work unsupervised.

· We abide by the Protection of Children Act requirements in respect of any person who is dismissed from our employment, or resigns in circumstances that would otherwise have led to dismissal for reasons of child protection concern.

· We have procedures for recording the details of visitors to the Centre.  

· We take security steps to ensure that we have control over who comes into the Centre so that no unauthorised person has unsupervised access to the children.

Bowes Children’s Centre is committed to responding promptly and appropriately to all incidents or concerns of abuse that may occur, and to work with statutory agencies in accordance with the procedures that are set down in 'What to do if you are worried a child is being abused' (DoH 2004.) 

The legal frameworks:

Primary legislation

The Children Act 1989 - s 47

The Protection of Children Act 1999

Data Protection Act 1998

The Children Act 2004 (Every Child Matters)

Guidance

What to do if You Are Worried a Child is Being Abused (2004)

The Framework for the Assessment of children in Need and Their Families (2000)

Working Together to Safeguard Children (revised 2010) The Common Assessment Framework 2005

Secondary Legislation
Sexual Offences Act (2003)

Criminal Justice and Court Services Act (2000)

Human Rights Act (1999)

Race Relations (Amendment) Act (2000)

Race Relations (Amendment) Act (1976) Regulations

Rehabilitation of Offenders Act 1974

Liaison With Other Bodies

· We work within the ‘Safeguarding Children’s Board’ guidelines.
· We have a copy of 'What to do if you are worried a child is being abused' for Parents/Carers and staff, and all staff are familiar with what to do if they have concerns.  Partners involved in delivering services within the centre abide by Bowes Children’s Centre procedures.

· We have procedures for contacting the local authority on child protection issues, including maintaining a list of names, addresses and telephone numbers of social workers to ensure that it is easy, in any emergency, for the Centre and social services to work well together.

· We notify the registration authority (Ofsted) of any incident or accident and any changes in our arrangements which may affect the wellbeing of children. 

· Details of the local National Society for the Prevention of Cruelty to Children (NSPCC) contacts are also kept.

· If a referral is to be made to the local authority social services department, we act within the Local Safeguarding Children’s Boards guidance in deciding whether we must inform the child's Parents/Carers at the same time.
Responding To Suspicions Of Abuse

· We acknowledge that abuse of children can take different forms - physical, emotional, sexual, as well as neglect.

· When children are suffering from physical, sexual or emotional abuse, or may be experiencing neglect, this may be demonstrated through the things they say (direct or indirect disclosure) or through changes in their appearance, their behaviour, or their play. 

· Where such evidence is apparent, the child's key person makes a dated record of the details of the concern and discusses what to do with the setting leader, or the 'designated person'. The information is stored in a Safeguarding File kept in a secure place with the Designated Person.

· Staff take care not to influence the outcome either through the way they speak to children or by asking questions of children. Only fact will be written, and the actual account of the concern.

· Concerns may be shared with Social Services, Health Visitors, the Police or NSPCC.

Our local Social Services and Local Safeguarding Children’s Board is based at:

Civic Centre, London Borough of Enfield, EN1 3XF.

Contact: 020 8379 2507/ 1000

London Borough of Haringey 

Contact: 020 8489 1801/ 4470/ 5818

Out of hours – contact the Duty Officer: 020 8379 1000 

The NSPCC has a 24 hr help line: 0808 800 5000
Allegations Against Staff
· We ensure that all Parents/Carers know how to make a complaint against staff, volunteer or service within the centre, which may include an allegation of abuse.  

· We follow the guidance of the Local Safeguarding Children’s Board when responding to any complaint that a member of staff or volunteer has abused a child.  

· We respond to any disclosure by children or staff that abuse by a member of staff may have taken, or is taking place, by first recording the details of any such alleged incident. 

· We refer any such complaint immediately to the local authority's social service department and safeguarding Board to investigate.

· We co-operate entirely with any investigation carried out by social services in conjunction with the police.

· Our policy is to suspend the member of staff on full pay for the duration of the investigation; this is not an indication of admission that the alleged incident has taken place, but is to protect the staff as well as children and families throughout the process. 

Disciplinary Action

Where a member of staff or a volunteer is dismissed from the Centre or internally disciplined because of misconduct relating to a child, we notify the Department of Health administrators so that the name may be included on the List for the Protection of Children and Vulnerable Adults. 
Bowes Children’s Centre is committed to promoting awareness of child abuse issues throughout its training and learning programmes for adults. It is also committed to empowering young children, through its early childhood curriculum, promoting their right to be strong, resilient and listened to.

Training

· We seek out training opportunities for all adults involved in the setting to ensure that they are able to recognise the signs and symptoms of possible abuse so that they are aware of the local authority guidelines for making referrals. 

· We ensure that all staff follow and understand the procedures for reporting and recording their concerns in the Centre.

Planning

The layout of the rooms allows for constant supervision. No child is left alone with staff or volunteers in a one to one situation without being visible to others.
Curriculum

We introduce key elements of child protection into our programme to promote the personal, social and emotional development of all children, so that they may grow to be 'strong, resilient and listened to' and so that they develop understanding of why and how to keep safe. We ensure that this is carried out in a way that is developmentally appropriate for the children.

Disclosures

Where a child makes a disclosure to a member of staff, that member of staff: 

· Offers reassurance to the child;

· Listens to the child; 

· Reassures the child that she or he will take action.

