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STATEMENT OF PURPOSE
Aims and objectives
Jollytots Nursery aims to provide a safe, secure, welcoming and happy environment for children from 6 weeks of age in a high-quality inclusive setting that is well resourced with trained and friendly staff.
 We will-
· Encourage a good staff/parent relationship and make parents feel welcome
· Encourage children to explore the environment and feel comfortable with staff and the setting
· Ensure good communication skills are in practice through all buildings
· Provide activities for all children taking into account development and interests
· Ensure confidentiality is kept at all times
· Strive towards constant improvement in all areas of our work
· Promote professional development in our staff attending regular training 
· Manage our services effectively and efficiently 
Admissions
Jollytots is a privately run nursery offering places for children from 6 weeks to 5 years in our Victoria Road Nursery and from primary 1 to primary 7 in our afterschool sites. The nursery is open from 7.00am to 6.30pm for day care. Afterschool clubs are open from 7-9am for breakfast club and 2pm to 6pm with extra childcare during holiday periods. 
Childcare is subject to availability and staffing levels. If there are no places available parents will be given the opportunity to join the waiting list. When a place becomes available, within a suitable age group, children at the top of the list will be contacted and offered a place. Priority will be given to those who require a full-time place downwards. 
When booking in a child the appropriate registration form must be filled in. Parents will be informed of the policies available and directed to our website where the policies are available.
Contact information
Our contact information is:
Manager: Jaclyn Robinson – jaclyn@jollytots.net  Tel: 028 93364630
Directors: John & Ursula Lindsay – Ursula@jollytots.net or john@jollytots.net


Contact telephone numbers: 
Jollytots nursery                      028 93364630
Acorn Kids R Cool club            07731859000

Registration

We are registered with the Northern Health and Social Care trust and our registration number is, Victoria Road N000382 and After-schools N000881.  We have over 30 years experience in providing childcare and pride ourselves in recruiting and retaining a wonderful team to look after your little ones.
Jollytots was established by John and Ursula Lindsay (Registered Person) in 1994 and consists of a main nursery (0-5 years) and after schools (5-11 years). Both settings are managed by Jaclyn Robinson. 
Our insurance is displayed in both settings, both Public Liability and Employers Liability. 
The NHSCT are available to us for advice and guidance, along with social worker spontaneous visits to the setting. They also complete a yearly inspection on both nursery and after schools. Inspection reports are available by email our manager Jaclyn Robinson, Jaclyn@jollytots.net. 

Admissions

At Jollytots we accept children from all cultural, religious and financial backgrounds.
We are committed to promoting equality of opportunity by providing activities which are open to all children and their families. We aim to ensure that all individuals who wish to work in Jollytots as staff or volunteers have an equal opportunity to do so.

We encourage parents to come and view our nursery, meet the staff and children and discuss their childcare requirements. If parents would then wish to register their child, they will be asked to complete a registration form, stating their child care needs and if a place is available, they will be required to acknowledge that they have been informed of all policies and how to access them, Child Protection/DCPO information, Risk Assessments, CCTV, child protection training, FAQ document and charging policies. They will also be required to give-
· Name, address and contact numbers of all parents/carers
· Information about any health issues or medication;
· Parental consent for general activities

Security

Your child’s safety is our paramount concern. For peace of mind both entrances are protected by a buzzer system which requires a code to gain entry. Only staff members are allowed to access with this code. Parents/carers will handover children at the entrance hall (You of course may come inside to discuss any issues). We request a password from yourselves when your child starts and this is kept on your child’s file. We also request a list of approved people to collect your child. Whoever collects your child MUST have the correct password. We will not handover your child unless we have been given the password. Afterschool entrance doors are locked and parents must ring doorbell and wait for staff.  Staff will only release your child when the password has been given.
CCTV 
Jollytots operates a CCTV system within the nursery environment. Our aim is to provide a safer and more secure environment for the benefits of children, parents & staff. CCTV is in operation within each of the play rooms and is centrally located in the manager’s office.
Only the manager Jaclyn Robinson, acting managers and the proprietors John & Ursula Lindsay who have all been fully vetted (Access NI) will have access to images.
The CCTV system has been registered in accordance with The Data Protection Act.
Our after schools do not have CCTV although the surrounding buildings that they are in may use CCTV. 
Fees
Fees are payable weekly or monthly standing order, and all accounts are required to be a week/month ahead at all times. Parents are required to still pay their fees whether their child is in or not i.e. off sick, occasional days off, holidays. We do not charge for days we are closed (5 per year) - New Year’s Day, Easter Monday, 12th July (dependant on the day it falls on), Christmas Day and Boxing Day.
Our fees are available by contacting the Manager on Jaclyn@jollytots.net or Tel: 028 93364630
You may be entitled to Working Family Tax Credit and the NI Childcare Subsidy Scheme. Links below for further information. 
www.early-years.org/nicss/parents
www.gov.uk/tax-free-childcare
Sickness policy 
Children who are unwell should not be sent to Jollytots. Not only do they need peace, the comfort of their own home and parental attention, but also the other adults and children need to be protected from infections. Health regulations state ‘children suffering from designated infectious disease must be excluded from the nursery’. Our Infection Control policy is available from the office, by emailing Jaclyn@jollytots.net and on our website.  
Any child who falls ill whilst at Jollytots may be sent home, the manager on duty reserves the right to make an individual judgement on the wellbeing of any child whilst in our care.
If your child has vomiting/diarrhoea they will be excluded from Jollytots until they are symptom free for 48 hours. Children are excluded from Jollytots if they have – Chickenpox, impetigo, measles/German measles, head lice (unless treatment has been given)

