
 

¬
¬
¬
WKaW   aUH   WKH   cRQWHQWV   RI   WKLV   PROLc\? ¬
¬
SecWion   1 ¬ WhaW   is   Whe   general   informaWion   aboXW   Whis   Polic\? ¬

¬
SecWion   2 ¬ HoZ   does   Whe   OrganisaWion   Polic\   Zork? ¬

SecWion   3 ¬ WhaW   are   Whe   aims,   responsibiliWies   and   remiW   of   Whis   Polic\   and   Whe ¬
operaWional   plan? ¬

SecWion   4 ¬ HoZ   do   Ze   manage   Whe   end   of   \ear   closXre   in   December? ¬

SecWion   5 ¬ HoZ   do   Ze   manage   Whe   end   of   financial   \ear   on   31 sW    Ma\   or   Whe   lasW ¬
Zorking   da\   in   Ma\? ¬

¬
WKaW   RWKHU   PROLcLHV   aUH   UHOHYaQW? ¬
All   oWher   policies   are   releYanW   bXW   in   parWicXlar: ¬

● SWaff   Polic\   ²   Polic\   1 ¬
● ParenW   and   Carer   ParWnership   ²   Polic\   12 ¬
● DaWa   ProWecWion   Polic\   ²   Polic\   14 ¬

