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Introduction to Dorothy Williams – Busy bumblebees Montessori childcare
About us.


I am a 52 year old OFSTED registered childminder, Montessori Pre Primary Teacher and Montessori International teacher.  I now also work with a Montessori students who are training in the Montessori Diploma’s and other students who are training in Childcare NVQ’s. So the children in the setting get lots of care and one to one attention. l am also a Mentor for the Montessori Association for the introduction to Montessori for childminders course, a facilitator for (PACEY) The Professional Association for Childcare and Early Years and an ambassador for Kallikids.com. 

l live in a non- smoking, two bedroomed apartment in the New Piano Renzo award winning designed building, with a huge amount of natural daylight due to the floor to ceiling glass windows, which is close to Soho Parish CoE primary school, St Clement Danes CoE primary school, St Josephs primary School.  It’s a great location for children as we have numerous local play parks close by, as well as being close to the library, it is in the city centre close to Pheonix Gardens, The British Library, National Gallery, nature walks and Coram Fields and Hampstead Heath, all of which we visit frequently.

Children have access to my open plan living room, which is mainly used for the quieter activities, such as chill-out time, story time, play dough, etc; the kitchen/diner which is used at mealtimes and for activities such as craft, baking, water play, homework etc which has a computer and TV (for educational and recreational purposes), there is a nursery classroom used for games, Montessori activities and role play etc. I have one bedroom that is used for children to sleep with several travel cots.  We also have a safe enclosed play area which is a, 2 minute walk away in St Giles in the fields play ground where children can use outdoor climbing facilities, we also visit Pheonix gardens daily weather permitting to look at plants and pond life, as we are developing our very own mini Forest School with two Montessori themed drops-Ins weekly, which all the children at the setting attend. We visit Coram fields weekly where there is water/sand activities and play they also have animals including goats, chickens, and various birds and other outdoor activities, including a drop-In.

My aim is to provide parents with high quality Montessori and EYFS childcare which is convenient, flexible and affordable and to provide your children with a ‘home from home Montessori’ environment where they feel safe, secure, relaxed have fun and are able to enjoy their time spent here.  

I am able to plan activities to suit the ages of the children I look after whilst ensuring their educational needs are met as set out in the early years foundation stage, this also includes a very large inclusion of Montessori materials and activities.




I offer full time and part time places, there is a minimum requirement of 3 morning or afternoon sessions for part time children, including a breakfast and after school club with a drop off and collection service at St Clement Danes, Soho Parish School, St Josephs.  

If your employer offers you childcare vouchers, such as Edenred, busy bee, sodexo, etc, I am able to accept these.



Terms of Service - Childminding services I provide…



I am a registered childminder with a capacity to care for 6 children under the age of 8 

1 child under the age of 12 months old, 3 children under 5 and 2 children between 5-8 years of age.

Usually I may only care for 2 children under the age of 1.  However, if you have twins I may be able to gain a dispensation from Ofsted to amend the ratio for this purpose.
The ratio is doubled when l work with assistants and students.



Hours of Service and Fees

		
Standard Hours

My standard hours of service are from 8.30 am – 5.30 pm Monday to Friday.  If you require care outside of these hours, this may be possible through arrangement, even if on a regular basis.

Full day sessions commence from 08.30 and end at 16.30 and are £63.00 per day, per child and include lunch, snacks etc as applicable.

Morning sessions commence from 08.30 and end at 13.00 and are £40.00 per session, per child.

Afternoon sessions commence from 13.30 and end at 16.00 and are £21.00 per session, per child.

Breakfast Club commences at 08.00 for school age children (or earlier by arrangement) and includes cereal or toast if required and a drop off to Soho Parish School, St Josephs, St Clement Dane.  

This session is £8.00 per hour. Hours outside of my standard times are charged at £9.00 per hour.

After school club includes collection from Soho Parish School, St Josephs, St Clement Danes. At 15.15/15.30, a healthy snack and ends at 18.00 This session costs £8.00 per hour.  Billing for afterschool club commences at 15.15 when I arrive at the school to collect your child.  There is a minimum charge of 2 hours for after school club.

Childcare is not available on most bank holidays except where I have planned my annual leave and you will be charged for those days if it falls on your normal session day.  

Hourly rates are not offered as a standard service (for example I cannot offer a 2 hour place between 9-11am for £8.00 per hour, you would need to book 3 morning or afternoon sessions).  However, if there are occasions where an hourly rate is needed and can be accommodated, the rate will be £8.00 per hour.

Due to my commitment to offer a school drop off and collection service for children at Soho Parish School, St Josephs, St Clement Danes. I must stipulate that children being dropped off for morning or full day sessions arrive by 08.00 or after 09.00.  Similarly, please be aware I will not be at home to receive afternoon children between 3.00/3.30.

	
Annual Review of Fees

Each April, I will review my fees.  Unfortunately the general cost of living is on the increase (food, fuel, utility bills etc) and I may need to increase my rates with this in mind.  Please bear in mind that your custom is extremely valued and important to me and therefore I will keep any increase minimal and fair, and will always discuss with parents intended increases.
	
	
Overnight Care

I am able to offer overnight care by arrangement for £50.00 per night.

The standard overnight package is available from Monday to Thursday nights and commences at 20.00 through to 08.00 the next day, thereafter normal sessions charges apply. If you require overnight sessions on Friday, Saturday or Sunday nights please ask about availability. 






What is included for in the fees?

Included in the fees outlined are: the care I and my assistants give to your child, the costs of fuel, food and drinks supplied as stated, outings where expenses are nominal (such as car park charges, library visits etc), craft materials, baking ingredients etc.

If you wish your child to partake in outings where there is an entrance fee, or you request your child to be taken to a local music or dance club for example, you will need to cover the cost of this on the day.

Nappies and baby food are not included in the fees and should be provided by the parent.



