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It is our intention to make our setting accessible to children and families from all sections of the local
community. We aim to ensure that all sections of our community have access to the setting through open,
fair and clearly communicated procedures.
Procedures


We ensure that the existence of our setting is widely advertised in places accessible to all sections of
the community.



We ensure that information about our setting is accessible, in written and spoken form and, where
appropriate, in more than one language. Where necessary, we will try to provide information in Braille,
or through British Sign Language. We will provide translated written materials where language needs of
families suggest this is required as well as access to an interpreter.



We arrange our waiting list in the following order:
-

children eligible for 3 and 4 year old early years funding,

-

children eligible for 2 year old funding

-

children with siblings currently attending our setting

-

children whom have a particular need and who are either referred by another professional
(e.g. children's centre, health visitor or social worker) or whom we deem to have a particular
need after meeting the family



By date of birth order.

We allocate places on April 1st for the following September using these criteria. After this time places
are available on a first come, first served basis until all spaces are full. We then operate a waiting list
based on the above criteria.



We keep a place vacant, if this is financially viable, to accommodate an emergency admission.



We describe our setting and its practices in terms that make it clear that it welcomes both fathers and
mothers, other relations and other carers, including childminders.



We describe our setting and its practices in terms of how it treats each child and their family, having
regard to their needs arising from their gender, special educational needs, disabilities, social
background, religion, ethnicity or from English being a newly acquired additional language.



We describe our setting and its practices in terms of how it enables children and/or parents with
disabilities to take part in the life of the setting.



We monitor the gender and ethnic background of children joining the group to ensure that our intake is
representative of social diversity.



We make our Valuing Diversity and Promoting Equality Policy widely known.



We consult with families about the opening times of the setting to ensure we accommodate a broad
range of family need.



We are flexible about attendance patterns to accommodate the needs of individual children and
families, providing these do not disrupt the pattern of continuity in the setting that provides stability for
all the children.
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Food and drink
Policy statement

This setting regards snack and meal times as an important part of the setting's day. Eating represents a
social time for children and adults and helps children to learn about healthy eating. At snack and meal
times, we aim to provide nutritious food, which meets the children's individual dietary needs.
Procedures

We follow these procedures to promote healthy eating in our setting.


Before a child starts to attend the setting, we find out from parents their children's dietary needs and
preferences, including any allergies. (See the Managing Children with Allergies policy.)



We record information about each child's dietary needs in her/his registration record and parents sign
the record to signify that it is correct.



We regularly consult with parents to ensure that our records of their children's dietary needs - including
any allergies - are up-to-date. Parents sign the up-dated record to signify that it is correct.



We display current information about individual children's dietary needs so that all staff and volunteers
are fully informed about them.



We implement systems to ensure that children receive only food and drink that is consistent with their
dietary needs and preferences as well as their parents' wishes.



We display the menus of snacks for the information of parents.



We provide nutritious food for all snacks, avoiding large quantities of saturated fat, sugar and salt and
artificial additives, preservatives and colourings.



We include foods from the diet of each of the children's cultural backgrounds, providing children with
familiar foods and introducing them to new ones.



We take care not to provide food containing nuts or nut products and are especially vigilant where we
have a child who has a known allergy to nuts.



Through discussion with parents and research reading by staff, we obtain information about the dietary
rules of the religious groups to which children and their parents belong, and of vegetarians and vegans,
and about food allergies. We take account of this information in the provision of food and drinks.



We require staff to show sensitivity in providing for children's diets and allergies. Staff do not use a
child's diet or allergy as a label for the child or make a child feel singled out because of her/his diet or
allergy.



We organise meal and snack times so that they are social occasions in which children and staff
participate.



We use meal and snack times to help children to develop independence through making choices,
serving food and drink and feeding themselves.
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We have fresh drinking water constantly available for the children. We inform the children about how to
obtain the water and that they can ask for water at any time during the day.



We inform parents who provide food for their children about the storage facilities available in the setting.



We give parents who provide food for their children information about suitable containers for food.



In order to protect children with food allergies, we discourage children from sharing and swapping their
food with one another.



For children who drink milk, we provide semi skimmed pasteurised milk.

Packed lunches
We are unable to provide cooked meals, therefore children are required to bring packed lunches. We:


ensure perishable contents of packed lunches are refrigerated or contain an ice pack to keep food cool;



inform parents of our policy on healthy eating;



inform parents that we do not have facilities to microwave cooked food brought from home;



encourage parents to provide sandwiches with a healthy filling, fruit, and milk based deserts such as
yoghurt or crème fraîche where we can only provide cold food from home. We discourage sweet drinks
and can provide children with water or milk;



discourage packed lunch contents that consist largely of crisps, processed foods, sweet drinks and
sweet products such as cakes or biscuits. We reserve the right to return this food to the parent as a last
resort;



provide children, bringing packed lunches, with plates, cups and cutlery; and



ensure staff sit with children to eat their lunch so that the mealtime is a social occasion.
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Parental involvement
Policy statement

We believe that children benefit most from early years education and care when parents and settings work
together in partnership.

Our aim is to support parents as their children's first and most important educators by involving them in
their children's education and in the full life of the setting. We also aim to support parents in their own
continuing education and personal development.