¬
WKaW   LV   WKH   aLP   RI   WKH   SROLc\? ¬
This  polic\  ensXres  Whe  nXrser\  Xpholds  Whis  sWaWemenW  from  Whe  Earl\  Years  FoXndaWion  SWage  (EYFS):´ProYiders ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
mXsW  Wake  all  necessar\  sWeps  Wo  keep  children  safe  and  Zellµ.  The  pXrpose  of  Whis  polic\  is  Wo  ensXre  WhaW  all ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬  ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
organisaWional  Wasks  are  docXmenWed,  planned  for,  and  implemenWed  as  smooWhl\  and  efficienWl\  as ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
possible.  This  polic\  also  deWails  hoZ  each  nXrser\  mXsW  organise  Wheir  care  Wo  meeW  ALL  legislaWion  and ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
recommendaWions   seW   b\   Whe   goYernmenW. ¬¬
¬
WKaW   dRHV   WKH   PROLc\   VWaWHPHQW   WHOO   XV? ¬
We  endorse  Whis  sWaWemenW  from  Whe  EYFS:  µ Children  learn  besW  Zhen  Whe\  are  healWh\,  safe  and  secXre, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zhen  Wheir  indiYidXal  needs  are  meW,  and When  Whe\  haYe  posiWiYe  relaWionships  ZiWh  Whe  adXlWs  caring  for ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Whemµ.  ¬¬
¬
WKaW   LV   WKH   VWaII   UHVSRQVLbLOLW\   IRU   WKLV   SROLc\? ¬
The  NXrser\  Managers  haYe  responsibiliW\  for  implemenWing  Whis  polic\.  OXr  NXrser\  CoordinaWor  or  NXrser\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
DirecWor   oYersee   an\   issXes. ¬
¬
WKR   dRHV   WKLV   PROLc\   aSSO\   WR? ¬
This  Polic\  applies  Wo  all  members  of  Whe  nXrser\  commXniW\.  This  inclXdes  sWaff,  sWXdenWs,  parenWs  or  carers, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
specialisW   Weachers,   earl\   \ears   professionals,   and   an\   oWher   YisiWors. ¬¬
¬
WKR   LV   UHVSRQVLbOH   IRU   PRQLWRULQJ   WKLV   SROLc\? ¬
The  NXrser\  Managers  are  responsible  for  moniWoring  Whis  polic\.  The  mosW  senior  member  of  sWaff  on  dXW\  is ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
responsible   for   Whe   polic\   implemenWaWion.   The   Compan\   DirecWor   oYersees   moniWoring   of   Whis   polic\. ¬
¬
WKaW   LV   WKH   SURcHdXUH   IRU   SROLc\   UHYLHZ? ¬
This  polic\  Zill  be  reYieZed  periodicall\.  ReYieZs  ma\  be  reqXired  as  a  resXlW  of  research,  Wraining,  sWaWXWor\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
changes  in  child  care,  Whe  children·s  needs,  parenWal  consXlWaWion,  police  adYice  or  sXggesWions  from ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
coXrses   aWWended   b\   sWaff.   The   Compan\   DirecWor   is   responsible   for   polic\   reYieZ. ¬
¬
WKaW   dR   ZH   dR   LI   WKH   OaZ   cKaQJHV   LQ   aQ\   aUHa   RU   OHJaO   adYLcH   LV   UHTXLUHd? ¬
The  NXrser\  DirecWor  regXlarl\  XpdaWes  polices  Zhen  Whe  laZ  changes.  Senior  Weam  members  refer  Wo  oXr ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
SoliciWors  on  all  cases  relaWing  Wo  sWaff  condXcW,  emplo\menW  laZ  or  righWs,  sWaff  e[pecWaWions,  and  oWher ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
qXeries.  The  NXrser\  Zill  folloZ  all  legal  reqXiremenWs  aW  all  Wimes.  IW  is  Whe  NXrser\  Manager·s  responsibiliW\  Wo ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ensXre   Whe   correcW   acWion   is   discXssed   ZiWh   Whe   Compan\   DirecWor   and   When   implemenWed   accordingl\. ¬
¬
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SHcWLRQ   2: ¬
HRZ   dRHV   WKLV   OUJaQLVaWLRQ   PROLc\   ZRUN? ¬
WKR   LV   UHVSRQVLbOH   IRU   RUJaQLVaWLRQ   LQ   WKH   NXUVHU\? ¬
The  NXrser\  Manager,  Zho  ZoXld  XsXall\  be  sXpernXmerar\,  is  responsible.  In  Whe  absence  of  Whe  NXrser\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Manager,  Whe  DepXW\  Manager  or  Third-in-charge  is  responsible.  As  deWailed  in  Whe  sWaffing  polic\,  an ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
assessed  and  aXWhorised  Children-FirsW  SXiWable  Person  mXsW  be  on  siWe  aW  all  Wimes.  If,  in  an  absolXWe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
emergenc\,  Whe  SXiWable  Person  needs  Wo  leaYe  Whe  nXrser\  siWe,  a  Children-FirsW  SXiWable  Person  mXsW  WraYel ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Wo  Whe  nXrser\  Wo  coYer  as  a  maWWer  of  e[Wreme  Xrgenc\.  DXring  Whis  shorW  period  Whe  NXrser\  mXsW  ensXre  WhaW ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
SXiWable  Persons  are  conWacWable  eiWher  aW  anoWher  nXrser\  or  WhroXgh  oWher  means,  and  leaYe  Whese ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
conWacW  deWails  ZiWh  Whe  senior  on  dXW\  aW  Whe  original  nXrser\.  All  oWher  managemenW  sWaff  in  Whe  compan\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
mXsW  be  informed  of  Whis  aW  Whe  Wime.  The  Compan\  DirecWor  and  NXrser\  Co-ordinaWor  mXsW  be  informed  of ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Whis   conWingenc\   aW   all   poinWs   dXring   Whe   dela\   or   a   Children-FirsW   SXiWable   Person   arriYing. ¬
¬
WKaW   aUH   RXU   cRQWLQJHQc\   aUUaQJHPHQWV   IRU   VWaIILQJ? ¬
IW  is  preferable  Wo  increase  parW  Wime  sWaff  hoXrs  or  Xse  oXr  regXlar  sXppl\  sWaff  Wo  coYer  absence.  The  NXrser\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Manager  is  responsible  for  mainWaining  a  pool  of  sXiWable  coYer  sWaff  Zho  haYe  fle[ibiliW\  Wo  Zork  addiWional ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
hoXrs  Zhere  possible.  Agenc\  sWaff  mXsW  onl\  be  Xsed  if  Where  is  no  alWernaWiYe  and  Whe  Compan\  DirecWor ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
has  giYen  agreemenW.  The  compan\  has  an  agreed  agenc\  Wo  Xse  in  sXch  a  siWXaWion.  No  oWher  agencies ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ma\  be  Xsed  ZiWhoXW  prior  aXWhorisaWion.  If  Whe  Compan\  DirecWor  is  noW  aYailable  When  Whe  NXrser\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Co-ordinaWor   mXsW   be   conWacWed   before   booking   agenc\   sWaff. ¬
¬
WKaW   abRXW   VWaII   bUHaNV? ¬
SWaff  are  enWiWled  Wo  breaks  as  agreed.  NXrser\  Managers  are  responsible  for  redeplo\ing  sWaff,  emplo\ing ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
parW  Wime  sWaff  and  proYiding  coYer.  If  coYer  is  noW  aYailable,  sWaff  breaks  Zill  be  reassessed  and  adapWed  if ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
needed  Wo  ensXre  Whe  safeW\  of  Whe  children  aW  all  Wimes.  SWaff  breaks  are  Xnpaid.  The  minimXm  break ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
alloZance   is   beloZ,   alWhoXgh   iW   is   aW   Whe   NXrser\   Manager   discreWion   Wo   giYe   more   if   an   emplo\ee   needs   Whis: ¬

● 6   hoXr   shifW   ²   30   minXWes   (Xnpaid) ¬
● 8   hoXr   shifW   ²   60   minXWes   (Xnpaid) ¬

¬
HRZ   aUH   WKH   cKLOdUHQ   JURXSHd? ¬
Each  nXrser\  has  deYelopmenWall\  appropriaWe  rooms  for  Whe  children  Wo  be  based  in.  The  age-groXps  of ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Whese  rooms  ma\  Yar\  as  Whe  EYFS  and  children·s  deYelopmenW  reqXires  Whem  Wo  do  so.  Regardless  of  an\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
adapWions,  legal  raWios  Zill  alZa\s  be  mainWained  aW  all  Wimes  based  on  Whe  children  in  aWWendance  on  each ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
da\. ¬¬
¬
WKaW   aUH   WKH   QXUVHU\   UHTXLUHPHQWV   IRU   VWaIILQJ   UaWLRV   aQd   TXaOLILcaWLRQV? ¬
We  reqXire  WhaW  Zhen  Whe  nXrser\  is  in  operaWion  Where  mXsW  be  a  LeYel  3  qXalified  sWaff  member  in  each ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
room.  50%  of  Whe  remaining  sWaff  on  dXW\  mXsW  be  qXalified  Wo  a  minimXm  of  leYel  2  (as  defined  b\  Whe  EYFS). ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
There   mXsW   alZa\s   be   aW   leasW   one   Children-FirsW   SXiWable   Person   on   dXW\   aW   all   Wimes. ¬¬
SWaff   are   reqXired   Wo   haYe   Whe   folloZing   minimXm   qXalificaWions   before   being   placed   in   a   job   role: ¬

