
Policy 2 Organisation 

We meet the required adult to child ratios, we ensure that training and qualification requirements are met and we organise space and resources to meet the children’s needs effectively.

Operational plan

The committee and staff work to an overall operational plan, which is available to parent and carers. This plan encompasses all aspects of the organisation of the centre, including:

· aims and objectives

· policies and procedures

· the use of space

· the grouping of children

· equipment, resources and activities provided

· the staffing structure

· staff deployment including volunteers and students

· the management of staff

· how the centre obtains and responds to feedback from parent and others

Cleaning and maintenance

The committee and staff are responsible for the cleaning, administration, and maintenance tasks, related to the centre and it’s equipment. Daily cleaning of the village hall is carried out by the caretakers, employed by the village hall committee, at a time when the centre is not open.
Simple washing and hygiene tasks are carried out by staff and volunteers as required within the open session times.

Ratios

The centre is registered for 26 children per session

When deciding on deployment of staff and ratios we have considered the following; size and layout of the premises both indoors and out, the location of facilities, the age and abilities of the children, qualifications of staff and volunteers, activities offered, and the structure of the day and children’s patterns of attendance.

The minimum-staffing ratio for our setting is:

· 1:4 children aged 2.0 – 3.0 years

· 1:8 children aged 3.0 – 5.0 years

The minimum staffing ratio we usually employ for non-local outings is 1:2 for children aged 2 to 3 yrs and 1:3 for 3 to 5 years. When walking to school and on local outings, we aim to have a ratio of maximum 1:3. 
Staff will accompany children at the very least at the required regulatory staff to child ratios, but usually as above, depending on the ages and abilities of the children involved and the degree of risk involved in the location.

Collection or non collection of children

Written parent and carer permission is required in advance if someone other than those designated in the child's file is to collect the child from the centre. If a person other than those shown on the registration form appears to collect a child the leading practitioner or deputy will not release the child to them, unless the parent or carer has previously given written notice or the agreed password is provided. If not, the parent or carer will be contacted by telephone for confirmation or permission and the child will not be allowed to leave until this has been done.

If a parent or carer of a child fails to arrive within 20 minutes of the expected time of collection, staff will contact them, or their nominated emergency contact, to establish the reason for the delay. The child will remain in the care of staff until the parent or nominated person arrives and an extra charge will be payable for the extra childcare provided.

Where a child remains after the end of the childcare day i.e. 12:00/3:30, the leading practitioner or deputy will contact the parent or emergency contact to establish the reason for delay and 2 staff will remain with the child, until the parent or nominated person arrives to collect the child and a charge will be made for late collection. Repeated attempts will be made to contact the parent or carer. In the event that after two hours we have not been able to make contact, advice will be sought from Children’s Services and Ofsted will also be informed.
Child missing from the centre 

Security of children is a priority and our procedures should ensure that children do not go missing. Children are registered in and out by the person in charge, and registers are checked during the day, particularly at times when some children are arriving or leaving and when children are leaving or entering different areas for particular activities. A full register is taken whenever children leave the premises for fire drills or to go on walks or take part in external activities. The register is taken again on their return. 

In the unlikely event that a child is found to be missing, the leading practitioner or deputy will instigate a thorough search of the centre both indoors and out. If the child is not located staff will search the immediate locality .The leading practitioner or deputy will contact the police to report the child missing, the child's parents will be contacted and OFSTED will be informed. The leading practitioner or deputy will ensure that staff ratios are maintained for other children throughout, and that other children and staff who may have become distressed are reassured. 

Child missing from a visit or outing

When children leave for outings a full register is taken as children leave the building and on their return. On some outings parents will be responsible for their own children. Otherwise, the designated adult takes responsibility for ensuring that their designated children remain with them at all times. One member of staff will usually be kept free to make overall checks that children are being properly supervised.
In the unlikely event of a child being reported missing by an adult, other adults assist in searching the immediate areas, whilst continuing to closely supervise their own groups of children. The person in charge will alert the manager of the facility being visited if appropriate, so that a tannoy alert or other search procedures can be instigated. If the child is not immediately located they will contact local police and report the child missing. They will also contact the leading practitioner or deputy who will inform the chairperson, the child's parents (if not present) and OFSTED. 

