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I ntroduction

As asessona day care provider caring for children under the age of eight yeas, Roundsbou Pre-Schod and
Play Groups are regulated by the Early Yeas Diredorate within the Office for Standards in Educdion
(Ofsted). We ae required to comply with National Standards pulished by the Government which represent a
baseline of quality for all providers. There ae 14 National Standards, ead of which is accompanied by a set
of suppating criteria giving information abou how the required quelity outcomeisto be atieved.

In this document, ead National Standard is st out in bdd at the start of ead sedion, followed by an
explanatory ‘focus statement supdied by Ofsted. Theredter the palicies based onthe Standards and their
suppating criteria ae set out. Where particular additions or explanations have been developed for use in
Roundsbou Pre-Schod/Playgroup, these ae shown in italics. If you have any questions relating to these
pdicies, plesse do nd hesitate to raise them with a member of staff or a member of the Committee of
Management.

Please note that in this document, the word ‘ parent’” shoud be taken to mean parent or carer.

The phrase ‘registered person’ technicdly refersto the personin utimate dharge of the registered settingi.e. in
the cae of Roundabout Pre-Schod/Playgroup, the Chair of the Committeeof Management. In effed, so far as
parents are @wncerned, it means the providers of the day care i.e. the group leaders, who are employed by and
resporsible to the Committee of Management, and to whom the Chair has delegated the day to day runnng of
the group.



Standard 1 - Suitable person

Adults providing day care, looking after children or having unsupervised accessto them are
suitable to do so.

The quality of the provision depends upon the suitability of the adults providing day care. OFSTED
makes a judgement about the suitability of all registration applicants and registered persons.
Responsibility for dedding on the suitability of other prospedive staff restswith the registered person.

The registered person must comply with all condtions of registration, including any which require them to
submit to a vetting procedure whereby the information supgied is verified with the relevant sources. The
vetting procedure, which includes palice dedks, will enable the ealy yeas child care inspedor to determine
the suitability of thase caing for, or having regular contad with, children.

The registered person, their staff and voluntea's must not have been convicted of an offence nar been the
subjed of an order which disqualifies them from registration und the provisions of the Children Act 1989.

The staff, voluntee's and the whaole Committee of Management go throughthe police deckprocess We also
encourage parents to be dceckea if they wish to help in the Pre-Schod/Playgroup, since that increases
flexbility for the staff.

The registered person must ensure that any personwho hes not been vetted is never left alone with children. In
practicethis means that, for example, aduts who havenat been pdice deckel may not accompary childrento
the toil ets or supervise themin ary other area withou anaher adut who has been checkel being present.

The person in charge who is present must have aqualification appropriate to the post, or must be training
towards an appropriate qualification and ke &le to demonstrate the timescde for achieving it. In addition, all
managers, staff and voluntee's must be suitable, bah mentaly and ptysicdly, to care for children and must
have the gppropriate experience, skill s and ability to dotheir jobs.

In recent years Roundabotihas suppated its daff during training ona day-release basis, whereby a qudifi ed
member of staff covers for a member whois at coll ege one day per week Sam Capesis currently studying for
her CACHE levd 4 qudifi cation; Zoe Norman completed her CACHE Levé 3 in February 2007 and Ronit
Naim is working towards her CACHE LEVHE. 3.



Standard 2 - Organisation

The registered person meds required adult : child ratios, ensures that training and
gualifications requirements are met and organises gace and resources to med the children’s
neels effedively.

Where organisation is effedive appropriately experienced and qualified staff have a clear
understanding of their role and responsibilities. Relevant induction procedures and opportunities to
recave further training help staff develop their skills in organising provision that meds children’s
individual nedls.

The registered person must demonstrate that staff are deployed effedively within the premises to ensure the
safety, welfare and development of children. There must be darity abou who is the person in charge of the
Setting at any time.

Group size — In the Playgroup the group must never excead 12 children, in the Pre-Schod the maximum is 24
though usually set at 22; and children shoud have mnsistent staff.

Operational plan - An operational plan must be developed and kept under review in the setting. This will
include how staff will be deployed within the setting, how and what adivities will be provided and hav the
continuing training needs of staff will be met. This plan must be avail able to parents.