● Trainee  and  XnqXalified  sWaff  ²  no  qXalificaWion  reqXired.  SWaff  member  mXsW  be  encoXraged  Wo ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
compleWe  professional  Wraining.  Some  sWaff,  sXch  as  apprenWices  are  conWracWXall\  obliged  Wo ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
compleWe   Wraining   coXrses   in   order   Wo   conWinXe   emplo\menW   ZiWh   Whe   compan\. ¬¬

● NXrser\   NXrse   ²   A   fXll   and   Yalid   Earl\   Years   qXalificaWion   LeYel   2   or   aboYe. ¬
● Room   leaders   ²   A   fXll   and   Yalid   Earl\   Years   qXalificaWion   LeYel   3   or   aboYe. ¬
● DepXW\   NXrser\   Manager   ²   A   fXll   and   Yalid   Earl\   Years   qXalificaWion   LeYel   3   or   aboYe. ¬
● NXrser\  Managers  ²  A  fXll  and  Yalid  Earl\  Years  qXalificaWion  LeYel  3  or  aboYe,  preferabl\  an  Earl\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

Years  degree  or  LeYel  5  and  aboYe  qXalificaWion.  NXrser\  Managers  are  encoXraged  Wo  compleWe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
addiWional   Leadership   &   ManagemenW   Wraining. ¬¬

● All  sWaff  Wo  be  aW  leasW  LeYel  2  qXalified  in  safegXarding  children.  The  compan\  is  commiWWed  Wo  haYe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
all  sWaff  holding  fXll  and  Yalid  paediaWric  firsW  aid  cerWificaWes,  and  has  a  Wraining  programme  Zhich ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
enables  refresher  Wraining  Wo  be  held  WhroXgh  Whe  \ear.  The  Compan\  has  Whe  Millie·s  Mark  aZard ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zhich   means   WhaW   all   sWaff   are   Wrained   in   firsW   aid. ¬

● The  folloZing  sWaffing  raWio  is  mandaWor\  minimXm  safeW\  sWandard,  as  defined  b\  Whe  EYFS:  Under  2 ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
\ears  -  1  adXlW  Wo  3  children  beWZeen  2  and  3  \ears  -  1  adXlW  Wo  4  children  OYer  3  \ears  -  1  adXlW  Wo  8 ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
children ¬