The member of staff does not question the child or agree to keeping what they have told them a secret.

Recording Suspicions Of Abuse And Disclosures

Staff make a record of: 

· the child's name

· the age of the child

· the date and time of the observation or the disclosure

· an objective record of the observation or disclosure

· the exact words spoken by the child as far as possible

· the name of the person to whom the concern was reported, with date and time

· the names of any other person present at the time

These records are signed and dated and kept in the child's personal file.

All members of staff know the procedures for recording and reporting. 

Informing Parents

· Parents/Guardians are normally the first point of contact. 

· If a suspicion of abuse is recorded, Parents/Guardians are informed at the same time as the report is made, except where the guidance of the local Safeguarding Children’s Board does not allow this. (significant harm)

· This will usually be the case where the Parent/Guardian is the likely abuser. In these cases the investigating officers will inform Parents/Guardians.

Confidentiality

All suspicions and investigations are kept confidential and shared only with those who need to know.  Any information is shared under the guidance of the Local Safeguarding Children’s Board. 

Support To Families

· The Centre believes in building trusting and supportive relationships with families, staff, partners and volunteers in the centre.

· The Centre makes clear to Parents/Carers its role and responsibilities in relation to Safeguarding Children, such as for the reporting of concerns, providing information, monitoring of the child, and liaising at all times with the local social services department.

· The Centre continues to welcome the child and the family whilst investigations are being made in relation to any alleged abuse. 

· We follow the Safeguarding Children Plan as set by the Social Services department in relation to the Centre's designated role and tasks in supporting the child and the family, subsequent to any investigation.

· Confidential records kept on a child are shared with the child's parents or those who have Parental responsibility for the child in accordance with the procedure and only if appropriate under the guidance of the Area Safeguarding Children Committee.

Children’s welfare is our first priority, concerns will, if appropriate, be discussed with Parents/Guardians. Where there are concerns regarding significant harm correct procedures will be followed immediately and a referral to Social Services made.
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Use of the Community Room Policy
This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

At Bowes Children’s Centre it is our aim to provide a welcoming, well resourced community room and support services to deliver their groups. 

Aims

· To ensure all services using the room understand and adhere to the Centre policies.

· To provide resources and refreshments as required.

· To keep the room in a tidy, hygienic order and ensure responsibility is taken for this from the service leader.

· To work in partnership with the services, liaise and build good communication and relationships.

Procedures

· By providing a full induction to all service leaders before they start their groups.

· Setting clear ground rules and expectations to suit all users of the Centre.

· By giving regular feedback and to communicate between parents/carers and service providers.

· Complete forms as requested to ensure important data is recorded.

· Ensure opportunities are available for children within the day care setting to participate in required services, and ensure that staff are able to attend sessions and share experiences with the centre staff. 

· We will ensure a reliable timetable is maintained to accommodate all our services as best possible.

· Encourage the sharing of valuable information, as confidentiality allows, to enable us to meet targets and more importantly the needs of the community.
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Sickness and the Administration of Medicine Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

We appreciate that there may be times when children need to take medicine, and Bowes Children’s Centre are able to administer medication that is prescribed by a Doctor.  
Aims

· To provide and adhere to systems that ensure correct medicine and dosage is administered.

· To administer medication only with written parental consent and at the stated times.

· All medication administered will be recorded using appropriate forms.

Procedures

· Medicine can only be administered to children in our care with the written consent of the parent/carer and by an employed member of staff.

· In all cases the medicine must be prescribed by a Doctor, in the original container, bearing a label describing the contents, patients name, date, and the dose and frequency it is to be taken.

· A medicine form will be given to the parent/carer to complete before we can administer any medication and this will include the Doctors name, contact number, medicine name and times/dose to be given.

· Staff administering the medicine will record information on the form and sign each entry. Parent/Carers will be asked to ‘sign out’ medicine forms at the end of each day to acknowledge it has been administered and by whom.

· Lotions/creams will only be applied with parent/carers written permission.

· All medication will be stored safely and appropriately and out of reach from the children, and according to the instructions, for example, in the fridge or in a locked cabinet.
· Calpol or other similar temperature reducing medication can only be given if it is prescribed by a Doctor following the above procedures.
Ongoing Medication

Where there is a need for medication on a regular or irregular basis we complete the forms as ‘ongoing’ this means medicine prescribed such as inhalers, epipens, allergy creams etc. can be given as and when it is needed. In cases of prescribed Calpol or other temperature reducing medicine, we will phone the parent/carer before administration to check if the child has already been given medicine that day. The ongoing medicine form is then completed as usual.

Sufficient information shall be obtained from the parent/carer regarding the child’s medical condition in the form of a Care Plan.

Medicine that has not been prescribed should not be brought into the nursery or left in your child’s bag, and will not be administered by staff. ‘A child under 16 should never be given medicines containing aspirin unless it has been prescribed for that child by a doctor’ Statutory Framework pg 26
Sickness

· Children who contract any infectious illness such as diarrhoea, conjunctivitis etc. should be collected from the centre without delay. Staff will inform parent/carers immediately by telephone.

· Children should not return to the Centre until 24 hours after the illness has ceased.

· Children who are prescribed antibiotics should not attend the Centre for 48 hours.

· The Centre will advise parent/carers if there is any outbreak of illness that may be of concern. This may be in consultation with the Health Protection Agency/Department of Health.