Some parents are less well represented in early years settings; these include fathers, parents who live
apart from their children but who still play a part in their lives as well as working parents. In carrying out the
following procedures, we will ensure all parents are included.
When we refer to ‘parents’ we mean both mothers and fathers; these include both natural or birth parents
as well as step-parents and parents who do not live with their children, but have contact with them and play
a part in their lives. ‘Parents’ also includes same sex parents as well as foster parents.
‘Parental responsibility’ is all the rights, duties, powers and responsibilities and authority which by law a
parent of a child has in relation to the child and his property.

Procedures


We have a means to ensure all parents are included – that may mean we have different strategies for
involving fathers or parents who work or live apart from their children.



We consult with all parents to find out what works best for them.



We ensure ongoing dialogue with parents to improve our knowledge of the needs of their children and
to support their families.



We inform all parents about how the setting is run and its policies through access to written information
and through regular informal communication. We check to ensure parents understand the information
that is given to them.



We encourage and support parents to play an active part in the governance and management of the
setting.



We inform all parents on a regular basis about their children's progress.



We involve parents in the shared record keeping about their children - either formally or informally - and
ensure parents have access to their children's written developmental records.



We provide opportunities for parents to contribute their own skills, knowledge and interests to the
activities of the setting.
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We inform parents about relevant conferences, workshops and training.



We consult with parents about the times of meetings to avoid excluding anyone.



We provide information about opportunities to be involved in the setting in ways that are accessible to
parents with basic skills needs, or those for whom English is an additional language.



We hold meetings in venues that are accessible and appropriate for all.



We welcome the contributions of parents, in whatever form these may take.



We inform all parents of the systems for registering queries, complaints or suggestions and check to
ensure these are understood. All parents have access to our written complaints procedure.



We provide opportunities for parents to learn about the curriculum offered in the setting and about
young children's learning, in the setting and at home.

In compliance with the Welfare Requirements, the following documentation is in place:


Admissions policy.



Complaints procedure.



Record of complaints.



Developmental records of children.
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The role of the key person and settling-in
Policy statement

We believe that children settle best when they have a key person to relate to, who knows them and their
parents well, and who can meet their individual needs. Research shows that a key person approach
benefits the child, the parents, the staff and the setting by providing secure relationships in which children
thrive, parents have confidence, staff are committed and the setting is a happy and dedicated place to
attend or work in.

We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with
staff. We also want parents to have confidence in both their children's well-being and their role as active
partners with the setting.

We aim to make Little Wombatz a welcoming place where children settle quickly and easily because
consideration has been given to the individual needs and circumstances of children and their families.

They key person role is set out in the Welfare Requirements of the Early Years Foundation Stage. Each
setting must offer a key person for each child.

The procedures set out a model for developing a key person approach that promotes effective and positive
relationships for children who are in settings.
Procedures


We allocate a key person before the child starts.



In some settings where a home visit is carried out before the child starts, this is done by the manager
and the key person.



The key person is responsible for the induction of the family and for settling the child into our setting.



The key person offers unconditional regard for the child and is non-judgemental.



The key person works with the parent to plan and deliver a personalised plan for the child’s well-being,
care and leaning.



The key person acts as the key contact for the parents and has links with other carers involved with the
child, such as a childminder, and co-ordinates the sharing of appropriate information about the child’s
development with those carers.



A key person is responsible for developmental records and for sharing information on a regular basis
with the child’s parents to keep those records up-to-date, reflecting the full picture of the child in our
setting and at home.
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The key person encourages positive relationships between children in her/his key group, spending time
with them as a group each day.



We provide a back-up key person so the child and the parents have a key contact in the absence of the
child’s key person.



We promote the role of the key person as the child’s primary carer in our setting, and as the basis for
establishing relationships with other staff and children.

Settling-in


Before a child starts to attend the setting, we use a variety of ways to provide his/her parents with
information. These include written information (including our prospectus and policies), displays about
activities available within the setting, information days and evenings and individual meetings with
parents.



During the half-term before a child is enrolled, we provide opportunities for the child and his/her parents
to visit the setting.



We allocate a key person to each child and his/her family before she/he starts to attend; the key person
welcomes and looks after the child and his/her parents at the child's first session and during the settlingin process.



We may offer a home visit by the person who will be the child's key person, to ensure all relevant
information about the child can be made known.



We use pre-start visits and the first session at which a child attends to explain and complete with his/her
parents the child's registration records.



When a child starts to attend, we explain the process of settling-in with his/her parents and jointly
decide on the best way to help the child to settle into the setting.



We have an expectation that the parent, carer or close relative, will stay for most of the session during
the first week, gradually taking time away from their child, increasing this as and when the child is able
to cope.



Younger children will take longer to settle in, as will children who have not previously spent time away
from home. Children who have had a period of absence may also need their parent to be on hand to resettle them.



We judge a child to be settled when they have formed a relationship with their key person; for example
the child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to
be with them. The child is also familiar with where things are and is pleased to see other children and
participate in activities.



When parents leave, we ask them to say goodbye to their child and explain that they will be coming
back, and when.



We recognise that some children will settle more readily than others but that some children who appear
to settle rapidly are not ready to be left. We expect that the parent will honour the commitment to stay
for at least the first week, or possibly longer, until their child can stay happily without them.
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We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a
child's distress will prevent them from learning and gaining the best from the setting.



We reserve the right not to accept a child into the setting without a parent or carer if the child finds it
distressing to be left. This is especially the case with very young children.



Within the first four to six weeks of starting we discuss and work with the child's parents to start to
create their child's record of achievement.
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