¬
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E[cepWions  Wo  raWio  reqXiremenWs  mXsW  onl\  be  made  in  limiWed  circXmsWances  sXch  as ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zhen  children  are  sleeping  and  sWaff  are  in  Whe  bXilding  Zorking  on  oWher  Wasks.  Breaks  mXsW  be  sWaggered ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Wo  ensXre  sXiWable  sWaffing  is  aYailable  shoXld  children  Zake  Xp.  The  EYFS  sWaWes  ́ E[cepWionall\,  and  Zhere ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Whe  qXaliW\  of  care  and  safeW\  and  secXriW\  of  children  is  mainWained,  changes  Wo  Whe  raWios  ma\  be  madeµ. ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Children-FirsW   emplo\   morning,   lXnch   and   eYening   coYer   sWaff. ¬
¬
WKaW   LV   WKH   UROH   RI   WKH   KH\   PHUVRQ   RU   KH\   WRUNHU? ¬ ¬
The  ke\  person  is  responsible  for  coordinaWing  informaWion  aboXW  Whe  child·s  indiYidXal  deYelopmenW, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
preferences  and  needs  and  mainWaining  dail\  and  long  Werm  records.  The\  mXsW  share  Whis  ZiWh  oWher ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zorkers  and  parenWs  Wo  ensXre  conWinXiW\  of  care.  Ke\  persons  mXsW  be  inYolYed  in  Whe  room  planning.  The ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ke\  person·s  roles  are  described  in  Wheir  job  descripWions  Zhich  form  parW  of  sWaff  conWracWs.  The  ke\  person ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
mXsW  ensXre  WhaW,  for  each  child,  Where  is  a  balance  of  free  pla\  and  adXlW  led  acWiYiWies  deliYered  boWh  in ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
indoor  and  oXWdoor.  Ke\  persons  mXsW  plan  fXWXre  acWiYiWies  from  sensiWiYe  obserYaWions  of  indiYidXal  children ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Wo  ensXre  WhaW  each  child·s  needs  are  meW.  The  person  is  responsible  for  ensXring  smooWh  seWWling  of  children ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
boWh  in  Whe  nXrser\  and  Zhen  Whe  child  progresses  Wo  a  neZ  room  or  groXp.  Ke\  persons  mXsW  ensXre  Whe\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
deYelop  a  sWrong  bond  ZiWh  Whe  child  and  parenW  and  offer  a  genXine  close  and  seWWled  relaWionship.  The  ke\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
person  shoXld  meeW  Whe  needs  of  each  child  in  Wheir  care  and  respond  appropriaWel\  Wo  Whe  child·s  needs, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
feelings,  ideas  and  behaYioXr.  The  children·s  groXps  and  ke\  persons  groXps  mXsW  be  clearl\  displa\ed  in  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
NXrser\.  The  NXrser\  Manager  is  responsible  for  organising  Whese  groXps  according  Wo  Whe  children·s  needs, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
parenWal  Zishes  and  Whe  ph\sical  sWrXcWXre  of  Whe  NXrser\.  A  consWanW  dialogXe  ZiWh  parenWs  is  essenWial  Wo ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ensXre  adherence  Wo  ParenW  ParWnership  Polic\  and  proYiding  consWanW  XpdaWes  Wo  parenWs  on  all  maWWers ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
relaWing   Wo   Wheir   child. ¬
¬
WKaW   LV   WKH   VWaII   UHVSRQVLbLOLW\? ¬
All  sWaff  haYe  job  descripWions  Zhich  giYe  a  deWailed  picWXre  of  Wheir  roles  ZiWhin  Whe  nXrser\.  SWaff  Wraining  is ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
offered  WhroXgh  indXcWion,  sWaff  meeWings,  in-hoXse  Wraining  sessions,  online  coXrses,  and  oXWside  proYiders. ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
SWaff  haYe  a  responsibiliW\  Wo  Wake  fXll  adYanWage  of  Whese  opporWXniWies.  There  is  an  appraisal  s\sWem  in  place ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zhich   offers   fXrWher   scope   for   personal   deYelopmenW. ¬¬
¬
WKaW   abRXW   VWaII   UHcRUdV? ¬
SWaff  records  are  confidenWial  and  aYailable  onl\  Wo  Whe  named  member  of  sWaff,  Whe  NXrser\  Manager,  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
NXrser\  Compan\  DirecWor  and  InspecWors.  Records  are  sXbjecW  Wo  DaWa  ProWecWion  laZs,  Whe  compan\  DaWa ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ProWecWion  polic\,  and  are  kepW  in  locked  filing  cabineWs.  An\  sWaff  accessing  ANY  daWa  ZiWhoXW  prior ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
aXWhorisaWion  is  considered  Wo  be  in  breach  of  compan\  polic\  and  is  liable  for  disciplinar\  procedXre.  This ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ma\  resXlW  in  sXspension  and  dismissal  from  emplo\menW.  SWaff  personal  daWa  ma\  noW  be  shared  ZiWh  oWher ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
sWaff  or  parenWs  ZiWhoXW  Wheir  prior  ZriWWen  permission.  This  inclXdes,  bXW  is  noW  limiWed  Wo,  phone  nXmbers, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
email   addresses,   pa\slips,   emplo\menW   hisWor\   and   sWaff   records. ¬
¬
WKaW   KaSSHQV   WR   VWaII   UHcRUdV   ZKHQ   WKH\   OHaYH? ¬
The   NXrser\   Manager   is   responsible   for   all   daWa   handling   on   a   da\   Wo   da\   basis. ¬¬
¬
WKaW   abRXW   cKLOdUHQ·V   daLO\   UHJLVWUaWLRQ   UHcRUdV? ¬
Dail\  regisWers  are  prodXced  b\  Whe  nXrser\  managemenW  programme.  The  Wime  of  arriYal  and  deparWXre  is ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
recorded  on  Whese.  These  are  archiYed  and  kepW  for  Whree  \ears  afWer  a  child  has  lefW.  Senior  sWaff  parWicipaWe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
in  regisWraWion.  NXrser\  Managers  are  responsible  for  placing  regisWers  in  accessible  places  for  sWaff  and ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
sWoring  compleWed  regisWers.  The  NXrser\  Manager  is  responsible  for  designaWing  sWaff  WhaW  collecW  Whe  regisWers ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
in   an   emergenc\. ¬
¬
WKRVH   UHVSRQVLbLOLW\   LV   LW   WR   cRPSOHWH   dRPHVWLc   acWLYLWLHV? ¬
Each  NXrser\  emplo\s  a  Chef  Zho  is  responsible  for  all  aspecWs  of  Whe  ordering  and  preparaWion  of  food, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
cooking  and  clearing  Xp.  The  NXrser\  emplo\s  oXW  of  hoXrs  conWracW  cleaners  Wo  ensXre  conWinXiW\.  The\  are ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
responsible  for  cleaning  and  deep  cleaning  Whe  premises.  The  nXrser\  sWaff  also  clean  Wo\s  and  bo[es  on  a ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