· Parent/Carers of children who are clearly unwell/or distressed through illness will be asked to collect their child from the Centre.

Headlice

Children are not excluded if found to have headlice. We ensure parent/carers are aware of any outbreaks and advise by letter of the best methods to treat. It is the parent/carers responsibility to check their child’s hair regularly. In cases of headlice we advise parent/carers to collect and treat their child before returning to the Centre (as this can cause discomfort for the child).

We follow the guidance of the Local Authority ‘Control of Communicable Diseases Manual’.
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Sickness Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

In the interests of maintaining a healthy environment Bowes Children’s Centre policy for sickness is discussed with parents.  This includes procedures for contacting parents - or other authorised adults - if a child becomes ill while in the setting.

Aims
· We do not provide on-going care for children who are unwell, have a temperature, or sickness and diarrhoea, or who have an infectious disease.

· Parents can be provided with a list of communicable diseases and exclusion timescales.

· Should a child become ill whilst in our care staff will assess the condition of the child and contact the parent immediately.
· Any child suffering from sickness or diarrhea will be readmitted to the nursery provided they have been clear for at least 48hrs. 

· If we discover two or more cases of food poisoning, or any communicable diseases, we will notify Ofsted and The Environmental Health in confidence.

· For usual childhood illnesses, siblings of sick children will be admitted if they do not display signs of illness.

· Following an infectious illness, a child will be deemed to return to the Children’s Centre when he/she is no longer infectious and able to cope with the busy environment.

· Children with headlice are not excluded, but must be treated to remedy the condition. 

· Parents are notified if there is a case of headlice in the setting.

· Parents are notified if there is an infectious disease, such as chicken pox.

· HIV (Human Immunodeficiency Virus) may affect children or families attending the setting. Staff may or may not be informed about it. 

· Children or families are not excluded because of HIV. 

· Good hygiene practice concerning the clearing of any spilled bodily fluids is carried out at all times.

· Ofsted is notified of any infectious diseases that a qualified medical person considers notifiable.
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Accident and Incident Policy 

(including First Aid and Emergency Medical Treatment)
This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Aims and Objectives

At least one member of staff with current first aid training is on the premises or on an outing at any one time. The first aid qualification includes first aid training for infants and young children. 

Our first aid kit:

· complies with the Health and Safety (First Aid) Regulations 1981;

· is regularly checked by a designated member of staff and re-stocked as necessary;

· is easily accessible to adults; and

· is kept out of the reach of children.

At the time of admission to the setting, parents' written permission for emergency medical advice or treatment is sought.  Parents sign and date their written approval.

Parents sign a consent form at registration allowing staff to take their child to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that parents have been informed and are on their way to the hospital.
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Accidents and Incidents Procedures

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Dealing with Incidents

We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and Safety Executive:

· any accident to a member of staff requiring treatment by a general practitioner or hospital; and

· any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not cause an accident but could have done, such as a gas leak. 

· Any dangerous occurrence is recorded in our Incident Book. See below.

Our Incident Book

· We keep an incident book for recording incidents including those that that are reportable to the Health and Safety Executive as above.

· These incidents include:

· break in, burglary, theft of personal or the setting's property;

· fire, flood, gas leak or electrical failure;

· attack on member of staff or parent on the premises or near by;

· any racist incident involving a staff or family on the centre's premises;

· death of a child, and

· a terrorist attack, or threat of one.

· In the incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it - or if it was reported to the police, and if so a crime number. Any follow up, or insurance claim made, should also be recorded.

· In the unlikely even of a terrorist attack we follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety Policy will be followed and staff will take charge of their key children. The incident is recorded when the threat is averted.

· In the unlikely event of a child dying on the premises, for example, through cot death in the case of a baby, or any other means involving an older child, the emergency services are called, and the advice of these services are followed.

Our Accident/ Incident Log Book:

· is kept safely and accessibly;

· all staff and volunteers know where it is kept and how to complete it; and

· is reviewed termly to identify any potential or actual hazards.

· In the event of the child needing hospital treatment or where the child has received a head injury (minor or major), a copy of the accident form will be given to the parent/carer.

Ofsted is notified of any injury requiring treatment by a general practitioner or hospital doctor, or the death of a child or adult.

When there is any injury requiring general practitioner or hospital treatment to a child, parent, volunteer or visitor or where there is a death of a child or adult on the premises, we make a report to the Health and Safety Executive using the format for the Reporting of Injuries, Diseases and Dangerous Occurrences.
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No smoking policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Bowes Children’s Centre is committed to a no smoking policy.  Smoking is prohibited in the whole building including the outside grounds at any time, including directly outside or where visible by children and parents. 

Our policy applies not only to staff and students, but also to all entering the building i.e. partners, visitors and parents.

Staff and parents who wish to smoke are not permitted to on the premises, which also include outside grounds and must not smoke directly outside the entrance of the setting.
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Alcohol and Substance Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Bowes Children’s Centre realises that the misuse of alcohol and other substances impairs employee health and productivity.  Alcohol and substances problems result in unsafe working conditions for all employees, partners, children and their families.  Bowes Children’s Centre is committed to maintaining a productive, safe, and healthy work environment, free of unauthorised alcohol and substance use. 

Any employee involved in the unlawful use, sale, manufacturing, dispensing or possession of controlled substances, illicit drugs and alcohol on Bowes Children’s Centre premises or work sites, or working under the influence of such substances, will be subject to disciplinary action up to and including dismissal and referral for prosecution.  