Settling In Period

Before your child commences their sessions, most parents and children find it useful to have ‘settling-in’ sessions in the few weeks leading up to their start date.  All children’s needs for settling in will vary and as such, I am more than willing to work with parents to achieve the best way of doing this.  Usually, I would suggest 4 sessions as follows:
	
	2 x 1 hour sessions where either one or both parents are present

2 x 2 hour sessions without the parents present




Late Collection Fees

If you are late collecting your child, I reserve the right to charge a full hour’s rate for each hourly block of time.  For example, if you usually collect your child at 13:00, but arrive at 13:15, I may charge you £2.00 (daytime rate) for the additional time. If you usually collect your child at by 18:00 but arrive at 18:15 I may charge you £2.00 per 15 minutes for the additional time (out of hours rate).











Payment of Fees

Fees must be paid monthly in advance.  Invoices for the month will be issued by the due date of the month and must be paid by on this date.  Payments should be made by online bank transfer or cash.  

Childcare vouchers

Childcare vouchers can be accepted by prior arrangement, but should be made in advance of each month as these payments take longer to reach my bank account.

For example, for each month’s fees you will be invoiced on the due date of the month.  Payments for that month’s childcare must be received by me by the due date of the invoice.  If you are paying with childcare vouchers, the invoice will be sent in 2 to 3 days in advance to ensure l receive payment as agreed in advance.



Overdue Payments

If payments become overdue then I will issue a reminder.  This reminder should be acted upon immediately and I reserve the right to withdraw the contracted childminding service.   

In the event of non-payment, I will seek legal advice and take the necessary steps to recoup monies owed.  Please remember your contract is a legally binding document.



Holidays

Your holidays:

Whilst I love being a childminder and immensely enjoy caring for your children, like you I have bills to pay and a family to provide for and therefore must treat the service I provide you with as a business.  I hope you will understand my reasoning for my holiday policy and arrangements.


Sessions for your child are booked on a regular weekly pattern basis, whether that be every day, every morning, every Monday etc.  These are your child’s regular sessions and as I am still available for those sessions I must still charge your usual rate for that child’s place, whether you choose to use it or not, this applies for the normal statutory 5 weeks holidays.

 
My holidays:

I anticipate that I will take 4 weeks holiday per year and I will take time off in four sessions of 1 week within each annual leave cycle commencing on 01 April, and 1 two week period at Christmas.  I will endeavour to provide you with details of my planned weeks off each April so that you have as much notice as possible to make alternative arrangements.  One of those weeks will usually include a two weeks off around Christmas and 1 week occasionally at Easter.  If my chosen leave dates cause you difficulties which you cannot overcome, please do let me know as I will always try to be as flexible as possible, whenever possible.

I will try to keep my leave planned as above disregarding any unforeseen circumstances which may arise.

Some childminders will still bill you your usual contracted fees when they are taking time off.  I have decided not to charge for my annual leave. 

Training Days

Ofsted may recommend or require me to keep up to date on various issues, such as the Early Years Statutory Framework which is due for review, or on important issues such as Safeguarding.  I will not charge any fees should one of those training days fall on your contracted day.


School Holidays	

I will be available to care for your school age child during the school holidays and as such, fees will still be charged for your child’s regular pattern care pattern as a retainer, even if the care is not required.  However, if you would like me to take care of your child during the school holidays, this will not be a problem and the normal day session rates will apply £63.00 per full day and £40.00 per morning and £21.00 per afternoon session of 2.30 hours).


Sickness Absences

Unfortunately, if your child is ill and unable to attend their usual childminding sessions (please see welfare policy), the usual fees will still apply.

If I become ill and unable to take care of your child, I will not charge your usual fees on those occasions.




Adverse Weather

If schools close due to adverse weather conditions, I will usually be available to care for your child, please contact me on the day to confirm that I am able to.

I will normally be open for business as usual in adverse weather(e.g. snow and ice) unless there is a good reason why I can’t be (pipes frozen etc).  If I am open for business in adverse weather conditions fees for your contracted days will still apply, even if you have difficulties in travelling to the setting or if you have to pick your child up early to avoid heavy snow etc.

In the event that Earnshaw Street becomes difficult to drive into due to ice or snow, I will let you know as soon as possible so that you can park in another street. In the event that I have to close due to frozen pipes or heating problems at the setting, I will let you know as soon as possible and you will not be charged.

Contracts

All childminders require a contract of service to be signed prior to the commencement of care for your child.  The contract I use is a standard contract set out by Pacey, my Insurance Company is, Royal & Sun Alliance Insurance PLC, Upon the signing of the contract, the first month’s fees will be due and will not be refunded if you choose to give notice to terminate the contract.  All placements require one months of the normal fees to be held as security, this is then returned at the end of the contract providing there are no outstanding fees.

This contract will detail the terms of service, fees and will be discussed, agreed and signed before commencement of service.  This is a legally binding document. The contract will be subject to review after the first three months.

Should either party wish to terminate the contract, for whatever reason, the required notice period for both parties is four week’s notice.

Retainers and Deposits

If you are booking a place for your child in advance, a fee is charged for keeping the place open for your child and contract terms discussed (signing of contracts can take place 12 weeks in advance).  The fee will be 100% of the average monthly contracted rate per month and payable in advance upon agreement.  For example, if you booked a place for your child for 3 days a week on 01 February to start on 01 May, your retainer fee would be worked out as 3 days x 4 weeks of the sessions booked. The first actual full fees for May would be payable in April.



This retainer is not refundable and is not used towards payment of fees once the childcare has commenced.  However, the place will be available to use during the retainer period. If the place is booked in advance but not available for use until the start date, a deposit is payable which counts towards actual fees.  The deposit is non refundable should parents decide not to take up the place.


Documents in Place:

	Contracts
	Enrolment Form

Holiday Record
Sickness Record
Attendance / Visitor Record Book

Development through Learning and Play Policy

Policy Statement:

Each child is unique and requires varying levels of stimulation and encouragement in their development.  I will strive to provide your child with age appropriate activities which will build upon their existing skills and work toward developing new ones.