dail\  basis  for  babies  Xnder  one,  and  a  Zeekl\  basis  for  oYer  ones.  To\s  and  bo[es  are  cleaned  dail\  if  Where ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
is  a  commXnicable  disease  or  illness  and  on  an  ́ as  neededµ  basis  ²  e.g.  accidenWs  /  spillages  of  bodil\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
flXids,   eWc. ¬
¬
SHcWLRQ   3: ¬
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WKaW   aUH   WKH   aLPV,   UHVSRQVLbLOLWLHV   aQd   UHPLW   RI   WKLV   PROLc\   aQd   WKH   RSHUaWLRQaO   SOaQ? ¬
This  plan  coYers  Whe  Whree  nXrseries  WhaW  are  oZned  and  operaWed  b\  Children-FirsW.info.  The  Compan\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
DirecWor  has  oYer  30  \ears·  e[perience  of  Zorking  ZiWh  \oXng  children  in  edXcaWion  and  childcare.  She  is  a ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zorking  parenW  of  Whree  children,  qXalified  Weacher,  and  an  e[-head  Weacher  Zho  Zas  a  regisWered  OfsWed ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
InspecWor. IndependenW  Place  NXrser\  Zas  foXnded  in  1991,  QXeens  Pre-School  Zas  foXnded  in  1994,  and  in ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
response  Wo  parenW  demand  for  places  for  \oXnger  children  QXeens  Bab\  NXrser\  Zas  foXnded  in  1999.  The ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
bXildings  are  archiWecW  design  refXrbishmenWs  of  appropriaWe  bXildings.  SafeW\  and  secXriW\  haYe  been ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
XppermosW  in  Whe  planning  of  Whe  premises  Zhich  are  refXrbished  Wo  Whe  highesW  sWandards  Wo  meeW  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
healWh,  safeW\,  social  and  learning  needs  of  Yer\  \oXng  children.  The  nXrseries  all  benefiW  from  a  specialisW ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
garden  pla\  sXrface  Zhich  cXshions  \oXng  children  as  Whe\  pla\.  EqXipmenW,  resoXrces,  fXrniWXre,  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
bXildings  and  garden  pla\  areas  are  XpdaWed  regXlarl\  Wo  ensXre  Whe  highesW  sWandards  are  meW.  The ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
NXrseries  haYe  been  regisWered  ZiWh  local  Fire  officers,  enYironmenWal  healWh  officers,  Food  h\giene,  pesW ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
conWrol,   OfsWed   and   haYe   fXll   planning   consenW   and   pXblic   liabiliW\   insXrance. ¬¬
¬
The  nXrseries  are  ideall\  siWXaWed  for  parenWs  Zorking  aW  home,  fXrWher  afield  or  Zho  need  Wime  Wo  pXrsXe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
inWeresWs.  For  Whese  reasons  Ze  offer  hXge  fle[ibiliW\  of  care  and  sessions,  Whe  NXrseries  proYide  fXll  da\  care ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
for   Whe   folloZing   hoXrs: ¬
8.00   a.m.   -   6.00   p.m.   aW   IndependenW   Place   NXrser\ ¬
7:30   a.m.   ²   6:30   p.m.   aW   boWh   of   Whe   QXeens   NXrseries ¬¬
¬
All  nXrseries  are  open  WhroXghoXW  Whe  \ear  e[clXding  Whe  annXal  fesWiYe  closXre  in  December  and  JanXar\. ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
E[acW   daWes   of   closXre   Yaries   from   \ear   Wo   \ear.   All   nXrseries   are   also   closed   on   Bank   Holida\s. ¬
¬
The  NXrseries  haYe  a  creaWiYe,  happ\,  homel\  enYironmenW  Zhere  children  floXrish.  AcWiYiWies  aW  Whe  nXrseries ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
are  carefXll\  planned  and  sWrXcWXred  Wo  be  appropriaWe  Wo  Whe  differenW  age  groXps.  OXr  on  line  joXrnal  keep ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
parenWs  and  carers  e[Wremel\  Zell  informed  of  Wheir  children  dail\  acWiYiWies.  FXll  da\  care  is  regXlaWed  and ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
inspecWed  b\  OfsWed  Xnder  Whe  Earl\  Years  FoXndaWion  SWage  SWaWXWor\  FrameZork.  We  haYe  sXpernXmerar\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
sWaff   and   more   qXalified   sWaff   When   legall\   reqXired. ¬¬
¬
There  is  boWh  ongoing  oXWsoXrced  and  in-hoXse  Wraining  for  all  sWaff.  JXnior  sWaff  are  sXpporWed  in  Wheir ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
deYelopmenW  Wo  gain  qXalificaWions.  There  is  a  professional  appraisal  s\sWem.  Senior  sWaff  XnderWake ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
self-deYelopmenW  and  areas  of  fXrWher  ManagemenW  Wraining.  All  sWaff  haYe  an  EYFS  /  OfsWed  reqXired ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
enhanced  DBS  check.  References  are  alZa\s  doXble  checked.  There  are  a  package  of  ongoing ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
deYelopmenW   and   reZards   Wo   moWiYaWe   and   encoXrage   long   serYice. ¬¬
¬
OXr  ¶ParenW  ParWnership·  polic\  inclXdes  open  eYenings,  a  keepsake  phoWo  board,  parenW  informaWion ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
boards,  child  profiles,  dail\  handoYers,  feedback,  monWhl\  neZsleWWers,  open  appoinWmenWs,  indiYidXalised ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
seWWling  programmes  for  neZ  children  and  a  deWailed  prospecWXs.  We  haYe  comprehensiYe  policies  for  all ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ke\  areas  concerning  Whe  children  WhaW  are  closel\  allied  Wo  Whe  EYFS  reqXiremenWs.  All  Policies  are  on  oXr ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ZebsiWe ZZZ.children-firsW.info  We  displa\  copies  of  policies  in  Whe  NXrser\.  We  inYiWe  parenWs  Wo  haYe  copies ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
of  policies.  Policies  and  procedXres  are  regXlarl\  deYeloped  and  reYieZed  in  Whe  lighW  of  sWaWXWe,  research ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
and   Wraining. ¬
¬
SHcWLRQ   4: ¬
HRZ   dR   ZH   PaQaJH   WKH   HQd   RI   \HaU   cORVXUH   LQ   DHcHPbHU? ¬
DXring  Whe  monWh  of  December  iW  is  Whe  NXrser\  Manager·s  responsibiliW\  Wo  ensXre  WhaW  Whe  sXbseqXenW  lisW  is ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
folloZed  and  implemenWed.  IW  is  essenWial  WhaW  all  Wasks  are  compleWed  before  Whe  lasW  da\  of  opening:  WhaW  is ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
before  Whe  fesWiYe  closXre.  Opening  and  closing  Wimes  ma\  Yar\  from  \ear  Wo  \ear;  sWaff  and  parenWs  Zill  be ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
giYen   noWice   of   an\   changes   Whe   annXal   closXre   deWails.   AcWions   are   Whe   Manager·s   responsibiliW\. ¬
¬
ImporWanW   acWions    in   relaWion   Wo   daWa   inclXde. ¬