In addition, Bowes Children’s Centre has developed and maintains a comprehensive Alcohol and substance policy, in conjunction with Enfield Council’s Policies and Procedures which employees and partners may obtain from Human Resources.
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Equality, Diversity and Inclusion Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Aims and Objectives

Bowes Children’s Centre is committed to valuing diversity by providing equality of opportunity and anti-discriminatory practice for all children and families.

Our aim is to: 

· provide a secure environment in which all our children can flourish and in which all contributions are valued;

· include and value the contribution of all families to our understanding of equality and diversity;

· provide positive non-stereotyping information about gender roles, diverse ethnic and cultural groups and people with disabilities;

· improve our knowledge and understanding of issues of anti-discriminatory practice, promoting equality and valuing diversity; and

· make inclusion a thread that runs through all of the activities of the setting.

The legal framework for this policy is:
· Race Relations Act 1976;

· Race Relations Amendment Act 2000;

· Sex Discrimination Act 1986;

· Childcare Act 2006

· Children Act 1989; and

· Special Educational Needs and Disability Act 2001.

Admissions

Bowes Children’s Centre is open to all members of the community.

· We advertise our service widely.

· We reflect the diversity of members of our society in our publicity and promotional materials.

· We provide information in clear, concise language, whether in spoken or written form.

· Translators are available on request.

· We base our admissions policy on a fair system.

· We ensure that all parents are made aware of our equal opportunities policy.

· We do not discriminate against a child or their family, or prevent entry to our Centre, on the basis of colour, ethnicity, religion or social background, such as being a member of a travelling community or an asylum seeker.

· We do not discriminate against a child with a disability or refuse a child entry to our setting because of any disability.

· We ensure that people with disabilities can participate successfully in the services offered by the setting and in the curriculum offered.

· We take action against any discriminatory behaviour by staff or parents. Displaying of openly racist insignia, distribution of racist material, name calling, or threatening behaviour are unacceptable on or around the premises and will be dealt with in the strongest manner.

Employment

· Posts are advertised and all applicants are judged against explicit and fair criteria. 

· Applicants are welcome from all backgrounds and posts are open to all.

· We may use the exemption clauses of the Race Relations Act and the Sex Discrimination Act where this is necessary to enable the service to best meet the needs of the community. 

· The applicant who best meets the criteria is offered the post, subject to references and checks by the Criminal Records Bureau. This ensures fairness in the selection process.   

· All job descriptions include a commitment to equality and diversity as part of their specifications.

· We monitor our application process to ensure that it is fair and accessible.

Training

· We seek out training opportunities for staff and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish. 

· We review our practices to ensure that we are fully implementing our policy for equality, diversity and inclusion.

Curriculum

The curriculum offered in the setting encourages children to develop positive attitudes about themselves as well as to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking.

We do this by:

· making children feel valued and good about themselves;

· ensuring that children have equality of access to learning;

· recognising the different learning styles of girls and boys, making appropriate provision within the curriculum to ensure each child receives the widest possible opportunity to develop their skills and abilities;

· positively reflecting the widest possible range of communities in the choice of resources;

· avoiding stereotypes or derogatory images in the selection of books or other visual materials;

· celebrating a wide range of festivals;

· creating an environment of mutual respect and tolerance;

· helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable;

· ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities; 

· ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning; and

· ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages.

Valuing Diversity In Families

· We welcome the diversity of family lifestyles and work with all families.

· We encourage children to contribute stories of their everyday life to the setting.

· We encourage parents/carers to take part in the life of the setting and to contribute fully.

· For families who speak languages in addition to English, we will develop means to ensure their full inclusion.

Food

· We work in partnership with parents to ensure that the medical, cultural and dietary needs of children are met.

· We help children to learn about a range of food, and of cultural approaches to mealtimes and eating, and to respect the differences among them.
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Food and Drink Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Bowes Children’s Centre considers snack and meal times as an important part of our day.  Eating represents a social time for children and adults and helps children to learn about healthy eating. 

Aims 

At snack and meal times, we aim to provide nutritious food, which meets the children's individual dietary needs. We aim to meet the full requirements of the Welfare Requirements – food and drink

In order to achieve this we have in place certain procedures:

· Before a child starts to attend the setting, we find out from parents their children's dietary needs and preferences, including any allergies.  

· We record information about each child's dietary needs in her/his registration record and parents sign the record to signify that it is correct.

· 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 that is consistent with their dietary needs and preferences as well as their parents' wishes.

· We are involved in the planning of menus in advance with the caterer’s, respecting parent’s wishes.

· We display the menus of meals for the information of parents.

· We provide nutritious food at all meals and snacks, avoiding large quantities of saturated fat, sugar and salt and artificial additives, preservatives and colourings.

· We include a variety of foods from the four main food groups:

· meat, fish and protein alternatives;

· dairy foods;

· grains, cereals and starch vegetables; and

· fruit and vegetables.

· We include foods from the diet of each of the children's cultural backgrounds, providing children with familiar foods and introducing them to new ones.

· We take care not to provide food containing nuts or nut products and are especially vigilant where we have a child who has a known allergy to nuts.

· We aim to provide a vegetarian alternative on days when meat of fish are offered for children who require it.

· 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 meal and snack times so that they are social occasions in which children and staff participate.