In either instance the leading practitioner or chairperson will conduct a full investigation into the circumstances leading to the child going missing and prepare a full report. Policies and procedures will be reviewed and amended as necessary. If the investigation reveals non-compliance with policies and procedures staff members involved will be required to undergo re-training and if appropriate disciplinary procedures may be followed.
Suitable staff
The leading practitioner is well qualified and experienced, and cascades relevant training to the staff during training meetings. All staff are committed to updating their childcare knowledge and skills through external or in house training. They access up to date information and have good knowledge and understanding of child development and have much practical experience. They are positive and friendly towards the children and create a happy and stimulating environment for children to enjoy taking part in activities, and making friends.

The leading practitioner holds a level 3 qualification and is responsible for all other staff. The deputy and 1 other staff member also hold level 3. All other full-time centre staff hold or are working towards a level 2 qualification. Where unqualified part-time staff are employed they are required to immediately undergo introductory childcare training with a view to advancing to at least level 2 in due course.

If the leading practitioner becomes absent the deputy practitioner will normally step in as a temporary replacement.

If this is not possible (e.g. on the deputy’s day off) another staff member will take over that role, and a level 3 staff member will always be present.

The following guidelines apply:
· the centre works in line with Mulbarton schools and will normally be closed on their staff training days or if they are closed due to bad weather.

· A daily board informs parents who is working that session and the centre committee will notify parents and carers of any permanent staff changes by means of the notice board and newsletter

· children of paid staff over the age of eight will not normally be allowed to attend the centre unless in the case of an emergency. In unavoidable circumstances, children of staff that are under statutory school age may attend provided that there attendance does not affect that staff member’s usual role and efficiency and there is available space. Payment for the child’s attendance will not normally be required but this arrangement is at the discretion of the chairperson and committee.

Contingency arrangements

We have a number of paid helpers for staff absences and emergencies. If any parents or carers are interested in joining the pool of emergency staff helpers please ask the centre staff. Completion of a CRB check form will be required and safe recruiting procedures will apply.

Students

Students who are placed in the centre on a short-term basis are not counted in the staffing ratios. However, students placed for longer periods, for example a year, may be counted in staffing ratios if we consider them to be competent. Competence is shown in demonstrating good skills and knowledge in providing good quality care for children. Short term students are vetted by the college or university. Longer term placements will be subject to our own vetting procedures as above.
Parent rota Volunteer system

In the centre many parents and carers give us their time on a voluntary basis, via a rota system, helping in a variety of ways as requested by the leading practitioner, and we are very grateful for their contributions. 

The Intakes Officer will ask each parent and carer if they, or a trusted family member, or friend can help during centre hours in order to provide a good child to adult ratio and sufficient supervision, which allows qualified staff to provide a good variety and quality of activities. 
The volunteer rota system allows us to keep staff costs down, a saving that we pass onto parents, as we are able to keep our sessional charge at a reasonable rate. We consider the volunteer rota system to be a mutually beneficial arrangement - the children benefit as they see their parents and carers taking an active interest in the centre, this makes them feel special and enables them to share their parents and carers with other children. The parents and carers benefit, as they are able to see first hand how their child interacts with other children and adults and may well gain new ideas for play at home. They see their child developing new skills and also get to know the practitioners better.

Our parent helpers are essential to the safe and smooth running of the Centre. It allows us to maintain sufficient safe adult to child ratios for outdoor play, more indoor activities are possible, and it frees the qualified staff to spend more time in structured play with children. Centre outings may be possible and, above all, the practitioners and committee get to know the parents and carers better. We hope that parents will look upon the volunteer system as an opportunity to share the centre with their children.

Parents and carers may be requested to help from one to two sessions per half term depending on the number of days the child attends, the number of children attending and how many parents are available for rota duty.