We have two copies of our Operationd Plan. The Playgroup copy is kept in their filing cabinet and is on
display during sessonsin the foyer. The Pre-schod copy is kept in the main cupboad and dsplayed ouside
the room during sessons. Our longterm plan for activities for the children is displayed in bah groups and
may be vViewed a any time.

Accessble individual records must be kept on the premises containing the name and addressof staff members,
any voluntee's and committeemembers, and information abou reauitment, training and qualificetions.

Our Saffing Files are kept in the Pre-Schod Fili ng Cabinet.

Staffing ratios - The minimum staffing ratios for children aged 3 and over is one member of staff to 8
children. For children aged 2to 3yeas, it is one member of staff to every 4 children. Theseratiosinclude any
children of staff or voluntee's. Regular voluntees or parents attending on a planned and regular basis can be
taken into acourt in the normal staffing ratios. There must always be aminimum of 2 adults on duy.
Staffing levels must be maintained duing outings but, acording to circumstances, it may be necessary to
exceal them. The registered person must ensure that suitable contingency arrangements are in placeto cover
emergencies and urexpeded staff absences, and sufficient suitable staff and voluntee's to cover staff breeks,
holidays, sicknessetc.

We have a list of emergency @ver options and ask those on the list to undergo a CRB check We vey much
appredate parental help within the Playgroup andPre-Schod, as it widens the range of experiences we @an
offer the children and dso alows the staff greater flexthility in devdoping their work with the children. We
produce a termly rota for parent helpers, with the number of turns on the rota being propationate to the
child’'s attendarceat the group. We encourage parentsto join uson ary outingsto increase our ratioto 14 in
pre-schod and,if appropriate, oreto two in playgroup. We also encourage parents to dffer to be available as
emergency cove on paticular days, so that this can ke easily arranged when required.

Registration system - The dildren and staff attending ead sesson must be recorded in a register, showing
times of arrival and departure.

Standard 3 - Care, learning and play

The registered person meds children’s individual needs and promotes their welfare. They plan
and provide activities and play opportunities to develop children’s emotional, physical, social
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and intellecual capabilities.

Children’s care, learning and play are supported best where the registered person and staff are clear
about the main purpose of the provision. The development of children’s emotional, physical, social and
intellecual capabilities is promoted effedively when they take part in a wide range of activities. Staff
med children’s neals through sensitive and appropriate interactions that promote dildren’'s slf
esteen. Staff plan first hand experiences that enable cildren to make dcoices as they develop their
knowledge, skills and understanding. Children’s care, learning and play are supported well by staff
who monitor children’s progress regularly and use this information to provide for their individual
nedls.

We encourage dildren to be aonfident, independent and to develop their self estean. The staff will seled
resources and provide adivities, play oppatuniti es and first-hand experiences which allow children to buld on
their natural curiosity as leaners, develop their language and mathematicd thinking, use their imagination and
develop social relationships. All staff will help children to learn abou what is right and wrong.

We encourage the building of positive relationships with children and their parents to fadlitate a good
understanding of individual needs and hane drcumstances. We listen to and value what children say, talk
with them abou what they are doing and have high expedations of what they can achieve. The staff observe
what children do and wse their observations to pan the next steps for the dildren’s play, leaning and
development.

Experience has shown that if a child attends for only one day a week it is not beneficial either to the child or
the group. We therefore acceot children for a minimum of two days per week

We organise resources 9 that they are readily accessgble to children and deploy staff to suppat children’s play
and learning. For instance avariety of craft materials andtods are openly avail able for self-seledion by the
children duingthefirst part of each sesson.

We give dhildren oppatunitiesto be adive awell astimeto relax. We understand and use the Early Leaning
Godls (from the Qualifications and Curriculum Authority (QCA)).



Standard 4 - Physical environment

The premises are safe, seaure and suitable for their purpose. They provide adequate spacein an
appropriate location, are welcoming to children and offer accessto the necessary facilities for a
range of activitieswhich promotetheir development.

The environment should be warm and welcoming for children, staff and parents. It should be safe and
seaure, with well organised space used appropriately to promote cildren’s development.

The premises shodd be welcoming and friendy to children and perents. They shoud be dean, well lit,
adequately ventil ated and maintained in a suitable state of repair and decoration. The premises are for the sole
use of our Group duing the hous of operation. There is accessto atelephore on the premises. Rooms are
maintained at an adequate temperature and there is adequate storage spacefor equipment. We operate within
locd planning and bulding control requirements.