· We use meal and snack times to help children to develop independence through making choices, serving food (but not hot food) and drink and feeding themselves.

· We provide children with utensils that are appropriate for their ages and stages of development and that take account of the eating practices in their cultures.

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

· In accordance with parents' wishes, we offer children arriving early in the morning - and/or staying late - an appropriate breakfast and a snack.

· In order to protect children with food allergies, we have rules about children sharing and swapping their food with one another.

· For each child under three, we provide parents with daily written information about feeding routines, intake and preferences. 

· Staff sit with children to eat their lunch so that the mealtime is a social occasion. 
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Staffing and Employment Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Aims and Objectives

We provide a staffing ratio in line with the requirements of the Welfare Standards to ensure that children have sufficient individual attention and to guarantee care and education of a high quality.  Our staff are appropriately qualified and we carry out checks for criminal and other records through the Criminal Records Bureau in accordance with statutory requirements.

To meet this aim we use the following ratios of adult to child:

· children under two years of age: 1 adult : 3 children;

· children aged two to three years of age: 1 adult : 4 children; and

· children aged three to raising five years of age: 1 adult : 8 children. 

· A minimum of two staff/adults are on duty at any one time.

· We use a key worker system to ensure that each child has a named member of staff with whom to form a relationship and who plans with parents for the child's well-being and development in the setting. The key person meets regularly with the family for discussion and consultation on their child's progress.

· We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time.

· We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection.

· All staff have job descriptions which set out their staff roles and responsibilities.

· We welcome applications from all sections of the community.  Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation. Applicants will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable. 

· We provide regular in-service training to all staff - whether paid staff or agency/volunteers.

· We provide staff induction training in the first weeks of employment.  This induction includes our Health and Safety Policy and Child Protection Policy.  
· We support the work of our staff by holding regular supervision meetings and appraisals.

· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.

· We use Ofsted guidance on obtaining references and criminal record checks through the Criminal Records Bureau for staff and volunteers who will have substantial access to children.
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Student Placement Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Declaration of Our Aims

We recognise that qualifications and training make an important contribution to the quality of the care and education provided by early years settings. As part of our commitment to quality, we offer placements to students undertaking early years qualifications and training.

We aim to provide for students on placement with us experiences that contribute to the successful completion of their studies and that provide examples of quality practice in early years care and education. 

· We require students to meet the 'suitable person' requirements of Ofsted.  

· We require schools placing students under the age of 17 years with the setting to vouch for their good character.

· We supervise students under the age of 17 years at all times and do not allow them to have unsupervised access to children.

· We take out employers' liability insurance and public liability insurance, which covers both trainees and voluntary helpers.

· We require students to keep to our confidentiality policy.

· We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study.

· We provide students, at the first session of their placement, with a short induction on how our setting is managed, how our sessions are organised and our policies and procedures.

· We communicate a positive message to students about the value of qualifications and training.

· We make the needs of the children paramount by not admitting students in numbers that hinder the essential work of the setting.



Date written:3rd September 2009 reviewed date: 3rd September 2011

Example of a Children’s Centre Staffing Structure
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. many fong:

· Intimidation

· Physical violence

· Threatening behaviour

· Verbal abuse (including telephone abuse)

· Threats to work colleagues

· Threats to family members

· Racial abuse

· Sexual abuse/harassment

· Threats with weapons

· Postal threats

· Damage to personal property

However the threat of violence against staff could also be part of a larger incident e.g.

· Client on Client attack

· Detaining/Hostage situation

· Stalking incident

· Threats/attacks outside of work situation –following an earlier work related incident

Staff at most risk from the threat of violence at work often work in 1 of the 8 key areas;

· Staff who deal with members of the public where decisions/assessments are made on the client at that point of contact.

· Staff working with vulnerable young people.

· Staff who work in isolation/lone workers.

· Staff who deal with customer complaints (including telephone complaints).

· Staff who undertake home visits/assessments/

· Staff who handle money/dispense money to clients.

· Staff undertaking inspections or carrying out enforcement action.

· Staff who work with individuals who potentially have emotionally or mental impairment (possible due to illness or substance abuse).

Managers whose teams work with clients in any of the above categories should have violence at work listed as a hazard on the staff risk assessments and have procedures and safe systems of work in place to deal with these possibilities.

Too often, because of their professionalism and sense of responsibility members of staff persevere with abusive parents and service users beyond the point of reasonableness – putting their own wellbeing at risk.  This often tallies with a general reluctance to report incidents or discuss the problems with colleagues.  It is vital that managers demonstrate effective provision for controlling and reducing the threat of violence and encourage employees in their charge to communicate and discuss incidents.

Warning Signals

· Watch out for changes in speech, such as tone and manner.

· Be alert to body language and facial expression.

· Beware of displacement behaviours such as excessive fidgeting, or tapping.

· Don’t ignore blatantly threatening signals such as fist shaking, hand chopping, excessive finger pointing or a very tense posture.

· Be alert to any feelings of fear or unease you may have.  Stop and assess whether you are in personal danger.

Procedures

Many potentially violent situations can be prevented from becoming actual violence.  There is a range of skills that a member of staff can develop to control and defuse violent situations (where needed, training can be arranged).

· Warn families/carers in advance of possible disappointments or problems.

· Be polite and objective and listen to their point of view.  Speaking calmly but in a firm way will usually be helpful but carried to excess could be interpreted as a lack of empathy or patronising which might create further anger.