Your child will receive a good balance each day of organised activities, free play and quiet time, both indoors and outdoors (outdoor play area provided in the St Giles Gardens play area, and Pheonix gardens as well as weekly to  Dury Lane Park gardens and Coram Fields Park).  I will also provide a balance of child-initiated and adult-led activities to ensure that all 7 areas of development are covered dependent on the child’s individual stage of development, l also use Montessori activities daily with the children. It is important that your child enjoys their time with me as their childminder and therefore daily activities are planned but not necessarily set in stone but depend upon how your child is feeling that day, what their interests are etc.

Each area of learning and development will be covered by planning purposeful activities and play opportunities to cover. The 7 areas of the EYFS, Personal, Social and Emotional development, Physical Development, Communication & Language, Literacy, Mathematics, Understanding the World, Expressive Arts & Design

Procedure:

Examples of organised activities are:

Montessori activities:
Baking; craft; outings; story time; games; circle time, Music time. Nursery Rhyme time
Water Play. Arts and Crafts, Books, Dressing up clothes, Pretend play small kitchen, Gardening, looking after our fish.

Examples of free play might be:
Craft and drawing materials available; books available; cds available; garden park available; dressing up and role play equipment available

Examples of quiet time might be:

Choice of books; drawing/colouring; naps; 

If there is a particular activity that you would like me to do with your child please let me know. I am very happy to support activities that you are doing at home or events that have happened.



Records will be kept of our daily activities and observation assessments of your child’s development in line with the Early Years Foundation Stage.  You may request to see the full framework and your child’s Learning Record at any time.  The four overarching principles are set out below and your child’s activities and development will be linked to each theme.



	Every child is a unique child who is constantly learning and can be resilient, capable, confident and self-assured


	Children learn to be strong and independent through positive relationships



	Children learn and develop well in enabling environments, in which their experiences respond to their individual needs and there is a strong partnership between practitioners and parents and/or carers


	Children develop and learn in different ways and at different rates.  The framework covers the education and care of all children in early years provision, including children with special educational needs and disabilities


Each principle is supported by four commitments which describe how the principle can be put into practice.  Details can be viewed on the Principles Into Practice poster on display.

Documents in place:

	Observation and assessment form

Daily Diary
Learning Journey Scrapbook



Safeguarding	

Policy Statement:

As a registered childminder and your child’s key worker, I am required by Section 40 of the Childcare Act 2006 and the EYFS Statutory Framework Safeguarding and Welfare Requirements to take lead responsibility and the necessary steps to safeguard and promote the welfare of the children I provide care for.  Any staff employed at the setting or students (including myself) will receive training on Safeguarding issues and I will be responsible for providing support and guidance on related issues to staff and students.

Children learn best when they are in a healthy, safe and secure environment where their individual needs are met.  I will take all the necessary steps to keep children safe and well. 

Procedure:

Child Protection

I will be alert to any issues for concern in the child’s life at home or elsewhere through discussions with the parent/carer at drop-off time; through the daily communication diary and if required through specifically arranged meetings.  As the Lead Practitioner I have attended training on child protection and will provide any staff with relevant training.

Allegations of abuse against me:


Procedure to follow should allegations of abuse be made against myself an assistant or student or a family member 

As I work alone I could be vulnerable to allegations of abuse being made against me or my family. I will therefore take steps to protect myself from this happening by:

	Ensuring I notify Ofsted of any new household members or those who have reached 16 years
	Ensuring assistants and students are registered with Ofsted and DBS checked

	Ensuring all household members over 16 years are checked by the DBS (previously known as CRB)

Ensuring family members, all visitors or maintenance workers to the house do not have unsupervised access to the children under any circumstances
Recording every accident and incident that occurs whilst in my care, informing parents and requesting them to sign my records
Recording any marks on the children when they arrive and asking parents to inform me of any accidents that have occurred whilst outside my care
Ensuring I supervise the children at all times
Keeping accurate records on each child

However sometimes allegations are made. I will then follow the procedure detailed below, in order to gain support and professional advice and to ensure I am meeting the Early Years Foundation Stage Requirements:

Contact :	Ofsted
		Family Services and Social Work
My Early Years Advisor
	     	Insurance Company
	     	PACEY Advice Line 
	     	Solicitor

I will write a detailed record of all related incidents, including what was said and by whom, with times and dates.

I will ask any witnesses to also write a statement detailing the incident they witnessed and giving their contact details in case it needs to be followed up by the authorities.

If you have any concerns regarding this procedure please do discuss them with me.


If I suspect a child in my care is being abused:

The welfare of any child that I care for is paramount and comes before anyone else or anything else.  I am aware of the guidance provided by the Department of Children, Schools and Families ‘What to do if you are worried a child is being abused’ and will keep up to date on my understanding of safeguarding children issues.  I also follow the Camden  Policy as above, Information sharing and confidentiality form part of that understanding.

I will respond appropriately to any:

	Significant changes in children’s behaviour

Deterioration in their general well-being
Unexplained bruising, marks or signs of possible abuse
Signs of neglect
Comments children make which give cause for concern
	Inappropriate behaviour displayed by anyone at the setting working with children e.g. inappropriate sexual comments; excessive one-to-one attention beyond the requirements of their usual role and responsibilities or inappropriate sharing of images

Records of the above will be made and shared appropriately with relevant statutory agencies kept in a confidential and secure manner.