Indoor play - The minimum spaceper child required is 2.3 square metres for children aged 3yeas and over,
and 2.5square metres for those aged 2-3 yeas. Provision is made for children who wish to relax or play
quietly, equipped with appropriate furniture. Play areas are large enowgh to give scope for freemovement and
well spread ou adivities. There ae separate aeas for diff erent adivities.

Outdoor play - Outdoa play spaceis sfe, seaure and well maintained.

Toilet facilities - There must be & least one toilet and ore wash hand basin with hat and cold water avail able
for every ten children over the age of two yeas. We exced this requirement.

Staff facilities - There ae arangements whereby staff may talk to parents confidentialy. Staff may ask
parents for a word at the end d any sesson, a any parent is freeto raise cncerns with the staff wheneve
theywish. The groupleaders are also availableto be mntacted by telephore out of hours to dscussmattersin
confidence

Kitchen - There is a kitchen areawhich is adequately equipped for the preparation and storage of snadks and
drinks for children and staff on the premises. Food peparation areas conform to environmental hedth and
food safety regulations. Children do nd have acceasto the kitchen areaunlessit is being used solely for a
supervised children’s adivity.



Standard 5 - Equipment

Furniture, equipment and toys are provided which are appropriate for their purpose and help
to create an accessble and stimulating environment. They are of suitable design and condition,
well maintained and conform to safety standards.

The provision of a range of safe and well-maintained furniture, equipment and toys that meds the
varying neals of children isimportant to their development and learning.

We ensure that sufficient, suitable toys and day materials are available to provide stimulating adivities and
play oppatunities for the dhildrenin al areas of play, learning and development. These ae gpropriate for the
ages and individual developmental neeals of the dnildren.

Furniture, toys and equipment on the premises arein goodrepair and conform to BS EN safety standards or the
Toys (Safety) Regulations (1995 where gplicable. There ae sufficient numbers of child-sized chairs and
tablesto all ow flexible arangements for groups of children to play and ed together.

We seekto enlarge and improve our range of equipment and activities each year and ae always open to
suggestions. We aim to provide the ve'y best we an for the diildren at Roundabott We sometimes borr ow
items from local bodk or toy libraries to vary our seledion. We are always grateful for boxes, empty food
cartons etc for creativerecyding by the dildren.



Standard 6 - Safety

The registered person takes positive steps to promote safety within the setting and on outings
and ensures proper precautions are taken to prevent acadents.

The safety of children is paramount at all times. An awareness of children’s constantly developing
abilities helpsto ensure appropriate safety measures are applied to avad dangerous stuations.

We take reasonable steps to ensure that hazards to children on the premises, bah inside and ouside, are
minimised and we ae avare of, and comply with, Hedth and Safety regulations. Staff are trained to have an
understanding of Hedth and Safety requirements for the environment in which they work. We have anamed
Hedth and Safety Representative (Liz Lord)

Risk assesgnent - We conduct a risk assesament of the premises and this is reviewed if there is a significant
change or if we susped that it isnolonger valid.

Gagdedricity - Gas, eledricd and aher appliances and fittings conform to safety requirements and do no
pose ahazard to children.

Seaurity - The premises and ouside play area ae seaure and children are not able to leave them unsupervised.
The registered person has an effedive system for managing accessto the premises, ensures that it is used and
kegxsareaoord of visitors. Children are supervised at al times.

The two entrance doars to the Pre-Schod room are locked after the dnildren arrive and, apat from during
outdoar play time, remain locked urtil the staff admit the parents at the end d the sesson. Visitors are
admitted orly by the staff and undy their supervision, andtheir visit is noted in the register, including arival
and departuretime. The gatesin the garden arelocked or fastened seaurely and checkel by a member of staff
before the dhildren are allowed ou to play.

Outside area - We ensure that children cen play safely outside through a combination o supervision and
protedion from hazards. Any outdoa water adivities are dosely supervised at all times. We do nd keep
hazardous indoa and oudoa plants on the premises. If any become present outside the premises they are
made inaccesgble to children.