· Take threats seriously.  Should a threat make staff feel concerned for their future safety then the threat should be discussed with the centre manager and always recorded.

· Avoid rows and do not react to abuse in a personal way or raise your voice.

· Avoid an aggressive stance. Crossed arms, hands on hips, a wagging finger or a raised arm will confront challenge.

· Keep your distance and avoid looking down on your aggressor.

· Never put a hand on someone who is angry.

· Ensure that an aggressor can back down without losing face.

· Don’t be afraid to lose face or break down.  Use any feasible means to avoid violence.

· Separate the aggression from concern and anxiety.  Acknowledge the concern.  Use reflecting skills to show empathy, an awareness of their point of view.

· Try to talk an aggressor into calming down, but if the discussion is going badly do not hesitate to terminate it in an appropriate manner.  Offer to talk again at another time.

· If violence appears imminent, leave the area immediately.  

· If there is an opportunity to escape then in law there is no right to use any force at all.  Where staff members are located in a room with children, another member of staff must alert the manager whom should then assist in either removing the aggressor or removing the children from the area.

Action following an incident

Action immediately following an incident;

· Firstly ensure the person who has been threatened or assaulted is safe, and then ensure others are safe (where children are in the vicinity – this must be treated as joint priority)

· The manager must be informed of the incident.  The following decisions must then be made;

· Attacks on employees including ‘physical injury’ should be reported to the police immediately.  The decision to report to the police will be made by the manager but employees have the right to go direct to the police if they wish.

· Arrange for the person who has been assaulted to receive medical treatment and/or be relieved form immediate duties/take time off etc.

· Identify any other persons who may be at risk or who have been affected, and take whatever steps appear to be necessary to minimise that risk.

· The manger must report the incident to the Headteacher (where applicable) and the Children’s Centre CAP Development Co-ordinator

· Ensure the incident is documented accordingly

· Conduct a risk assessment

· Within 24 hours of the incident a follow-up meeting is conducted with the management team (including Head Teachers where applicable) to ensure any further action/support and assistance that is necessary has been offered and arranged.

After an assault, the member of staff may have feelings of fear, anger, shame or inadequacy.  Line managers should anticipate these reactions and talk through these feelings; possibly using a Counselling Service.  Consideration should be given to reasonable leave or absence with pay to receive medical treatment, counselling or to appear in court etc.

Please refer to Enfield Councils ‘On The Front Line – Guidelines for dealing with Violence and Abuse at Work for further information
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Grievance Policy

The following policy has been taken from Enfield Councils Policies and Procedures and must be used as guidance only. ‘This procedure does not apply to staff employed to work in schools where, by law, such matters are under the control of the Governing Body’.

Aims

Employees may, from time to time, wish to seek redress for a grievance relating to their employment. The purpose of the Grievance Procedure is to ensure that open communication is encouraged in such situations and its primary purpose is to resolve genuine complaints in a fair and reasonable manner as quickly as possible. 

Managers are required, when receiving a complaint from a member of staff, to follow the Council’s procedure and to take all necessary steps to bring the matter to a satisfactory conclusion within the timescales identified. Failure to address grievances quickly can lead to general unrest and make them increasingly difficult to resolve. 

Managers must also ensure that all employees are able to readily access copies of the Grievance Procedure. 

Application
This procedure applies to all members of staff for whom the Council has direct responsibility.  

This procedure does not apply to staff employed to work in schools where, by law, such matters are under the control of the Governing Body. 

This policy excludes supply and casual staff either directly employed or supplied through an agency. Grievances from agency workers should be raised directly with the agency and Grievance Procedures for consultant workers should be outlined in their individual contracts. 

Managers and employees should also be aware that there are situations where the use of the Grievance Procedure would be inappropriate i.e. where there are other procedures or mechanisms in place to deal with specific concerns, namely:
1. Job evaluation and salary gradings for which an appeal process is in place.

2. Matters outside of the control of the employer, for example, in relation to Statutory Sick Pay or Superannuation Regulations.

3. Decisions following a formal disciplinary or capability hearing for which an appeal process is in place. 

4. Selection for redundancy, assimilation, redeployment, which will have their own, appeal mechanisms.

5. Grievances relating to alleged harassment at work to which the Council’s Harassment Policy will apply (although this may be used in conjunction with the Grievance Procedure). 

6. Collective disputes, which are more properly dealt with between the Council and the Trade Unions. 

The Grievance Procedure will also not apply when:
1. The employee is no longer employed making it no longer practicable for the employee to take stage 1 of the procedure. In this case, the modified Grievance Procedure could apply.  

2. The employee raises a concern as a "protected disclosure" in compliance with the public interest disclosure provisions of the 1996 Act.  (Please refer to the Council's Whistleblowing Policy).

3. In connection with a matter for which the employee has already been notified of a date for a formal interview under the Council's Disciplinary or Capability Procedures. Where appropriate, a complaint that is connected with disciplinary or capability action should be dealt with as part of that process and not pursued through the Grievance Procedure, thus avoiding unnecessary confusion. In such instances, it is recommended that advice be sought from Human Resources. 

Informal Action

It is anticipated that most grievances will be resolved through informal discussion and normal management channels without the need to invoke the formal Grievance Procedure. 

Any employee who has a grievance relating to their employment may raise the matter informally with their manager during the course of normal work, unless the complaint is against them, in which case the next level manager should be involved.  