If I have concerns about a child’s welfare or safety, I have a duty to notify the appropriate agencies with statutory responsibilities without delay.  These may be as follows: Children’s Central Referral Unit: 020 7974 4094; Out of Hours: 020 7278 4444
Police: 999 (emergency) or 08452 777444; NSPCC: 0808 800 5000

Use of Mobile Telephones and Cameras

The use of mobile phones or cameras by parents or visitors is prohibited in the presence of children at the setting.  This is to prevent unauthorised photographs, videos and recordings being taken.  I will be taking photographs with the parents permission for the childrens learning journeys and progress reports. No one else at the setting is authorised to take photographs, videos or audible recordings on any equipment except that belonging to the Childminder and with authorisation from the Childminder in line with the Data Protection policy and parental permissions in place for each child.Information & Records - Confidentiality & Data Protection 

Policy statement: 

As required by the Data Protection Act 1998 and the EYFS Statutory Framework, I will maintain records, policies and procedures required for the safe and efficient management of the setting and to meet the needs of children.  I will also have regard to the Freedom of Information Act 2000.

All information on children, families and anyone working with me (if applicable) is kept securely on the premises and treated in confidence. Information will only be shared if the parents/carers/co-workers give their permission or there appears to be a child protection issue, in which case information will be shared with the relevant agencies (Police, Social Services, Ofsted as applicable) All details will be kept confidential and records are kept secure. The details are easily accessible if any information is required for inspection by Ofsted.

Procedure:

All parents receive a copy of my policies and procedures, which detail how
I run my setting.

Childminders do not normally have to register with the Information Commissioner under the Data Protection Act 1998, l am however registered. I do need to comply with the Data Protection Act and the national standards for childminding. All written records will be kept secure.

I maintain a record of parent(s)’ and/or emergency contact details, the contact details of the child’s GP and appropriate signed consent forms.

If a child is identified as a child in need (section 17 of the Children Act 1989) I will, normally with the parent’s permission, give appropriate information to referring agencies.

I expect parents to inform me of any changes in the child’s home circumstances, care arrangements or any other change which may affect the child’s behaviour such as a new baby, parents’ separation, divorce or any bereavement.

All information shared will be kept confidential, in a secure manner (password protected if electronic; in a locked file if paper based) and will not be disclosed without the parent(s)’ consent, except as required by law, for example, there appears to be a child protection issue.  Confidential information and records about staff or children will only be accessible and available to those who have a right or a professional need to see them.

Ofsted may require to my see records at any time.

Parents have the right to inspect all records about their child at any time, provided that no relevant exemptions apply to their disclosure under the Data Protection Act 1998.

All accidents are recorded in an accident book. All accidents and injuries will be reported to the company providing my public liability policy, however trivial, to enable a claim number to be allocated.

If I am using the PACEY public liability insurance, the total life of the policy is 21 years and 4 months to enable the child to make a claim against the policy at a later date.

All significant incidents are recorded in an incident book and will be shared and discussed with parents so that together we can work to resolve any issues.

If I keep records relating to individual children on my computer I will ask for the parent’s permission. The information will be securely stored to prevent viewing of the information by others with access to the computer, for example, in password-protected files. Backup files will be stored on CD which will be stored away when not being used.  Records relating to individual children will be retained for 3 years after the child has left the provision.

If children attend other childcare settings or are being supported by other professionals I will seek to work with them as partners with the common aim of ensuring individual needs are met.  I will ensure a regular two-way communication flow between such partners by sharing Learning Records, working towards common targets and seeking feedback (in line with parental permissions).

Documents in place:

	Photo Permission form and statement of use (enrolment form)
	Information Sharing Agreement (for use with other childcare settings are professionals)






Premises & Security

Policy Statement:

As a registered childminder and your child’s key worker, I am required by Section 40 of the Childcare Act 2006 and the EYFS Statutory Framework Safeguarding and Welfare (Safety and Suitability of Premises, Environment and Equipment) requirements to take the necessary steps to safeguard and promote the welfare of the children I provide care for.

Procedure:

I will keep the premises safe and secure; only release children into the care of individuals named by the parent; ensure children do not leave the premises unsupervised; take steps to prevent intruders entering the premises

To do this I will:

	Only release children into the care of individuals named by the parent (in writing except where there is a reasonable excuse such as an emergency) with a predetermined password

Ensure that children do not leave the premises unsupervised by keeping doors and gates locked and safety chain on.
Take steps to prevent intruders/unauthorised visitors entering the premises by keeping the front door locked and checking the spy hole before opening the front door to anyone
Ensure any visitors to the house are verified and their names; purpose of the visit; arrival and departure times are recorded in the visitor book


Documents in place:

	Visitor / attendance book


Outings

Policy Statement:

Under the EYFS Statutory Framework (the Safeguarding and Welfare Requirements), I am required to keep your children safe whilst on outings.

Trips out and about form an important part of your child’s learning journey in the early years, whether they be for a leisure activity or a routine part of daily life, such as the school run.  No matter what the purpose of the outing, your child’s safety is paramount.

Procedure

For each type of outing I do with your child, I will carry out a full risk assessment which includes regard to the adult:child ratios and the nature of the outing along with the steps identified and taken to remove, minimise and manage the risks and hazards.

These will be available upon request and reviewed on a regular basis.  

Your child will only be taken on outings for which I have your written consent for. 

When on outings, I will ensure that I have with me any appropriate records, such as emergency contact numbers; my mobile phone and a first aid kit.  Children will also have a laminated card in their pocket with my contact details on.

Children will only be transported in my own vehicle for which I have the appropriate driving licence, insurance, tax and MOT.

I will work with you to teach the children about safety issues like crossing the road and stranger danger.

Depending on their age and awareness, younger children will be strapped in to pushchairs; will either hold my hand or use reigns / wrist strap.

Documents in place:

	Outings consent in enrolment form
	Risk Assessments


Lost / Missing Child

Policy Statement:

The Outings Policy will be adhered to at all times and the safety of the child will remain paramount.  If a child should become missing, the procedure set out below will be followed.

Procedure:

In the rare event your child goes missing whilst in my care, I or my assistants will immediately adhere to the following procedures:

We will:

	raise the alarm to all around me that I have lost a child and enlist the help of everyone to look for them

quickly alert the security staff so they can seal off exits and monitor the situation on any CCTV if we are in a supermarket or similar 
provide everyone involved in the search with a description of the child
reassure the other children with me, as they may be distressed
alert the police and provide a full description if the child has still not been found
	alert the parents of the situation
	report to Ofsted within 14 days of occurrence and follow up with witness statements and any other relevant information









Equal Opportunities

Policy Statement:

As required by the EYFS Statutory Framework (the Safeguarding and Welfare Requirements), I will provide equal opportunities to all children that I provide care for and support children with learning difficulties and disabilities as far as reasonably practicable.