● Bo[   Xp   paperZork   Wo   be   shredded   in   Whe   releYanW   Wimescale   sWaWed   in   Whe   DaWa   ProWecWion   Polic\. ¬
● ArchiYe  files  for  an\  children,  sWaff,  sWXdenWs,  or  specialisW  Weachers  Zho  haYe  lefW  Whe  nXrser\  in  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

lasW  \ear. SWaII  ILOHV  PXVW  bH  NHSW  IRU  6  \HaUV  aIWHU  OHaYLQJ  aQd  VWRUHd  VaIHO\  LQ  WKH  NXUVHU\.  CKLOdUHQ·V ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
ILOHV   PXVW   bH   NHSW   IRU   25   \HaUV. ¬¬

● Prepare  Whe  shredding  docXmenWs  for  Whe  Compan\  DirecWor  Zhich  haYe  reached  Wheir  e[pir\  Wime ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
according  Wo  Whe  DaWa  ProWecWion  Polic\.  PaperZork  for  shredding  mXsW  be  remoYed  from  ring ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
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binders  and  all  plasWic  and  plasWic  ZalleWs  mXsW  be  remoYed.  In  Whe  inWeresWs  of  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
enYironmenW   Whis   shoXld   be   reXsed. ¬¬

● ReXse   old   bo[es   from   deliYeries   for   paper   Zork   for   shredding. ¬
● Bo[es   mXsW   be   marked   shredding. ¬¬
● Shred   paperZork   sXch   as   napp\   charWs   dXring   December   for   pla\. ¬¬

¬
OWher   essenWial   Wasks   inclXde: ¬

● For   lasW   Zeek   and   parW   Zeek   of   opening   redXce   food   orders   Wo   ensXre   YirWXall\   all   food   is   Xsed. ¬
● EnsXre  Whe  fridge  and  free]er  are  WXrned  off  and  lefW  empW\  and  cleaned  oXW/defrosWed.  Their  doors ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

mXsW   be   lefW   open   for   reasons   of   h\giene. ¬
● UnplXg  all  elecWrical  eqXipmenW  Zhere  possible,  or  sZiWch  off  bXilW  in  or  oWher  elecWrical  appliances  aW ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

Wheir   fXsed   sZiWch   spXr. ¬
● EnsXre  WhaW  breakfasW  cereals,  pasWa  meal  for  lXnch  and  an  eas\  Wea  is  lefW  in  cans,  boWWles,  bags  and ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

bo[es   Wo   make   fresh   on   firsW   da\   of   opening   in   case   inWerneW   shopping   does   noW   arriYe. ¬¬
● Book  and  order  shopping  for  firsW  da\  of  opening  earl\  in  Whe  da\  so  WhaW  children  Zill  haYe  fresh  food ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

from   reopening ¬¬
● If  closing  aW  4:30pm  on  Whe  final  da\,  all  sWaff  mXsW  be  on  Whe  same  shifW  7:45am  ²  4:30pm.  Times  Yar\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

from   \ear   Wo   \ear,   adYance   noWice   Zill   be   giYen. ¬
● All   fesWiYe   decoraWions   mXsW   be   Waken   doZn,   and   neZ   JanXar\   displa\s   pXW   Xp   before   Whe   close. ¬
● LiYe   fesWiYe   Wrees   mXsW   be   disposed   of   and   noW   lefW   in   Whe   car   park   or   aroXnd   Whe   nXrser\. ¬
● All  Wo\s  and  resoXrces  mXsW  be  cleaned  and  Zashed  WhoroXghl\.  Whis  shoXld  be  sWarWed  on  Whe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