Confidentiality
Jollytots respects the right for all information, records and observations to be treated with respect and with due attention to confidentiality and privacy.
However, the legal principle that ‘the welfare of the child is paramount’ (Children’s Order NI) means that confidentiality comes second to the right of the child to be protected from harm.
Child Protection Policy
The welfare of the child is paramount-The Children (NI) Order 1995. Our Child Protection policy is available from the office, by email Jaclyn@Jollytots.net or on our website.
We are committed to creating a safe environment for children, which is free from abuse and where any suspicions of abuse are dealt with promptly and appropriately. We will comply with Early Year’s guidelines on Child Protection and the nursery manager Jaclyn Robinson is designated child protection officer with others available in her absence. These are displayed on the door at all times.  All staff are required to have child protection training and it will be renewed every 3 years.
All staff working in Jollytots have a duty of care towards the children attending and this brings with it the responsibility to ensure that all efforts are made to safeguard children from suspected and actual harm. Children attending Jollytots have a right to feel safe and staff, in partnership with parents/carers, have a responsibility to act on any concerns they may have regarding a child’s welfare and wellbeing.
The Gateway team will be contacted by us in the event we have a safeguarding concern about a child in our care.

Behaviour Management Policy
Our Behaviour Management Policy is available from the office, by emailing Jaclyn@jollytots.net and on our website. Where behaviour is an issue, we will speak with parents to relay any concerns we have.
We aim to create an environment where each child feels safe, valued and is able to reach their maximum learning potential. We place a strong emphasis on promoting the personal, social and emotional development of each child e.g. helping children to understand their own feelings and that of others and to express their feelings in appropriate ways. At all times the safeguarding of children in our care is central to our approach. 
To enable us to achieve our aim with regard to behaviour, it is essential that the following aspects of behaviour are consistently promoted by all staff. Whilst taking into account each child’s level of understanding, we will endeavour to: 
· Be consistent in our approach (see Behavioural policy) 
· Build self-confidence and emotional well-being by offering praise, encouragement and   positive reinforcement which support desirable behaviours such as kindness, helpfulness and willingness to take-turns. 
· Actively teach the children our expectations and routines both individually and during group sessions, and regularly reinforce this teaching. 
· Set an appropriate code of behaviour for the children i.e. any rules will be achievable and relevant to the age of the children. 
· Give instructions positively rather than negatively (e.g. "Use your walking feet" rather than "Don't run") 
· Use our skills to avoid difficult situations developing, through our organisation of the day and by using sensitive strategies. 
· Act as good role models at all times. 
· Support children when they behave in unacceptable ways, we help them to see what was wrong and how to cope more appropriately. 
· Tune in to children’s emotions, act sensitively and support children to regulate their emotions. 
· Talk with children about their feelings, name emotions and model calming strategies. 
· Ensure that each child feels respected, comforted, listened to and supported in times of stress, and confident they are cared for at all times. 
· Be aware of the children's individual stages of development and circumstances and react in an appropriate manner. 
· Help the children to show consideration for others and for property 
· Teach children how to deal with conflict. 
· Liaise closely with parents at all times and offer support if there is a particular prob
Managing children behaviour is about helping children to make judgements about what they can and cannot do, so helping them control their own behaviour through developing in them an awareness of others people’s needs as well as their own, and come understanding of the consequences of their actions on others. Any form of punishment that humiliates and attacks children’s sense of self and makes them feel helpless and damaging is NEVER permitted. 

Complaints

In all cases complaints can either be made to the room supervisor or the manager Jaclyn Robinson verbally or in writing and a record of these complaints will be kept on file. We will always endeavour to deal with a complaint at office level, regardless of any outcome this will not have any bearing on the quality of care your child receives. Our complaints policy is available from the office, by emailing Jaclyn@jollytots.net or on our website. If parents are dissatisfied with the outcome of their complaint they can email their grievance to the owners of the nursery: John & Ursula Lindsay –      Ursula@jollytots.net or john@jollytots.net

The Early Years Team can also be contacted on the number below if you still feel dissatisfied with the outcome of your complaint:
Their address & telephone is:  02893315112
Gateway team -03001234333
The Early Years Team
Ellis Street
Carrickfergus
BT38 8AZ

Activities & Resources

All of our rooms and after school club, are well equipped with age appropriate play activities including arts, crafts, construction, role play, books, jigsaws. This equipment is checked before it goes out and no broken toys are used, see Management/replacement of play equipment policy. We have access to outdoor play areas – the gardens in the Nursery and the play ground at Acorn Primary School, again we have available a wide range of outdoor play equipment.
Activities are planned with an emphasis on learning through fun and play, whilst being responsive to children’s enthusiasm and interests and flexible enough to meet individual children’s needs.
We welcome visits from many external organisations and plan outings to local parks, etc throughout the year and specific outings during holiday periods e.g.: Museums, Zoo, Farms, W5, Beaches, Play Parks and Outdoor Centres further afield etc.