Fire safety - There ae dealy defined procedures for emergency evaauation d the building, known to all staff
and fire drill s are caried ou periodicdly. We mmply with any recommendations made by the Fire Safety
Officer. Reaords are kept to his stisfadion in afire log bodk for inspedion and certificates obtained. Fire
doars are not obstructed andfire exits are dealy identifiable and easily opened from the inside. Adequate fire
detedion and control equipment isreadily available.

Outings and transport - We ensure that there ae operational procedures for the safe condict of any outings
provided. Records abou vehicles in which children are transported, including insurance detail s and a list of
named drivers, are kept. Driversusing their own transport have aleguate insurance @ver.

Insurance- We cary pulic liability insurance for this stting. The cetificate is displayed on ow Pre-Schod
noticeboard at thetop d the stairs.



Standard 7 - Health

The registered person promotes the goad health of children and takes positive steps to prevent
the spread of infedion and appropriate measures when they areill .

High standards of hygiene and the prevention of the spread of infedion are esential to maintaining
goad health. Where the registered person and staff have a seaure knowledge of the setting’s policies and
arr angements for health and hygiene and a commitment to adhering to their agreed procedures, they
are likely to promote dhildren’sgoad health.

Hygiene - The premises and equipment are dean. Staff are informed and aware of the importance of good
hygiene pradice in order to prevent the spread o infedion. Staff are informed of and kept up to date with
hygiene procedures. Children are encouraged to learn abou personal hygiene through the dail y routine.

One asped of hygiene is the regular cleaning d toys, dressng upclothes etc., andwe appredate offers of
parental help with thise.g. duing hdiday periods.

Animals - We ensure that any animals on the premises are safe to be in the proximity of children and do no
pose ahedth risk.

Sand pits- Sand pts are proteded from contamination and the sandis clean.

Food handling - Those resporsible for the preparation and handing of food are fully aware of, and comply
with, regulations relating to food safety and hygiene.

Parents asgsting the staff by preparing fruit and dinks are asked to be particularly aware of food safety rules
(seeposters displayed in the kitchen). Food Hygiene wmurses are arranged for staff and paents are invited to
attend.

Medicine - It is our padlicy that no medication will be administered to children by our staff, except that in
excetiond circumstances when a child has a chronic/ongang illness we may be able to administer
medication, including inhders for asthma. Thiswill be discussed on anindividud basis as part of the diild's
care plan. In dl other cases, if medicationis required duing the @urse of a sesson, a paent must attend to
administer the medication for their child, hasing dscussed thisin advancewith a goupleader.

First Aid - There is afirst aid box complying with the Hedth and Safety (First Aid) Regulations 1981, the
contents of which are chedked frequently and replacel as necessry by a designated member of staff. Thisis
kept in an accesgble placeout of the read of children. Thereis at least one member of staff with a aurrent
first aid training certificate on the premises or on ouings at any onetime. Thefirst aid qualificaion includes
training in first aid for infants and young chil dren.

All Roundabou staff attend a‘First Aid for Childcarers’ course. The qudlifi cationis valid for 3 years andis
updded as necessary.

Written parental permisson is requested, when a cild joins the Pre-Schod/Playgroup, to the seeking of any
necessary emergency medica advice or treagment in the future. A record is maintained, signed by the parent,
of any acddents.

Sick children - Children who aeill or infedious may not attend the Pre-Schod until they are well again or
the infedious gage has passed (e.g. in the ase of chicken pax, al spotsaredry). A child who ha scknessor
diarrhoea shoud be dear of symptoms for two days before returning to the group. For those in the Playgroup
we ask that children shoud na attend the group if there is Scknesddiarrhoea in the family. Children with
untreated head lice are asked na to attend the group uril treatment has comnenced. In cases of doult,
parents are asked to contact a groupleader to dscussthe timing d a child’s return to the group.

Smoking - No smoking is all owed onthe premises.



Standard 8 - Food and drink

Children are provided with regular drinks and food in adequate quantities for their neals.
Food and drink is properly prepared, nutritious and complies with dietary and religious
requirements.

Adequate and nutritious food and drink are essential for children’s well being. The registered person
and staff have a goal understanding of children’s dietary and religious requirements and med these
appropriately to promote dildren’s healthy growth and development.

Fresh drinking water is avail able to children at all ti mes.

Parents are asked to advise staff abou any spedal dietary requirements, preferences or food allergies a dhild
may have. Where these eist, the staff make arecord and take heed of the information provided.