If I am in receipt of government funding, I will have regard to the SEN Code of Practice.

Procedure:

All children are unique and will have varying needs at various levels.  Individual needs of all children will be met in terms of opportunity.  All children will be valued and supported. If your child has special educational needs or disabilities I will work with you, your child and any relevant agencies (include Portage, DCATCH etc here – find out more from your local authority) to help ensure those needs are met and that reasonable adjustments are made to accommodate them.

Opportunities will be provided to your child to develop and use their home language in the play and learning through activities such as role play, and general conversation.  

Your child’s cultural and religious background will be respected and no child will be discriminated against.

Inappropriate attitudes and practices will be challenged and good examples set to eradicate stereotyping.

Barriers to opportunity will be overcome or removed to aid a more enabling environment.

I will be alert to the early signs of needs that could lead to later difficulties and respond quickly  and appropriately, involving other agencies as necessary whilst keeping parents informed and involved.

Children will be encouraged to value and respect others.  This will be aided by the house rules.

Children will be continuously challenged in terms of development to enable more opportunities.

I will ensure that, so far as is reasonable, that the facilities and equipment along with access to the premises are suitable for children with disabilities.




For children whose home language is not English, I will take reasonable steps to provide opportunities for children to develop and use their home language in play and learning.  I will support their language development at home.  I will also ensure that I provide sufficient opportunities for children to learn and reach a good level of English language during the EYFS to help them when they enter full-time education. I will assess a child’s grasp of the English language and in nay instances where a child does not have a strong grasp, I will work with the child and their family to establish whether there is a cause for concern and work with them to achieve their goals in this respect.



 
Medicines

Policy Statement:

Under the EYFS Statutory Framework Section 3 Safeguarding and Welfare requirements, I must take appropriate action when children are ill whilst in my care.  I have in place an effective management system to support individual children with medical needs. 

Written records of all medicines administered to children will be kept and parents informed.

Prior parental permission will be obtained for each and every medicine given.

Procedure

If your child has any medical conditions and needs, these should be included on the child’s enrolment and information form (which will be reviewed every 6 months) and parents must notify me of any changes. I will require your written consent to administer any form of drugs and information on the medication that they take, the dosage, frequency and storage requirements.  It is the responsibility of parents to ensure that any changes in prescriptions are communicated to me.

If the administration of prescribed medicines requires technical or medical knowledge I am willing to undertake any necessary training from a qualified health professional in order to facilitate this.

I am willing to administer non prescribed medicines, such as calpol and named antihistamines only with your written consent on the enrolment form as long as there is a health reason to do so.  However, I will only administer non prescribed medication with your agreement thereon over the telephone.  I will not on any occasion provide medicines containing aspirin to a child under the age of 16 unless it has been prescribed by a doctor.

I will keep written records of any medicines that I administer to your child and inform parents each occasion and dosage using the NCMA ‘Permission to administer short course of medication or treatment daily’ form.  Both my signature and the Parent’s signature will  be required along with parent’s confirmation of the last dose given before arriving with me and any other relevant information required on the form.

Medicines will be stored strictly in accordance with the product instructions and in the original container in which dispensed.  Prescriber’s instructions also need to be provided.

Documents in place:

	Accident, Incident and Medication Folder/Forms

Health and medical information in enrolment form

Accident, Injury and Illness

Policy Statement:

Under the EYFS Statutory Framework Section 3 Safeguarding and Welfare Requirements, I am required to promote the good health of children, take the necessary action to prevent the spread of infection, and take appropriate action when they are ill.

Injury Procedure:

As a registered childcare provider, I am obliged to notify Ofsted and the local child protection agencies of any serious accident to, injury to, illness, or death of a child whilst in my care and the action taken in respect of it as soon as reasonably practicable but and within 14 days of occurrence.  I will act on any advice given by Ofsted or those agencies.

I will also notify local child protection agencies of any serious injuries to or the death of a child in my care and will act upon any advice given by them.

I and all my assistants have a current paediatric first aid certificate which will be available to view on the premises and will be renewed every 3 years.  Any member of staff left with the children for any period of time will also hold a current paediatric first aid certificate.

A first aid box will be kept both in the house and in the car and its contents replaced and reviewed regularly.  Records of accidents/injuries sustained whilst in my care and any first aid treatments will be kept and parents informed accordingly.  I will also record any existing injuries when receiving a child into my care.  

Any instances of injury will be recorded in the accident book and communicated to parents. Entries in the accident book should be signed and dated by the parent to confirm that they have been informed.

Illness Procedure:

If your child becomes ill whilst in my care, parents will be notified as soon as possible and subsequent actions will be discussed and agreed.  

I realise that it can sometimes be difficult for working parents to make arrangements for the care of a sick child, however the terms of registration for childminders do not allow the provision of care for children who have an infectious illness and therefore I cannot take care of your child if they are poorly.  





Children are more comfortable in their own home environment when ill, with a close family member or friend looking after them.  As a responsible childminder, I cannot risk the spread of infection to myself my assistants/students or my family, as this could affect the service I provide to your family when your child becomes well and to other families for whom I provide care for.  It is worth noting that some illnesses have a quarantine time where they are still infectious, even if seemingly feel well (the most common being the 48 hour exclusion in the event of vomiting and diarrhoea).  These are set out by the Health Protection Agency in their document ‘Guidance on infection control in schools and other childcare settings’.

If I become unwell with an infectious illness, I will be unable to provide care for your child.  You will be notified as soon as possible by telephone and I will do what I can to help you make alternative arrangements.  I will not charge fees on those occasions.