Records

We must keep the following information on each child:
· Name and address
· Date of birth
· Names and contact details of parents and those with parental responsibility
· Any health problems and medication required
· Any dietary requirements
· Any information that may affect the safety of the child or staff
· Names of other professionals known to the family, including GP
· Emergency contacts
· Password
We have a Management of Records policy that can be accessed in person from the main office, by emailing Jaclyn@jollytots.net or on our website. As part of our safeguarding procedures the Northern Health and Social Care Trust can access our records at any stage. 


Role of parents

At Jollytots, we recognise the importance of keeping in close contact with parents in order to meet the needs of each individual child most effectively. Parents are the most knowledgeable people about their children and are also their first and most influential educators.
Children will be more likely to benefit from their time with us when staff and parents work in partnership. We hope that parents will feel free at any time during the year to make any recommendations or ask questions about any aspect of our provision, or to suggest any ways of developing better links between parents and nursery.
Should a parent wish to speak to a member of staff specifically then it would be advisable to call in advance, so that alternative arrangements can be made to ensure appropriate staff to child ratio is maintained at all times.

Additional Needs

We aim to provide equality of access and opportunity for all children although in some circumstances specialist provision might ne subject to the availability of specialist equipment and/or additional staff. Parents of children who have particular needs are welcome to discuss such needs with the manager. Please see our Additional Needs policy, this is available from the office, by emailing Jaclyn@jollytots.net or from our website. 

Collection of children

Children must only be collected by persons 18 years and above, unless they are a parent. The person collecting the child must know the personal password for that child. If no password is known the child will not be released and parents will be telephoned. 


What you need to bring for your child
Babies: Pre measured formula in a suitable container (Bottles cannot be pre-made), steralised bottles (all names) nappies, baby wipes/cotton wool, spare change of clothes. 
Toddlers: Nappies, wipes/cotton wool, soother (if necessary), spare change of clothes. Sun hat & sun cream or gloves/hat/wellies – Subject to weather.
2-3’s: Nappies or spare pants if potty trained, wipes, soother if necessary.
Sun hat & sun cream or gloves/hat/wellies – Subject to weather

Preschool room
Spare pants, spare change of clothes.
Sun hat & sun cream or gloves/hat/wellies – Subject to weather.

After schools
Parents must supply suncream and sun hats. Children should wear suitable clothing and if any changes of clothing that may be needed. A lunch should be provided during holiday periods. 



Staffing
We following the guidelines from the Minimum Standards and following the following ratios 0-2yrs 1:3, 2-3yrs 1:5, 3-4yrs 1:8 and 5+ 1:10. All our staff are child protection and first aid trained along with professional qualifications and continuing professional development. We aim to keep our rooms and club with continuing staff so that both parents and children get to know staff well. This can change on occasions to cover sickness and holidays. There are always 2 staff in each room, regardless of numbers, and also a DCPO on duty. 


Accident and Incidents

All accidents and incidents witnessed by staff will be recorded on the appropriate form and parents will be asked to sign. We will also record any marks on the child that have resulted in an accident at home and ask parents to sign, if appropriate. 

Legal framework for this policy
The Children (NI) Order 1995 (Children Order)
Working together to safeguard children (2006)
Safeguarding vulnerable groups Act (2006)

Policies
Below is a list of all our policies and procedures and these are available for parents to read at any time. They can be accessed by calling into the office, by emailing Jaclyn@jollytots.net or on our website.
Absence of the manager
Accident and Incident
Additional needs
Allegations against staff
Biting 
CCTV 
Complaints
Confidentiality
Consent
Data protection
Customer Privacy
Equality
Failure to collect child from school
Fire Safety
First aid
Health and Safety
ICT policy
Infection, prevention & control, including the exclusion of children who are infectious or ill
Intimate/personal care
Maintenance/replacement of play equipment
Managing aggression and challenging behaviour including bullying
Management of emergencies
Management of medicines
Management of records
Menu planning
Missing/lost child
Mobile phones
Nappy changing
Outings
Parents’ access to records
Participation
Photograph policy
Play policy
Potty training
Procedures for making a complaint
Procedures for reporting abuse
Provision of food and drink
Reporting adverse and untoward incidents
Security of the setting
Safeguarding and child protection
Sleeping
Smoking policy
Social networking policy
Statement of purpose
Transport for service users, provision and use
Whistle blowing




This policy was adopted on____________________________

Signed___________________________________ Manager

Signed__________________________________ Director


Reviewed_______________________________ Dated_____________________

Reviewed_______________________________ Dated_____________________ 

Reviewed_______________________________ Dated_____________________ 
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