Monda\   of   Whe   lasW   Zeek ¬¬
● Tea   for   all   children   mXsW   be   giYen   and   mince   pies   for   parenWs   mXsW   read\   for   Whe   earl\   close. ¬¬
● Times   Yar\   from   \ear   Wo   \ear,   adYance   noWice   Zill   be   giYen ¬
● NXrser\  mXsW  be  lefW  absolXWel\  prisWine  and  read\  for  children  in  Whe  NeZ  Year  ZiWh  fresh  displa\s  of ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

children·s   Zork. ¬
● All   fXrniWXre   Wo   be   pXlled   oXW   for   deep   conWracW   cleaning ¬¬
● NeZ  children  in  JanXar\  Wo  haYe  pegs  and  Wra\s  read\,  send  Zelcome  pack  oXW  before,  so  Whe\  can ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

geW   Whe   inYoices   seWWled   and   ensXre   sWanding   orders   are   seW   Xp. ¬
● Check   all   plXg   sockeWs,   ensXre   eYer\Whing   is   sZiWched   off   properl\   and   noW   on   sWandb\. ¬¬
● Check   all   ZindoZs   are   secXrel\   locked   and   noWhing   Zill   fall   and   seW   off   alarm. ¬¬
● All   small   appliances   mXsW   be   XnplXgged. ¬
● All   doors   mXsW   be   locked   properl\   eYen   if   Whe   cleaner   is   alread\   presenW   inclXding   Whe   fronW   door. ¬
● The   cenWral   heaWing   mXsW   be   sZiWched   on   a   loZ   seWWing,   noW   off. ¬
● DXring  Whe  lasW  Zeek  haYe  a  clear  oXW  of  coaWs  and  shoes  from  Whe  sWaff  room;  inform  sWaff  an\Whing ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

lefW   oYer   ChrisWmas   Zill   be   cleared   oXW. ¬¬
● EnsXre   all   parenWs   Wake   eYer\Whing   home   from   pegs. ¬¬
● EnsXre   all   nXrser\   Zashing   is   fXll\   compleWed.    Washing   mXsW   noW   be   lefW   in   driers   or   hXng   oXW   Wo   dr\. ¬
● Inform   all   refXse   collecWions   of   nXrser\   closXre   daWes. ¬
● EnsXre  cleaning  compan\  are  aZare  of  deep  clean  dXWies  Wo  Wake  place  ZhilsW  nXrser\  is  closed  ZiWh ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

a   clear   lisW   b\   email. ¬
● JanXar\  neZsleWWer  mXsW  be  compleWed  and  emailed  Wo  Compan\  DirecWor  aW  leasW  WZo  da\s  before ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

closXre. ¬
● Blinds   and   or   cXrWains   mXsW   be   closed.  
● CenWral   heaWing    PXVW    be   WXrned   doZn   Wo   minimXm. ¬¬

¬
SHcWLRQ   4: ¬
HRZ   dR   ZH   PaQaJH   WKH   HQd   RI   ILQaQcLaO   \HaU   RQ   31 VW    Ma\   RU   WKH   OaVW   ZRUNLQJ   da\   LQ   Ma\? ¬
The  NXrser\  financial  \ear  rXns  from  1 sW  JXne  Wo  Whe  31 sW  Ma\.  If  Whe  31 sW  Ma\  falls  aW  Whe  Zeekend,  Whe  lasW ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Zorking  da\  of  Whe  \ear  is  Whe  end  of  Whe  \ear.  If  Whe  1 sW  JXne  is  a  Zeekend,  Whe  neZ  \ear  sWarWs  NXrser\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Managers  mXsW  seW  aside  Wime  in  Whe  rXn  Xp  Wo  Whe  end  of  Ma\  Wo  ensXre  all  of  Whe  Wasks  beloZ  are ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
compleWed  in  fXll.  The  acWions  on  Whe  ManagemenW  SchedXle  Zill  be  reqXired  Wo  be  compleWed  as  XsXal, ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
alWhoXgh  some  ma\  need  Wo  be  broXghW  forZard  slighWl\  Wo  ensXre  fXll  compleWion.  The  end  of  \ear  Wasks  are ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
beloZ  in  daWe  order.  Tasks  mXsW  be  compleWed  on  Whe  specific  daWe  or  lasW  Zorking  da\  before.  Where  an ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
open  ZindoZ  of  seYeral  daWes  is  giYen  Whe\  mXsW  be  compleWed  ZiWhin  Whe  daWes  giYen.  Managers  absenW ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
for   Whe   specified   daWes   dXe   Wo   annXal   leaYe   mXsW   ensXre   WhaW   Whe   Wasks   are   compleWed   before   leaYe. ¬
¬
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WKaW  WaVNV  aUH  UHTXLUHd  IRU  HQd-RI-\HaU  SaSHUZRUN  aQd  ZKaW  dRcXPHQWV  aUH  UHTXLUHd  b\ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
KHad   RIILcH? ¬
There  are  a  nXmber  of  Wasks  WhaW  need  Wo  be  compiled  on  31 sW  Ma\.  All  Whese  docXmenWs  and  papers  beloZ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
need  Wo  be  inclXded  in  Whe  Year  End  pack  Wo  be  prepared  for  Whe  Compan\  DirecWor.  PrinW  Whe  charW  beloZ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
and   Xse   iW   Wo   ensXre   all   Wasks   are   compleWe   When   place   iW   in   Whe   Year   End   papers   as   a   record.   AcWions   are: ¬