Volunteer system and younger siblings

We would prefer younger siblings not to attend sessions as it distracts parents and carers from carrying out their voluntary rota duties, for example running the snack bar and having to go in and out of the kitchen. Staff are not responsible for any child who is not registered at the centre but they do have to be included in the maximum number of children allowed to be present. If a parent or carer is having difficulty with childcare please discuss this with the centre staff. Should all 26 children’s places be full or the maximum allowed staff:child ratio reached, additional children cannot be brought into the session. 
Volunteer rota organiser  

The Volunteer Rota Organiser will be responsible for the preparation and distribution of the volunteer’s rota. Parents and carers need to inform the Rota Organiser in writing if they have any special requests regarding days available and who will be helping.

If parents are unable to carry out or attend the allocated voluntary day, they are asked to please find a replacement by ringing other parents and carers off the volunteer’s rota, or by asking a relative or friend.

To assist you when you are a volunteer we have some written guidance, which is posted in the centre’s kitchen.

The following guidelines apply

· for those who opt out of the volunteer’s rota system the Committee will request them to make a voluntary contribution of £1.00 per session, payable half-termly in advance.
· if during pregnancy you feel unable to do voluntary rota duty for medical reasons, please inform the rota superviser. Those over 6 months pregnant will not be asked to undertake lifting or any heavy tasks.
· parents and carers are requested not to bring in your own or others children whilst on rota duty as you are unable to supervise these children while carrying out your duties. 

· childminders will not be permitted to bring minded children, who are not members of the centre into sessions; as such children are not covered on the centre’s insurance.

· parents with babies under 6 months of age can be taken off the rota if they wish. Please contact the Volunteer Rota Organiser.

Regular volunteers
It can be beneficial to children, staff and those in the local community, for suitable persons to work with the Centre on a regular voluntary basis. When recruiting volunteers to work regularly* with children, if the person is not well known to the staff/committee, procedures will be followed as per the staffing recruitment procedures (see suitable person policy). If the person is well known, references will still be sought and checks will be made to ensure others in the community have no concerns and can make positive recommendation. An informal interview will be carried out and a CRB (combined CRB/ISA check from July or November 2010) completed and checked. 

*Regulated activity is any activity which involves contact with children or vulnerable adults that is in a specified place frequently or intensively. This could be paid or voluntary work. In December 2009 changes to the original definitions of “frequently or intensively” were recommended - Changing the definition of "frequency" within the scheme from once a month or more to once a week or more. This covers regular repetitive activity. Making a parallel change to the "intensive" definition, from three or more days in a 30 day period, or overnight, to four or more days in a 30 day period, or overnight. This covers the circumstances where there is contact over a short space of time which is not necessarily repeated; 
If at any time, including during the recruitment process, there are serious concerns, (based on legitimate information) about a person’s suitability to work with children, or a CRB/ISA check reveals that a person has been barred from working with children, or a person has given false information in support of their application for voluntary work , the police and/or ISA will be informed and given details.
The committee

The Committee meet approximately once a month with staff and discuss many items relevant to the centre such as staffing, the financial budget, inspections, fundraising, planning and the premises etc. The committee are the official registered body for OFSTED with the related responsibilities, and they support staff in providing the best care and education possible. The centre could not operate without this voluntary body of parent and carers. 

They also need the help and support of the parents and carers throughout the year with fund raising events to purchase equipment and resources needed for the children’s learning. These can be quite social occasions and we actively encourage parent or carer involvement such as helping to man stalls at fairs or donating raffle or tombola prizes. 

The committee organises a half termly newsletter, which keeps parents and carers up to date with the latest centre news, fundraising events, parties, holidays, etc. We also welcome any contributions from parents and carers: if you have an item to sell, or an event to advertise, let us know and we will endeavour to include it.

The Committee holds an Annual General Meeting for parents and carers, which takes place in September of each year. 
We always welcome any parents and carers who would like to know more about the committee. Please ask any of the centre staff if you have an interest in attending a meeting or becoming more involved in committee organisation.