The manager should encourage open communication with the primary purpose of resolving the matter as quickly as possible to the satisfaction of all concerned and will carry out the necessary investigations in order to make this happen. Managers need to also be aware that a complaint alleging discrimination, harassment or bullying could be a potential disciplinary matter and will need to consider whether a full investigation under the Council’s Disciplinary Procedure is required. 

In circumstances where employees may have difficulties expressing themselves they should be encouraged to seek help (for example, trade union representative or work colleague).  Employees are reminded that the Council operates a counselling service, which may be of benefit and any support will be strictly confidential (please refer to the Council’s Intranet or contact Human Resources for contact details). When raising a grievance, the employee should also be clear about the desired outcome.

The manager will reply orally to the grievance as soon as possible, and in any case within 7 calendar days. If it is not possible for the manager to reply within the specified timeframe, the employee should be given an explanation for the delay and told when a response can be expected. It is also advisable for managers to keep a written summary of events at this stage.

This stage is not part of the formal Grievance Procedure.  If, following informal discussions, the matter remains unresolved, then the formal Grievance Procedure outlined below should be used.

Stage 1: Formal Action

Where a grievance cannot be settled informally, the employee can raise a grievance formally, by writing to the next level manager or Director outlining the reasons for their grievance, their reasons for dissatisfaction with the outcome at the informal stage, and the desired remedies they are seeking. (Please refer to the Grievance Notification Form attached to this Procedure). 

Preparation 

The manager receiving the grievance will make arrangements to convene a meeting and will begin investigations in consultation with Human Resources.  In most circumstances the manager will conduct the investigation.  However on occasion, in order to maintain impartiality, avoid bias or to ensure a swift investigation, it may be appropriate to appoint an independent investigator.  The independent investigator need not be from the same department but should be of at least an equal grade to the employee’s line manager: (or appropriately knowledgeable in conducting investigations).  This appointment should be discussed with Human Resources in the first instance.  (For guidance on this contact your Human Resources Consultant).

All interested parties will be notified by the manager in writing of the date, time and place of the meeting and will receive a copy of the Grievance Procedure. The employee must also be notified in writing of their right to be represented and/or accompanied by a colleague or trade union representative. (Please refer to the Model Letter Inviting an Employee to a Grievance Meeting attached to this Procedure). 

This date will normally be confirmed within 10 calendar days of receipt of the written grievance. If it is not possible for the manager to reply within the specified timeframe, the employee should be given an explanation for the delay and told when a response can be expected. 

The employee must submit to the manager any supporting statements and the names of any witnesses they intend to call to the Grievance Meeting. Any individual named in the complaint has the right to submit evidence and call witnesses. Prior to the meeting, all parties will be supplied with copies of all statements and written evidence given in connection with the grievance.

Whilst the manager should take all reasonable steps to ensure those required to attend have no problems participating fully in the meeting, if the employee or their representative cannot attend the meeting for any foreseen reason, it is the employee’s responsibility to notify the manager and suggest an alternative time and date so long as it is reasonable and not more than 10 calendar days after the original date. If the employee or their representative fails to attend the meeting for any foreseen reason or suggest an alternative date within the above timeframe, a decision will be made based on the information available at that time and notification will be given in writing within 10 calendar days. 

Role of the Investigator

It is imperative that any investigation is conducted swiftly, thoroughly and fairly in order to ascertain the facts.  The investigator should be neutral and ensure that all the relevant facts are gathered from the employee and associated witnesses at the earliest opportunity. Written statements should be taken and endorsed (i.e. signed and dated) by the investigator and the person making the statement.  

The investigator should collect, preserve and record evidence (including witnesses statements as appropriate), ensuring that they maintain impartiality throughout and cover the issues raised within the grievance.  This investigative record will form part of the evidence presented at the scheduled grievance meeting.  Appropriate techniques (e.g. open and closed styled questions) should be used to ensure that the investigation is thorough.  The investigator must also ensure that the investigation is conducted in accordance with the timescales and process set out in this document.    

Grievance Meeting

The Grievance Meeting will comprise of a Human Resources representative to support the manager at the meeting, together with the investigating manager (if applicable), the employee, the employee’s representative, any witnesses and all other concerned parties. The discussion will be confidential except by agreement of the parties concerned.

Each party will present their case and answer questions by the other parties present. The employee or their representative will present their case first. Witnesses may be called to present, and be questioned on, their evidence by the other parties present. Once all the evidence has been presented each side will sum up without introducing any new evidence, before withdrawing so the manager can consider the evidence.

The manager will give their decision as soon as possible and in any case will confirm the decision and the right of appeal in writing to all parties and their representatives within 10 calendar days of the meeting. (Please refer to the Model Letter Giving the Council’s Decision After a Grievance Meeting Stage1 attached to this procedure). If it is not possible for the manager to reply within the specified timeframe, the employee should be given an explanation for the delay and told when a response can be expected. If the grievance is not resolved after Stage 1, the employee may refer the matter to Stage 2, which is the Grievance Appeal.  

Stage 2: Grievance Appeal

If the Grievance Meeting (outlined above) fails to resolve the situation, written notice of an appeal must be submitted by the employee, together with the grounds for dissatisfaction with the outcome of the discussions at Stage 1 and what remedies they are seeking, to the Assistant Director, Human Resources, within 5 calendar days of receipt of the written decision. (Please refer to the Model Letter for an Employee Who Wants to Raise a Grievance Appeal attached to this procedure).

