
Policy 12 Working in Partnership with Parents and Carers
(c) Exchanging information
Policy

The relationship between parents and carers and staff is crucial to the child’s learning and development. The staff welcome parents and carers into the setting and there is a two-way flow of information, knowledge and expertise.

Publicity

We publicise our service in local shops, dentist, school, doctors, village hall and other places where families with young children are likely to attend. Our details are available through the family information service. We also have an internet website.
Verbal liaison 

We aim to build a close liaison with parents and families, and information is passed on and received personally whenever possible. The keyperson system used in the centre greatly assists this, and allows for continuous discussion and verbal exchange of information between individual parents and carers and the staff. This may be the sharing of a child’s activities, achievements, records or family information, or general discussion and information about the local community or the centre. It is best to have longer informal discussions at the end of a session, or by appointment. We hold annual parent/keyperson meetings (usually in March) to discuss children’s development and progress.
Parents and carers notice board
The centre has several notice boards in the entrance corridor, which display the most current information, or notices requiring attention from parents and carers. This information may change daily or weekly.

This may include:
· The current weeks planning

· Policies and procedures

· current information about the centre activities

· childcare advice for parents and carers from the centre and other childcare organisations

· childcare financing advice from the government 

· contact details for various childcare related issues

· relevant local information 

· suggestions and comments envelope

· staff profiles and keyperson groups

·  photographs

· information on firstaiders

Further information on keyworking, observations, parent rota, and current planned activities can be found on the staff board by the register table.

Written letters 
Written communications are handed directly to parents and carers or may be sent to their email address if this has been provided.

Written communications may include:

· newsletters -usually about one per half-term 

· booking forms, invoices or reminders 

· requests requiring written replies from parents or carers for example consent forms for trips 

· questionnaires about our services or policies inviting responses from parents or carers
· information or requests from the government

· requests for current information on children’s interests and achievements, for planning purposes

Communication via IT

The centre has its own website where we provide information about the centre and it's services. The centres website can be found at http://www.mulbartonchildrenscentre.co.uk . Brief information about our services are also available on the childcare finder site at http://childcarefinder.direct.gov.uk/childcarefinder  (If you get no results please contact your local FIS directly or call 0800 2346 346 to be put through to them).
Telephone 
Parents, carers and other organisations may telephone at any time on 07908 900 716. Calls will normally be answered between our opening hours of 9:00 am to 12:00 pm – Mon, Wed, Thu and 9:00 am to 3:30 pm – Tue and Fri. If a staff member is not immediately available to take the call, a massage service will activate. Please leave a message and we will return your call as soon as possible. You may also leave a message outside of our usual opening hours. Staff taking calls will either deal with the matter directly or inform the relevant person as soon as possible. They may record details in the daily diary or in other relevant records. We aim to address all issues arising from phone calls by the end of the same day. 

Where we need to communicate with parents or carers urgently, for example when a child is sick, we may contact parents, carers or emergency numbers. We may also use telephone contact for other occasions where we have been unable to speak directly with a parent or carer at the centre, but a verbal discussion would be most appropriate. 

In all telephone communications with parents, carers, schools and other organisations, confidentiality issues are considered, and other methods of communication may be used if more suitable. To ensure confidentiality, we usually arrange face to face conversations in a private area.

Newsbooks
Every child has a “newsbook” which may be used to exchange information between parents/carers and other settings that the child may attend, and the keyperson or centre. We particularly encourage children and their parents to include photographs and written news about what the child has been doing, enjoying or achieving. Parents can use this book at any time, and it is routinely sent home to parents once per half term. This book may also be used as a “settling-in record” for exchange of information when children first attend the Centre.
Consultations, home visits and personal discussions
Children’s development records are readily available to parents/carers at any time, and subject to sufficient staff cover it may be possible to discuss these informally with the keyperson during a session. Parents must respect other families’ privacy and not access any children’s records other than their own, without their parents permission. Formal parents/carers information and keyperson meetings are organised at least once a year to discuss children’s progress and other related issues. These are organised on ‘an appointment basis’ and may take place at the centre premises or other local facility, depending on cost and availability. If you wish to make a formal appointment at other times, to discuss your child’s progress, please give your keyperson at least one weeks notice to make arrangements

The centre also provides home visits for parents or carers who are unable to come into the setting, if requested.

If any adult requires a private discussion the story room will be made available to them.

Consultations and home visits can help to:

· provide parents or carers the opportunity to ask questions openly about concerns and fears on a 1:1 basis with their child’s Keyperson

· develop a rapport between the staff, parents or carers and their child

· develop home and centre links with parents and carers and their children

· ensure all parents and carers know about our aims and policies including complaints.

· encourage parents and carers to become actively involved in the setting.

· give feedback on their child’s progress, using specific examples of achievement or behaviour

· listen to parent’s comments and opinions about their child’s progress and add relevant comments to children’s development records.

· inform parents and carers about training that might interest them – e.g. regarding children’s welfare and learning or volunteer/committee training etc.
Suggestions, contributions from parents or carers
We welcome comments and suggestions for improvements or additions to the centre. These may come from children, families, staff, and visitors or outside agencies. A suggestions wallet is placed in the parents and carers information rack in the main entrance corridor. We also welcome letters or emails and questionnaire responses. 

A section is also provided for comments on the planning forms for individual children sent out every 6 to 7 weeks.
We have access to Early Years support and advice through “Momentum” and others such as our advisory support worker, and take account of their advice in our planning and procedures. We also use advice and support from a variety of other sources by telephone, Internet, email, letters and when possible, personal visits.

Liaison with other professionals
For the benefit of children's welfare and development we may wish to consult or liaise with other agencies for advice or information and to support the integrated and co-coordinated approach that the government requires between all agencies working with children. We have regular contact with other organisations such as schools, childcare advisory agencies, health workers, education dept, social services, etc. We aim to liase with other settings attended by children to ensure continuity and exchange of information about development. In doing so we follow the appropriate information sharing and confidentiality procedures, and always involve parents fully in the liaison process. Parents will be asked to sign consent to share information about children’s development and their activities at the centre, with other childcare/education settings that the child also attends. We will also ask for consent to share relevant information with the school or other setting that a child is moving on to, at the relevant time. This is to ensure continuity for the child, and as smooth a transition as possible. Where possible we will use children’s personal news books for liaison, with parents assistance. We also have a local general liaison book which is passed between local groups/childminders.
Liaison and links with local community 
The centre makes the local community aware of it's services through local advertisements and via local schools and health visitors, and through it's links with other childcare organisations. We contribute regularly to local magazines.
The centre has strong links with the local school and other local agencies, and staff attend local childcare cluster groups. We also keep up to date with local issues through school or local newsletters, magazines etc

Communication in multiple languages 

The centre is aware of the need to ensure that everyone who uses or might wish to use our services are able to access all the relevant information whatever their language, culture, abilities etc. We aim to mainly reflect local cultures and languages in our provision of information, but also to communicate and produce information in particular languages or formats to suit individual needs as we become aware of them. We are able to access help and information from language support services. We also aim to provide staff with training in sign language or alternative communication methods, particularly when we have children with hearing or language difficulties in attendance. 

Volunteer participation 

We seek out and are happy to accept active participation in the centre if family members or others in the local community wish to work voluntarily with the children, or make visits to share talents/skills, their work or interests with the children. The conditions regarding this are covered in the visitors, volunteers and students policy.
(See Policy 2 Organisation – Volunteer system)
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