We provide the dhildren with a dink of milk or water (at their choice) and asnack of fruit / vegetables each

day. In pre-schod we ask parents to assst us in providing this by signing arota to provide fruit for a week
each term andin playgroup paents are asked to bring a peceof fruit each day their child attends.
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Standard 9 - Equal opportunities

The registered person and staff actively promote ejuality of opportunity and anti-
discriminatory practice for all children. We have a named Equal Opportunities representative
(Karen Crane).

Children nedd to fed valued and be free from discrimination. Wherethe registered person and staff are
committed to equality they recognise that children’s attitudes towards others are established in these
early years. They understand relevant legislation and plan to help children learn about equality and
justice through their play. The provision is carefully organised and monitored to ensure all children
have access to the full range of activities. Family members and staff work together to share
information, for example about cultures, home languages, play activities and children’s gedfic needs.

We periodicdly review our equal oppatunities padicy which is consistent with current legislation and
guidance All staff and voluntea's understand and implement this padicy andit is avail able to parents.

Our equd oppatunities padlicy is for children, paents and dl aduts working within the Pre-Schod/
Playgroup. We believe eveyone is of equd value regardless of ethnicity, intelledual and ptysical ahbility,
gender, age, andsocial circumstances. Our palicy aims to enharce andimprovethe educationd progressand
self-esteem of all children andthe morale and commitment of staff and paents.

All children and adults are treaed with equal concern and the registered person hes regard to relevant anti-
discriminatory good padice We promote equal oppatunities with regard to employment, training, admisson
and accessto the resources, adivities and fadliti es avail able.

Staff liaise with parents to ensure that all children’s records contain information which enables appropriate
careto be given.
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Standard 10- Spedal neds (including spedal educational needs and disabili ties)

The registered person is aware that some children may have spedal needs and is proactive in
ensuring that appropriate action can be taken when such a child isidentified or admitted to the
provision. Steps are taken to promote the welfare and development of the dild within the
setting in partnership with the parents and other relevant parties. We have a named Spedal
Neals Representative (Sam Capes).

Children with spedal neeads are most likely to have their neads met where the registered person and
staff have a seaure knowledge and understanding o the individual neals of every child in their care.
Staff work together with parents and other relevant parties to organise the environment and plan
activitiesto ensure all children take part at a level appropriateto their nedls.

We have regard to the Code of Pradice (19949 for the identification and Assesanent of Speda Educational
Nedls.

All children are different andsome find pre-schod easier than dhers. If we are concerned abou a paticular
child, we will make mntact at an early stage to discussthe situation.

Staffing arrangements are designed to med the needs of individual children who attend and who have speaal
needs.

The physicd environment is, as far as is reasonable, suitable for children with disabiliti es. Children with
speda neeals have accss alongside their peeas, to the fadliti es, adivities and day oppatunities provided
whenever reasonable, in order to promote their welfare and devel opment.

Staff consult with parents about the need for any spedal services and equipment for the dildren in their care.
We ensure the privagy of children with spedal needs when intimate cae is being provided.
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Standard 11 - Behaviour

Adults caring for children in the provison are able to manage a wide range of children’s
behaviour in away which promotestheir welfare and development.

Children benefit most where adults adopt a consistent and positive approach to the management of their
behaviour. By establishing clear boundaries according to the dild’s level of understanding, children
become aware of the setting’s routines and procedures and know what is expeded of them.

A summary statement on behaviour management is included within the Pre-Schod/Playgroup bodklet which is
given to parents when their children join. A fuller versionis avail able onrequest. Thisisfully understoodand
followed by all staff and dscussed with parents. We have anamed Behaviour Management Representative
(Zoe Norman).

Our aim is to encourage good lehaviour. Children are praised for good lehaviour. On occasions when a
child's behaviour is not acceptable, an addt will explain why the behaviouwr is unacceptable. Parents will be
informed when they olled the diild. Please fed freeto dscussthis with the dild's keyworker or anaher
member of staff.