On receipt of such a request, the Assistant Director, Human Resources or their nominated representative, will convene a meeting of the Grievance Appeals Panel within 15 calendar days. The employee must also be notified in writing of their right to be represented and/or accompanied by a colleague or trade union representative. (Please refer to the Model Letter Inviting an Employee to a Grievance Appeal Meeting Stage 2 attached to this procedure).  If it is not possible to arrange a meeting within the specified timeframe, the employee should be given an explanation for the delay and told when the meeting can be expected to take place. 

Whilst all reasonable steps will be taken to ensure those required to attend have no problems participating fully in the meeting, if the employee or their representative is unable to attend the Grievance Appeal meeting for any foreseen reason, it is the employee's responsibility to notify HR and suggest an alternative date within 10 calendar days of the original date. If the employee or their representative fails to attend the Grievance Appeal meeting for any foreseen reason or suggest an alternative date within the above timeframe, the grievance will be considered annulled and the process will terminate. 

The Appeal Meeting

The Appeal Meeting will comprise of a Director; an Assistant Director; and a Senior Human Resources representative; or their nominated representatives, together with the investigating manager (if applicable), the employee, the employee’s representative, any witnesses and all other concerned parties. The discussion will be confidential except by agreement of the parties concerned.

Each party will present their case and answer questions by the other parties present. The employee or their representative will present their case first. Witnesses will be called to present, and be questioned on, their evidence by the other parties present. Once all the evidence has been presented each side will sum up without introducing any new evidence, before withdrawing so that the Panel can consider the evidence.

The decision of the Panel will be notified in writing to all parties within 10 calendar days of the Appeal Meeting. (Please refer to the Model Letter Giving the Council’s Decision After a Grievance Appeal Meeting Stage 2 attached to this procedure).  If it is not possible to reply within the specified timeframe, the employee should be given an explanation for the delay and told when a response can be expected. The decision of the Grievance Appeals Panel is final.

Complaints Post Employment

As far as practical, employee complaints should be concluded prior to the end of the any employment with the Council. Nonetheless, where the employee has left the Council, the Grievance Procedure described above will not apply if both parties have agreed in writing that the modified procedure shall apply instead. Typically, this procedure will apply: -  

· Where it would be unreasonable to apply the standard Grievance Procedure, including attending meetings, when no ongoing employment relationship exists. 

· The standard Grievance Procedure had not commenced or been completed before an employee leaves the Council.

· And both parties agree in writing to use the modified Grievance Procedure. 

Modified Procedure – Step 1

The employee should write to their manager setting out the grievance and the basis for it as soon as possible after leaving employment. (Please refer to the Model Letter for an Employee Who Wants to Raise a Grievance under the Modified Grievance Procedure attached to this procedure). 

The employee should provide as much detail as possible in relation to:


· What or whom the grievance is about.

· The nature of their complaint, giving dates and examples, as appropriate.

· The names of any witnesses who are willing to support their complaint, or provide further information.

· The specific resolution that they are seeking.

Modified Procedure – Step 2

The manager or other nominated person will investigate the grievance as fully as possible, make a decision as to the outcome and inform the employee in writing within 20 calendar days. (Please refer to the Model Letter Giving the Council’s response to a Grievance Raised under the Modified Grievance Procedure attached to this procedure). If it is not possible for the manager to reply within the specified timeframe, the employee should be given an explanation for the delay and told when a response can be expected.
The decision of the manager or other nominated person is final.
Deliberate False or Malicious Allegations

The Council will treat all complaints with the utmost seriousness and will investigate all such complaints as detailed above. However it should be noted that, if it were established during the investigation that an employee has knowingly raised a false or malicious accusation against another person then the employee raising the complaint would be the subject of disciplinary action. The deliberately false defamation of another person's character is equally unacceptable to the Council.
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Use of Photographs Policy

This policy was adopted at a meeting of the Children’s Centre Management team and the Children’s Centre Governance Meeting.

Aim

Photographs will be used to record the child’s individual learning journey throughout their time at Bowes Children’s Centre.  It is the Centre Manager and key Persons responsibility to ensure that prior consent from the parents/carers is given and the photographs are used both appropriately and accordingly.

Procedure

In order to ensure parents/carers are aware of what and when photographs shall be used, information regarding this is to be shared during the time of registration.  During this period the following must be adhered to;

· Parent/carer sign the photograph consent form

· A copy is given to the parent/carer and another is kept in the child’s individual file

· A clear statement indicating what the photographs are to be used for and how they are to be developed is displayed on the consent form and read out to the parent/carer

· If a parent states they do not wish their child to be photographed, this information is to be recorded, and signed by the key person, to ensure this wish is adhered to.

· Where possible the photographs are to be printed at the Children’s Centre.  If this is not possible the parents must be made aware of this.

· Under no circumstances should staff take the photographs off the Children’s Centre site.

· If partners who are delivering services in the centres wish to take photographs of the children, they MUST obtain prior consent from the parents using the Centres consent form.  This is to be photocopied and a copy held on the child’s file at the centre.

· Under no circumstances are mobile phones to be used to take photographs of the children – if a member of staff is seen or known to be doing this it could result in disciplinary action.



Date written:3rd September 2009 reviewed date: 3rd September 2011
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