Most parents would rather their child is looked after by one of their own family members or friends, however if this is not possible, I may be able to recommend other childminders who may be able to look after your child. Your child may even be familiar with this childminder through local organised activities, school etc.  In this instance, you will pay no more than your normal session rate and I will settle payment with the stand in childminder.

Documents in place:

	Accident book (includes existing injuries)




Food and Drink

Policy Statement:

Under the EYFS Statutory Framework Section 3 Safeguarding and Welfare Requirements I must promote the good health of children.  

I provide children with healthy, balanced, tasty and nutritious food whilst in my care and drinks including fresh water are freely available.  Children under the age of 5 will be provided with milk.

A weekly menu of breakfast, lunch and snacks is available.

Procedure:

Full time children are provided with breakfast if required, a light lunch and snacks throughout the day.  An evening meal is not usually provided unless by special arrangement if parents have to work past 6pm and at a cost of £2.00. 

I have undertaken advice on food safety and have registered the local authority’s environmental health department for the provision of food.  I will have regard to the Food Standards agency ‘Safer Food, Better Business for Childminders’ guidance and undertake their recommended reviews

I will notify Ofsted of any cases of food poisoning affecting two or more children whilst looked after on the premises as soon as possible and within 14 days of the incident occurring.

If your child has any special dietary needs, preferences or food allergies, I will be happy to accommodate them.  These should be stated on the enrolment form and information provided to me on how to meet these needs.  

If you provide your child’s food (packed lunch, baby food, bottles of baby milk) these will be stored safely. 

I will prepare healthy food and snacks in the kitchen which will be subject to daily checks for safety and cleanliness. Your child will be provided with appropriate furniture for meal times, including snacks, such as a high chair with tray or table and chair. Children will be seated for any food consumption.

Documents in place:

	Sample weekly meal/snack menu
	Special dietary needs in enrolment form
	Food Standards Agency ‘Safer Food, Better Business for Childminders’ guidance & reviews

Smoking/Alcohol/Other Substances

Policy Statement:

Under the EYFS Statutory Framework Section 3 Safeguarding and Welfare Requirements, I must promote the good health of children, this includes not exposing children in smoking, alcohol (and the effects of) and any other dangerous substances.

Procedure:

Smoking is not permitted in the Apartment or balcony at any time. 

Whilst in my care, children will not be exposed to smoking outside of the house or garden, for example, whilst on outings.

I (or any member of staff) will not be under the influence of alcohol or any other substance which may affect my (or their) ability whilst working with children.  Any alcohol kept on the premises will be safely stored in a locked cupboard.  If I (or a member of staff) are taking any medication which may affect our ability to care for children, medical advice will be sought from a GP and acted upon.  Staff medication on the premises will be securely stored and out of children’s reachBehaviour Management

Policy Statement:

Under the EYFS Statutory Framework Section 3 Safeguarding and Welfare Requirements, I am required to manage children’s behaviour effectively and in a manner appropriate for their stage of development and individual needs.  As the lead practitioner, I (Dorothy V Williams) am responsible for behaviour management.

Procedure:

Parents are usually aware of what methods of behaviour management are effective for their child and I am willing to take these on board to help provide you with a consistent approach.

Your child will not be subject to or threatened with corporal punishment whilst in my care.  This applies to both myself and anyone on the premises.  It is an offence for me to do so.

However, I shall not be taken to have given corporal punishment in breach of the above if the action I take was for reasons that include averting an immediate danger of personal injury to, or an immediate danger of death of, any person (including the child).  

Physical intervention will only be used to manage a child’s behaviour if it is necessary as described in the paragraph above, or to prevent serious damage to property or in what would reasonably regarded as exceptional circumstances.

Any occasions where physical intervention has taken place will be recorded and parents informed on the same day.

Promoting positive behaviour is very important and I do this by:

	Giving lots of praise for good behaviour

Giving the children individual attention so they feel valued
Setting a good example, being a good role model
Listening to what the children have to say
Rewarding good behaviour (choosing next activity etc)
Using a good behaviour chart
Giving children certificates for good behaviour, sharing etc.

I help the children understand my house rules, which are realistic and I am consistent in the enforcing of them. 

However all children will misbehave sometimes. I have developed several different strategies on how to deal with a child misbehaving and use different ones depending on the age/stage of ability of the child and the situation:

	Distraction. Remove the child from the situation and give them an alternative activity.

Ignore. Depending on the situation I may ignore the bad behaviour as I feel it is being done to get a reaction.
Discuss with Child. If the child is able to understand I will discuss their behaviour and try and get them to appreciate the consequences of their actions on others. I inform that it is their behaviour that I do not like, not them.
Removal of treats. 

I will never seek to humiliate your child.

If a child misbehaves I will let you know by either writing it in their contact book or by ringing you later after collection. Some children can become upset if the incident is retold in front of them. I will also inform you of how the matter was dealt with. In most cases the matter will not require any further action, punishing a child hours after an incident achieves nothing but confusion and upset.

If you have any concerns regarding the managing of your child’s behaviour, please do not hesitate to contact me. It is important that we work together on managing behaviour in order not to confuse your child.





Suitable People

Policy Statement

Under Section 3 Safeguarding and Welfare Requirements of the EYFS Statutory Framework, I am required to ensure that adults coming into contact with children, or having unsupervised access to children, are suitable to do so.  Staff will be suitable to fulfil the requirements of their role. 

Appropriate qualifications, training, skills and knowledge are obtained and maintained.

Staffing arrangements (if applicable) will be organised to ensure safety and to meet the needs of children. 

Procedure:

I will ensure that any adults who come into contact with your children are suitable to do so.

Adults aside from myself (or a member of staff) will not usually have unsupervised access to your child.  However, your child will come into contact with other adults through the course of the day, such as my husband upon return from work, on outings and other parents collecting their children who I also care for. I will not put your child at risk and will ensure that any contact with other adults is appropriate.  Other adults who have not been checked by Ofsted will not have unsupervised access to your child.

