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Introduction

It is the aim of Early Birds to provide healthy conditions for all children and staff.

1 Registration Form

· A number of registration forms are required for each child attending Early Birds. These forms are to be completed by the child's parents or guardians before the child's first session. 

· The forms contain details of allergies, additional needs and any other information the parent thinks is relevant, contact names, addresses and telephone numbers, permission to administer first aid and medication, etc.  

· Nursery and Kids Club registration forms are issued each September or when a child starts with us.

2 Medicines and Lotions

· See our separate policy for “Managing Medicines and Medical Needs”

3 Non-trivial Accident Procedures

If a child has a serious accident that requires treatment that cannot be given by one of the staff the following procedures should be followed.

· Call an ambulance.

· Attempt to telephone parents or emergency contacts. The telephone numbers can be found in the Registration Documents folder.

· If no response from above numbers,  continue to call until an answer is received

· Telephone backup staff. (Numbers on office wall.)

· Inform school office manager of situation.

· A member of staff should always accompany a child taken to hospital by ambulance, and should stay until the parent arrives.

· Staff should never take children to hospital in their own car; it is safer to call an ambulance. 

· In the case of non-urgent injuries parents will be contacted to take the child to the hospital or surgery.

4 Accidents

· Each child's emergency contact and GP's phone number are recorded and readily available.

· The forms filled in by the parents when starting their child at Early Birds will indicate their preferred actions - such as who to notify, who can give emergency medical treatment, who can transport the child to doctor / hospital.

· All accidents, however small, are recorded in detail in an accident book and also reported to the child's parents / carer who are asked to sign the book. Knowle school is also informed if the accident happens in the before school club.

5 Illnesses

· The nursery / club cannot care for children who are sick or suffering from an infectious or contagious disease or condition. 

· Children who are sick are best cared for in a home environment. 

· Children suffering from sickness and/or diarrhoea must be kept at home for 48 hours after the last bout, in accordance with Knowle Primary School guidelines.

· Early Birds should be notified of any illness on the first day the child is due to be with us. 

· If a child becomes unwell in our care we will contact the child’s parents (or any alternatives as detailed on the child’s information sheets). We expect the child to be collected as soon as possible.

· Cuts or open sores will be covered with sticking plaster or other dressing.

· Early Bids will ensure that the first aid equipment is kept clean, replenished or replaced as necessary.

· Sterile items will be kept sealed until needed.

· Ofsted will be notified of any child who has a communicable disease as defined by the Health Protection Agency

· Ofsted will be notified of any food poisoning affecting two or more children looked after on the premises or any child having a serious disease on the premises. 

6 Smoking

· Smoking is against the law in all public buildings

7 Cleaning

· The club is cleaned daily. 

· Toilets are cleaned daily by the school cleaning team and by staff during the session if necessary.

· Staff also clean and tidy-up after each session. 

· Toys, dressing up clothes and equipment is cleaned half-termly and more often if necessary. This is the responsibility of the nursery staff.

8 Avoiding Spreading of Infection

· Children will be encouraged at all times to put their hand over their mouth when coughing and to use a tissue when necessary.

9 Toilet Visits

· Individually as required

· Nursery: In supervised groups of four maximum at break time with other children remaining sitting in a circle doing supervised activities. All children's hands are washed at snack time, even those not needing to visit the toilet.

· Kids Club: All children are encouraged to wash hands (reminder signs above basins)

· All children are reminded to flush the toilet after use. (reminder signs above toilets)

10 Food and Drink

· All food and drink given to the children will be fresh and within 'use by' dates. 

· Staff hot drinks must be consumed in the kitchen. 

· Strict hygiene procedure is carried out by staff and children at all times with food handlers having undergone or waiting to undergo basic food handling training.

11 German Measles

· All staff (females) are warned of any likelihood of contact with German Measles (due to the dangers in early pregnancy).

12 Sandpits

· Sand in trays will be changed regularly.  All sand pits have purpose built lids.

13 Food Handling

· Pauline Marriott, Veronica Bicknell, Jean O’Reilly , Gwyn Cooper and Sue Thacker are responsible for food handling. 

· At the nursery, children are provided with milk / water and fruit at break time 

· At the Kids Club, water, fruit/biscuits and sandwiches are provided. 

· Wraparound children staying all day have a school dinner or bring their own lunch. Parents are advised to include an ice pack.

· Lunch is eaten in the School nursery.

· Children attending on In Service days bring their own lunch.  Parents are advised to include an icepack
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