We dam to crede an environment that encourages good tehaviour. Adult handing of behaviour is consistent
and developmentally appropriate, respeding individual children’s level of understanding and maturity.
Physicd punishments, or the threa of them, are not used. Adultsdo nd use any form of physicd intervention,
e.g. hdding, unessit is necessry to prevent personal injury to the dild, aher children, an adult or serious
damage to property. Any incident is recorded and the parent informed of the incident on the day.
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Standard 12 - Working in partnership with parentsand carers

The registered person and staff work in partnership with parents to med the neels of the
children, both individually and asa group. Information is shared.

The relationship between the dild’'s parents and the registered person is crucial to the cild’s well-
being, development and progress Children benefit most where there is a trusting and mutually
supportive partnership. The registered person and staff welcome parentsinto the setting and thereisa
two-way flow of information, knowledge and expertise.

Informationis given to parents which includes:

* basic written information abou the setting, e.g. the admisgons pdlicy, hous, contad information, staffing,
routines etc.;

* therole of parents, including any expedations that parents participate on the management committeeor as
volunteas;

* detailsof pdiciesand procedures which are avail able to parents,

* awritten complaints procedure which includes the addressand telephore number of the regulator;

* information abou adivities provided for children.

This information is included in the Pre-Schod/Playgroup bodklet which is given to paents when their
children join.

Voluntee's or committeemembers are given full i nfformation and guidance on their roles and resporsihiliti es.
There is a system in place for the regular exchange of information between parent and staff member.
Appropriate and prompt adion is taken onany concerns raised and a record o al complaints is maintained.
Staff are avare of the need to maintain privacy and confidentiality. Parents have accssto all written records
abou their children.

Whenever passble, information is provided for parents abou adiviti es provided for the cil dren through wall
displays, phaographs and examples of chil dren’s work.

Children are only released from the cae of the Pre-Schod/Playgroupto individuals named by the parent.

We ask that parents inform a group leader at the start of the sesgon if someone other than a wsual carer is
coming to colled their child fromthat sesson.

If a dhild isidentified as a child in need (sedion 17 d the Children Act 1989 the registered person, wsualy
with parents permisgon, gives appropriate information to referring agencies.

14



Standard 13- Child protedion

The registered person complies with local child protedion procedures approved by the Area
Child Protedion Committeeand ensures that all adults working and looking after children in
the provision are able to put the procedures into practice We have a named Child Protedion
Representative (L udmila Stanleyova)

The welfare, safety and protedion of children are paramount. Where the registered person and staff
recognise their responsibilities towards those in their care, they will be aware of their individual roles
and understand the proceduresthey must follow if they susped abuse or negled.

The protedion d the dnild isour first priority.

We have awritten statement, based onthe AreaChild Protedion Committee (ACPC) procedures, stating staff
resporsibiliti es with regard to the reporting of suspeded child abuse or negled and including contad names
and telephore numbers. It includes procedures to be foll owed in the event of an all egation being made against
amember of staff or voluntee. These procedures are shared with parents before admisgon to the Pre-Schod.

It may be helpful for parents to know that the law (Children Act 1989 requires all staff to passon information
which raises concerns that a child may be at risk from non-acddental injury, negled, emotiond or sexual
abuse. This procedure is intended to proted children. Parents will normally be informed before any
confidential informationis passed on.The dild's interest comesfirst in such situations.

All staff are avare of posgble symptoms of children at risk and are avare of their resporsibility to:

* report concerns acording to ACPC procedures without delay; and
* kee concerns confidential to asfew people & need to know.
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Standard 14 - Documentation

Reaords, policies and procedures which are required for ht efficient and safe management of the
provision, and to promote the welfare, care and learning of children are maintained. Rerds
about individual children are shared with the dhildren’s parent.

The registered person and staff maintain useful records that underpin the succes§ul management of the
setting. Staff observe dhildren’s development and keep records that help them mee each child’s needs.
Children’srecords are openly shared with parents and their contributions are valued.

Reaords relating to individual children are retained for a reasonable period d time dter the dnildren have left
the provision. The records are dways avail able for inspedion by the ealy yeas child care inspedor.

The ealy yeas child careinspedor isinformed of the following at the ealiest oppatunity:

* any changesto the registered person, for example anew committee member

a dhange of the personin charge of the children (manager or groupleader)

any significant changes to the premises;

any significant changes to the operational plan;

alegations of abuse by a member of staff or voluntea, or any abuse which is alleged to have taken pace
on the premises,

* any other significant events.
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