● PeWW\  cash  -  please  ensXre  WhaW  Whe  sheeWs  are  compleWed  correcWl\  for  Whe  preYioXs  12  monWhs. ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
CompleWe  Whe  annXal  log  sheeW  for  eYer\  monWh.  Once  compleWe  please  ask  DepXW\  Manager ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬
Wo   check   and   coXnWersign. ¬

● CrediW   card   log   ²   record   of   spends   and   receipWs   of   crediW   cards   diYided   b\   monWhs. ¬
● Year   End   fees   sheeW   ²   logging   an\   oXWsWanding   fees   from   preYioXs   12   monWhs. ¬
● InYoices,   goYernmenW   fXnding,   remiWWance   adYice,   receipWs   ²   all   docXmenWs   diYided   b\   monWhs ¬
● DebW  ZriWe  offs  ²  gain  head  office  consenW,  prinW  accoXnW  deWails  and  email  of  consenW  Wo  ZriWe ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬ ¬

off. ¬¬
¬ ¬
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¬
EQd-RI-YHaU   SaSHUZRUN   VLJQ   RII : ¬ ¬
¬

WHHN   LQ   Ma\ ¬ TaVNV   WR   bH   cRPSOHWHd  NXUVHU\   MaQaJHU ¬
VLJQ   aV   cRPSOHWH  

FirsW   Zeek ¬ 

CompleWe   all   sWock   orders   from   sXppliers.   Pa\   b\   crediW   card ¬
aW   Wime   of   order   ²   ensXre   enoXgh   sWock   Wo   lasW   XnWil   second   Zeek   of ¬
JXne.   (Food   can   be   ordered   Zeekl\)  
¬  

Check   Where   are   no   oXWsWanding   inYoices   from   an\   sXppliers ¬
for   Whe   preYioXs   12   monWhs. ¬ 
¬  
Send   deWails   of   an\   oYerdXe   accoXnWs   Wo   Sarah   and   discXss   possible ¬
ZriWe   offs. ¬
 
Check   if   neZ   banking   books   are   on   siWe,   inform   Compan\   DirecWor   if ¬
more   are   needed.  

¬  

Second   Zeek  

All   fees   for     Ma\     mXsW   be   seWWled   in   fXll. ¬
 
¬Confirm   ZiWh   Compan\   DirecWor   an\   fees   Zhich   are   dXe   Wo   be   ZriWWen ¬
off   for   lasW   financial   \ear.   ¬WriWe   off   ZiWh   code   proYided   b\   Sarah.   PrinW ¬
and   file   each   final   sWaWemenW   in   annXal   folder.  

¬  

Third   Zeek  Email   pa\roll   and   sXppliers   pa\menWs   Wo   accoXnWanWs   as   per   normal ¬
schedXle.   EnsXre   an\   parenWal   refXnds   are   inclXded.  ¬  

Final ¬
Zeek  

Bank   all   of   Ma\   fees   from   fees   Win.  
¬  
CompleWe   cash   book   reconciliaWion.  
¬  
Place   old   bank   books¬   read\   ZiWh   Year   End   papers  
¬  
UpdaWe   annXal   peWW\   cash   WoWal   log   read\   for   collecWion,   checked   b\ ¬
DepXW\   Manager.  
¬  
PrinW   Ma\   fees   sheeW   and   pXW   inWo   Whe   Year   End   Papers  
CollecW   all   crediW   card   receipWs   in   a   folder   read\   for   collecWion.  

¬  

1 sW    JXne  

CalcXlaWe   JXne   fees.  
¬  
Head   Office   send   WhroXgh   from   all   JXne   crediWs   from   24 Wh    Ma\   Wo   1 sW ¬
JXne.  
¬  
UpdaWe   accoXnWs   ZiWh   JXne   crediWs.  
¬  
Use   neZ   banking   books.  

¬  

¬

¬
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¬
¬

CRPSaQ\   MaQaJHPHQW   SWUXcWXUH ¬
¬

Sarah   BarreWW ¬
CRPSaQ\   DLUHcWRU ¬

nd@children-firsW.info ¬
¬
¬

Ka\leigh ¬
NXUVHU\   CRRUdLQaWRU ¬
nc@children-firsW.info ¬

IQdHSHQdHQW   POacH   NXUVHU\ ¬
Lisa   ²   NXrser\   Manager ¬

ip@children-firsW.info ¬
0207   275   7755 ¬

QXHHQV   Bab\   NXUVHU\ ¬
Amie   ²   NXrser\   Manager ¬

bn@children-firsW.info ¬
0208   505   5100 ¬

                  
                  

¬
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