Ofsted have checked the suitability of both myself along with staff members, by way of enhanced CRB checks.  These checks are available to view upon request.  Ofsted have also checked my full employment history, qualifications, taken references, made identity checks and obtained a health declaration from my doctor confirming my suitability to care for your child.

I will notify Ofsted of any change in my name or address and any changes to persons aged 16 or over living at the premises.

Visitors to the premises will be only be allowed entry if I know them and are visiting for an acceptable purpose, or I have checked their ID (tradesmen etc).

Staff at the setting are expected to disclose any convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children whether received before or during their employment at the setting.

I will have regard to my responsibilities under the Safeguarding Vulnerable Groups Act 2006 at all times.


I will not continue as an Early Years Provider if I, or anyone residing at the setting is disqualified.  If I become aware of relevant information regarding an employee which could lead to disqualification, I will take appropriate action to ensure the safety of the children and in the event of disqualification I will terminate employment and provide Ofsted with information as laid out in 3.15 and 3.16 of the EYFS Statutory Framework.

Any staff employed at the setting will be competent in all areas of their role and have appropriate qualifications, training and skills required to maintain a high standard of care.  Staff will receive induction training to help them to understand their roles and responsibilities and will include training about emergency evacuation procedures, safeguarding, child protection, equality and health and safety issues.

Staff will be supervised where they have contact with children and families.  This will include support and opportunities to discuss ideas and issues, identify any solutions to address issues as they arise and to coach staff in order to improve personal effectiveness.  This will take the form of a 6-monthly appraisal. 


Documents in place:

	DBS check for Dorothy V Williams
	CRB check for xxxxx


Personal Suitability

As lead practitioner, I will be your child’s key person and therefore I will ensure that every child’s care is tailored to meet their individual needs and to help all children become familiar with the setting.  I will offer a settled relationship for the child and build a relationship with the parents.

As a childminder, I am required to complete a childcare based qualification within 6 months of registration and have attended pre-registration training.  I also hold a valid paediatric first aid certificate.  On top of this I will ensure I am up to date on relevant issues such as safeguarding, health and safety, and am keen to attend relevant additional training provided by the local authority that will enhance the service I provide.

I have received training on the Early Years Foundation Stage which applies to children under school age.  This statutory framework and guidance is the same for all childcare settings, whether it be a nursery, pre school or childminders.  

I am a Montessori trained pre- primary trained teacher and hold the Diploma as well as the International Montessori diploma.  I have 2 year’s experience of working in a Montesorri Nursery at Woodentots in Camden and have also been a childminder for Camden previously and worked in a Primary School as a classroom assistant and l have also been a Nanny.




Risk Assessment Policy/Health and Safety

The Early Years Foundation Stage requires childcare providers to have a clear and well-understood policy, and procedures, for assessing any risks to children’s safety, and review risk assessments regularly. Providers must determine where it is helpful to make some written risk assessments in relation to specific issues, to inform staff practice, and to demonstrate how they are managing risks if asked by parents and/or carers or inspectors. Risk assessments should identify aspects of the environment that need to be checked on a regular basis, when and by whom those aspects will be checked, and how the risk will be removed or minimised.

Children must be kept safe while on outings, and providers must obtain written parental permission for children to take part in outings. Providers must assess the risks or hazards which may arise for the children, and must identify the steps to be taken to remove, minimise and manage those risks and hazards. The assessment must include consideration of adult to child ratios. The risk assessment does not necessarily need to be in writing; this is for providers to judge.

I check my home every morning before the minded children arrive to ensure that it is a safe environment for the children to play in. I also risk assess any environment that I take the children into, for example walking to school, the shops, library and toddler groups etc. If I am planning to take the children into environments that are unknown to me I try to do a risk assessment in advance so I am aware of any potential hazards, although this may not always be possible. 


I record my assessments on sheets and these are stored in a file. These documents are available for any parent to see on request as well as Ofsted. 

Safety & Suitability of Premises, Environment and Equipment

Policy Statement:

Section 3 of the EYFS Statutory Framework requires that outdoor and indoor spaces, furniture, equipment and toys are safe and suitable for their purpose.











Procedure:

My house and equipment will be kept clean and made safe. Risk assessments will be conducted and reviewed on a regular (sometimes daily) basis.  These assessments identify aspects of the environment that need to be regularly checked.  Records of those checks are made and are always available to view.

These assessments cover anything with which a child may come into contact and will help ensure that indoor and outdoor hazards are kept to a minimum.

I will inform Ofsted in advance (where possible) and within 14 days of any changes to the premises which affect the space available to children (for example structural alterations or extension); anything which adversely affects the smooth running of the provision over a sustained period of time; any changes to the outside of the premises such as adding a pond or taking down fencing.

The premises will:

	Have public liability insurance for the provision of childminding

Be clean, adequately ventilated and lit appropriately with daylight being the main source of light
Have adequate space for to give scope for free play and a range of activities
	Be maintained at a temperature which is comfortable for the children
Meet the minimum indoor space requirements and have access to an outdoor play area (St Giles/Dury Lane, Gardens)
Have available a separate room with a suitable cot/bed and monitoring device for children needing to sleep and where they can be frequently checked upon
Have a suitable area to relax (e.g. on the sofa in the playroom)
Have a room available for confidential discussions with parents

Documents in place:

	Indoor risk assessment
	Balcony risk assessment

Outings risk assessment
Fire risk assessment

Health and Safety

Policy Statement:

Under Section 3 of the EYFS Statutory Framework, I am required to ensure that that all indoor and outdoor spaces, furniture, equipment and toys, must be safe and suitable for their purpose.  I will comply with health and safety legislation, including hygiene requirements.

Procedure:

The Health and Safety of your child of the utmost importance, therefore documented the following procedures that I have in place to support this.

Risk Assessments

Risk assessments for all activities and surroundings will be undertaken regularly (sometimes daily) and also reviewed regularly. These are always available to view upon request.