Keyperson system and record keeping

The centre runs a keyperson system so that staff can provide for all children’s and families individual needs, and maintain vital links with parents and carers. This is crucial for settling children into the setting, and an important requirement of the Early Years Foundation Stage framework. Each staff member is responsible for a group of “key” children. The keyperson is allocated to each child when they register at the Centre, and as far as possible we aim for each child to remain with the same keyperson throughout their time with us..
The keyperson co-ordinates information about the individual child’s needs and development and shares this with the parents or carers and other workers to maintain consistency and continuity of care, and liaises with other settings that the child also attends. They are also responsible the planning and record keeping for that child.
The following guidelines apply:

· the playgroup recognises that in order to organise effective long and short-term curriculum plans an effective system of record keeping needs to be implemented. Observations must be carried out and assessments made.

· staff  will record observations on an informal “post-it note” basis and also longer scheduled records.

· observations will be recorded in a way which recognises the rights of each child.

· written consent from parents and carers will be needed before observations can take place. 

· records (progress record and news book) on individual children will be kept in a safe place, whilst at the appropriate keyperson’s home or when on the playgroup premises. 

· any parent who does not give permission for their child to be observed will have their decision respected. However, it should be realised that to plan for each child’s individual needs, observations need to be recorded so that an effective curriculum plan can be formed

· written records are the property of the parents/carers and may be requested to be seen at any time. Parents are encouraged to add to their child’s records, which are given to the parents/carers when the child leaves the Centre.

Support for “looked after” children

There is a designated member of staff who has overall responsibility for children who are “looked after” under part 3 of the 1989 Children’s Act, by a local Authority. This designated person promotes the educational achievement and welfare of all children registered with the Centre, who are being “looked after” by a local authority. They have the appropriate training and experience to fulfil this responsibility, have regard to guidance issued by Norfolk Children’s services, and ensure all required procedures are followed.
They support and advise the child’s keyperson, to ensure monitoring and support for the child’s educational progress and their personal welfare whilst at the Centre, and for liaising as appropriate with those who have parental responsibility for the child, and all other professionals who are responsible for, or are working with the child/family. They work together with the child’s keyperson to complete and maintain a personal education plan (P.E.P.) for the child and to attend regular P.E.P. planning meetings.

Records

The centre is registered under the Data protection Act. The registration is renewed each year.

Records on staff, volunteers and committee members will be kept confidential; they are only available to those who have a right or professional need to see the information. Records are kept in committee and staff member’s homes and in the storage cupboard, which is locked when the centre is closed.  

If and when records need to be transported to and from the centre they are not left unattended and are stored in a safe place.

Registration system

A registration system is in place and all members must adhere to this when in the centre. The Leading Practitioner is responsible on a daily basis for the safety of all children whilst in his/her care. The registration system will record individual child’s details and who will collect the child, time of arrival and departure, staff and visitors and other people on the premises.

The registers will be kept on the leading practitioners table by the hall door and locked in the storage cupboard when the centre is closed.

Registers will be held by the leading practitioner and or by staff, in the case of an emergency.

The Leading practitioner and staff will keep the register up to date and checked regularly.

The following guidelines apply

· at the beginning of each session a member of staff will stand at the hall door, one at the register table and other staff/volunteers are positioned around the hall. This does not change until the register is completed and doors are locked. 

· you may wish to bring your child in at a later time or collect your child during a session, if this occurs you will need to ring the doorbell and wait for a member of staff to come to the door.

· if you or your child has to leave during a session you must inform a member of staff before leaving the premises.
· it is the parents and carers responsibility to inform the staff of any changes to the collection of a child.

· if the change is a “one-off” occurrence, then whoever brings the child to the centre must make sure that the Leading practitioner is aware of whom to expect at the end of a session.  This information must be recorded in the daily diary.

· if someone other than the parent or nominated person, even if someone the child recognises, comes to collect the child the Leading Practitioner will not release that child. The only exception to this would be if the collector were able to give the child’s emergency password, which had been previously agreed by the parents and carers. Otherwise, the policy for non-collection of children would be used.
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