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Keeping children safe in the setting
The Willow Tree expects all staff to adhere to this policy and all others, in order to keep children safe whilst in our care. If you are unsure of a policy or a procedure you must ask the manager who will provide clarity and demonstration.
Parents are trusting us with the most important thing in their life – their child.
You are responsible for your own actions and also the actions of those around you. Communication is key, helping each other is a sign of strength and of respect. If a member of your team is failing (not understanding or not doing) then you have also failed to fulfil your role. We are one team, and that team is only as strong as its weakest link. You must demonstrate, guide and support each other whilst also informing the manager of any training requirement you consider beneficial.
All staff have a duty to read and understand every policy issued. Should you need additional time allocated to this you must let the manager know.
Keeping children safe includes knowing your children and being accountable for them throughout the entire day in regards all aspects of their care. You must follow these procedures:
· Whomever takes the child from the parents must sign them in on the iPad, write their name on the board and change the number in. This also applies to handing over at the end of the day, whomever releases them must sign them out on the iPad, removes their name from the board and adjusts the number of children in.
· Signing in and out of children and oneself must be accurate and show the exact time to the minute. This is a legal requirement and is non-negotiable. 
· When taking a child from the parent staff must visually check the child wherever can be seen and ask the parent if there is anything we should know. If a child has a scratch, bruise, mark, injury you must complete an existing injury form and find out as much information as possible before handing the form to the manager.
· Never be afraid to show professional curiosity, asking questions sensitively until you are satisfied you understand the entire situation, such as why is the child tired, why are they drinking milk from a bottle with a teat etc.
· Staff must direct parents to the office to sign in any medication and complete the necessary forms. 
· Staff must use the general log on the care diary to note any comments, medication or notes made by parents when dropping off or picking up.
· The IN/OUT board must be in action and used each time a child is going out or coming in. The numbers should show how many children altogether plus how many are out and how many are in. 
· Each member of staff accompanying children out should change the number on the IN/OUT board to ensure it is accurate at all times. 
· All staff must carry out regular name checks, like doing the register at school, teaching the children to only answer when it is their name. For those non-verbal should be taught to place their hand up, until these are fully embedded staff should assist, modelling raising their hand, modelling saying yes I am here.
· All staff must communicate with care and respect not only with the children and parents but to each other. Modelling the behaviours and language we expect of the children.
· The room leader must carry out a head check before moving around the nursery. All staff accompanying the group must be aware of the number of children and ensure all children are with them. Everyone is responsible for this not just the room leader.
· Each key person should play alongside their key children during free play (moving from one to another wherever they choose to play), this would ensure that you know the whereabouts of your children plus give more opportunity for facilitating learning opportunities.
· Throughout each session all staff must announce to the room how many they have playing with them (at least every 20 minutes) and that each number adds up to the number of children present. If the number is not the same a name call must be done (play does not need to be stopped if not appropriate however staff must see each child before answering for them). 
· The children of who reside in the cabins will enter via the front door from Lake Lock Road, this means staff do not have to leave the room to get a child from their parent. The room leader should answer the door whenever possible, taking the iPad with them to sign the child in as they step over the threshold.
· Staff must keep all necessary items with them in the room so that they do not have to leave to get them (Coat, shoes, water bottle etc).
· As per the safeguarding policy personal devices are not permitted in the rooms, such as smart watches, laptops, iPads, phones etc.
· Children must be taught to line up to leave a room and move around the building. Children and adults must use appropriate volumes of voice for the space.
· All staff must aim to meet all needs of each child. The manager should be made aware if you think a child needs an ISP (individual support plan) to support their time within the setting.
· Make accurate notes on care diaries and verbalise between those caring for the child any and all matters which would help care best for each child. Examples the child haven’t eaten much, they have drank more than normal, they haven’t needed a change of nappy, they need a change of nappy, they haven’t slept well etc.

You are the child’s nursery mum, so treat every child as though they are your most important thing!
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