Examples of health and safety precautions include:

	Toys and equipment – all toys and equipment will be regularly cleaned and checked.  Any broken toys posing a hazard will be disposed of and replaced 

Quick general daily assessment of the premises at the start of the day to check for hazards.
Car seats are checked regularly to ensure they are correctly fitted. 
The car in which I transport your children is regularly serviced and MOT’d. Child locks on rear doors are always engaged and I am appropriately insured
Safety equipment such as stair gates and cupboard locks are used when appropriate to the age of the children in my care
There are procedures in place in the event of a fire (see separate policy)
The kitchen very clean, following hygiene guidelines on the storing of food, keeping the fridge at the correct temperature (4-5c) etc
Children do not have access to any waste, the bins are emptied daily and any used nappies are placed in the nappy rubbish bin.
Regular monitoring of sleeping children and use of a baby monitor

If you have any concerns regarding the health and safety of your child please discuss them with me.

Any accidents and injuries your child may sustain whilst in my care will be logged in the accident book and the parent/guardian informed upon collection.  If your child arrives to the childcare setting with any significant existing injuries, these too will be recorded in the accident book. Please also see my Illness & Injury Policy.

Fire Safety / Emergency Evacuation

Policy Statement:

Under the EYFS Statutory Framework, I am required to ensure that all outdoor and indoor spaces are safe and suitable for purpose, this includes having regard to fire safety and emergency evacuation procedures.

Procedure:

Fire drills will follow the fire evacuation procedure.  Drills are practiced at least every 6 months with all children in my care and each time a new child joins the setting.  Each drill will be assessed, looking at what worked well and what could be improved upon.

All entrances to the setting will be kept free from obstacles or hazards.

The procedures to follow in the event of a fire will be on display at all times and your children will receive regular instructions on what to do in the event of a fire drill or alarm.

Appropriate fire detection and control equipment are in place and checked weekly (fire blanket; smoke detectors on each storey).

I have received a home fire safety check from the local fire brigade (insert date) and included advice received in the above procedures and forms.

Documents in place:

	Fire Evacuation Procedure

Overnight Care Fire Evacuation Procedure
Fire Risk Assessment
Fire Drill Assessment




Overnight Care policy

Policy Statement:

Under the EYFS Framework, I am required to ensure that children staying overnight are safe and that all other welfare requirements are adhered to.

Procedure:

Provision of overnight care is available from 18:00 through to 08:00 the next day.  Usual session rates apply outside of those times.  

Your child will be provided with their own bedroom, with a suitable bed on the same floor as my own bedroom.  They will have clean bed linen but parents should provide a flannel, toothbrush, toothpaste and bedclothes for their child. 

I will check your child before my own bedtime and attend to them should they wake in the night.  Parents will be provided with details of any night wakening etc in the child’s daily diary.

I will follow your child’s usual bedtime routine as closely as possible.  If bathing your child is required, parental written consent will be obtained.

I am aware of the advice provided by the Department of Health on reducing the risk of cot death.

Documents in place:

	Overnight fire precautions and evacuation procedure



















Complaints Policy


As a registered childminder I aim to work in close partnership with all parents, to meet the needs of their children. If there is any aspect of my service you are not happy with please bring it to my attention and I will make every effort to resolve the issue through frank and open discussion. You can put the complaint to me verbally or, if you prefer, formally in writing or by email. It is a condition of my registration to investigate all written complaints or complaints via email relating to the requirements of the Welfare Requirements and /or Childcare Register and I will notify the complainant of the outcome within 28 days of the date the complaint was made. 

I will keep a written record of all complaints and their outcome for at least three years. I will maintain confidentiality but will provide Ofsted, on request, with a written record of all complaints made in relation to the requirements during the past 12 months and the action that was taken as a consequence.

I will record the following information:

	The name of the person making the complaint.

The Welfare Requirement or Childcare Register requirement(s) to which the complaint relates.
The nature, date and time of the complaint.
Any action taken in response to the complaint. 
The outcome of the complaint investigation (for example, ways the service has improved).
Details of the information and findings that were given to the person making the complaint, including any action taken.

If the complaint cannot be resolved or if the complaint is of a serious nature and you feel you cannot discuss it with me you should contact Ofsted on:

 0300 123 1231



.

Late / Non Collection of Child Policy

Policy Statement:

Under the EYFS Statutory Framework, I have a duty to take the necessary steps to safeguard and promote the welfare of children.  With this in mind, if you are late or do not arrive to collect your child I will take the appropriate steps to ensure your child remains safe whilst in my care.

As stated in my terms of service, I reserve the right to charge for additional time outside of your contracted hours.

Procedure:

	If the child hasn’t been collected 10 minutes after the end of their session, I will ring the person due to be collecting the child to ascertain the situation.  If it looks as though the collection may be very late and I unable to look after your child, I will ask you to arrange for someone else to collect your child (please note that I will usually be able and happy to care for your child unless I have a family emergency of my own or I have important plans which cannot be changed).


	If I am unable to contact the person due to collect the child after 10 minutes, I will try again after 20 minutes.


	If after 20 minutes of the child’s session ending I am unable to contact the person due to collect the child, I will try to contact the other parent if applicable.


	If, after 30 minutes I am unable to make contact with parents and/or the person due to collect the child, I work will ring the numbers provided as emergency contacts.


	If I am unable to make arrangements with emergency contact or parents after 50 minutes, I will prepare to ring Children’s Social Care at the 1 hour point and will follow their advice on what action should be taken.


Parents please note that in emergency situations where you have not been able to make contact to let me know that you are late/unable to collect your child, although I have to make contact with Children’s Social Care after 1 hour, I will do everything I can to ensure that your child remains with me if no other family member or friend can care for your child, even if this involves an overnight stay etc. 




 

Useful Numbers:

Children’s Social Care: 	020 7 974 4094				
local out of hours social services 020 7278 4444

