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Admissions Policy

Statement 

It is our intention to make our Playgroup accessible to children and families from all sections of the surrounding community.

Aim

We aim to ensure that all sections of our community have access to the Pre-school/Playgroup through open, fair and clearly communicated procedures.

In the event of the playgroup being over-subscribed, the committee will, with the aid of the playgroup criteria, cut the intake figure to the desired level.

Admissions criteria to be used in the event of the playgroup being over-subscribed.

The criteria are listed in order of priority.
1. Children who are currently attending the pre-school centre will be taken in chronological order i.e. July, August, September…..

2. Children who have siblings attending or who have attended the playgroup.

3. Children living, or being cared for, within geographical proximity to the playgroup, and who will be taken in chronological order.

4. Special factors (e.g. medical/social) who live in Macosquin Ward. Requires supporting evidence provided by parents Health Visitor.

5. Whether or not applications are received by the specified closing date.

Behaviour Management Policy

We believe that children and adults flourish best in an ordered environment in which everyone knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else.  We aim to work

Towards a situation in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement.

In order to achieve this:-


Rules governing the conduct of the group and the behaviour of the children


will be discussed and agreed within the pre-school and explained to all 


newcomers, both children and adults.


All adults in the playgroup will ensure that the rules are applied consistently,


so that children have the security of knowing what to expect and can build


up useful habits of behaviour.

All adults will try to provide a positive model for the children with regard 


to friendliness, care and courtesy.


Adults in the playgroup will encourage and endorse desirable behaviour such


as kindness and willingness to share.
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We will take positive steps to avoid a situation in which children receive adult


attention only in return to undesirable behaviour.

We familiarise new staff and volunteers with the Playgroup's behavior policy and its rules for behavior.

When children behave in unacceptable ways:-


Physical punishment, such as smacking or shaking will be neither used nor


Threatened.


Children will never be sent out of the room themselves.


Techniques intended to single out and humiliate individual children will


not be used.

Children who misbehave will be given one-to-one adult support in seeing


what was wrong and working towards a better pattern.

When appropriate this might be achieved by a period of “Time Out” with 

an adult.

In cases of serious misbehaviour, such as racial or other abuse, the 


Unacceptability of the behaviour and attitudes will be made clear


immediately, but by means of explanations rather than personal blame.

We recognise that codes for interacting with other people vary between cultures and require staff to be aware  of - and respect - those used by members of the Playgroup.

In any case of misbehaviour, it will always be made clear to the child or 


children in question that it is the behaviour and not the child that is 


unwelcome.


Adults will not shout, nor raise their voices in a threatening way.


Adults in the playgroup will male themselves aware of and respect, a range


of cultural expectations regarding interactions between people.


Any behaviour problems will be handled in a developmentally appropriate


fashion, respecting individual children’s level of understanding and


maturity.


Recurring problems will be tackled by the whole playgroup, in partnership


with the child’s parents, using objective observation records to establish an 


understanding of the cause.


Adults will be aware that some kinds of behaviour may arise form a child’s


special needs.
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Bullying Policy

Bullying may be defined as any long term or short term, persistent behaviour that makes a child unhappy.  It can be verbal, physical, social, psychological or a combination.

Aims

To raise awareness of bullying as a form of unacceptable behaviour with management, staff and parents.


To develop strategies at preventing/minimising such incidents.


To develop procedures to deal with it.

Procedures

If a child bullies another child or children:

We intervene to stop the child harming the other child or children;

We explain to the child doing the bullying why her/his behaviour is inappropriate;
We give reassurance to the child or children who have been bullied;
We help the child who has done the bullying to say sorry for her/his actions;
We make sure that children who bully receive praise when they display acceptable behaviour;
We do not label children who bully;
When children bully, we discuss what has happened with their parents and work out with them a plan for handling the child's behavior; and

When children have been bullied, we share what has happened with their parents, explaining that the child who did the bullying is being helped to adopt more acceptable ways of behaving, what action has been taken and what the child or children can expect to happen when they next go to Playgroup.
All incidents will be recorded.

Parents and staff will work together to improve the behaviour.

In extreme cases, the child may be asked to leave.

Child protection policy

Statement of intent

Our Playgroup will work with children, parents and the community to ensure the safety of children and to give them the very best start in life.

Aims

Our aims are to:

Create an environment in our Playgroup, which encourages children to develop a positive self-image, regardless of race, language, religion, culture or home background;

Help children to establish and sustain satisfying relationships within their families, with peers, and with other adults;
Encourage children to develop a sense of autonomy and independence;
Enable children to have the self-confidence and the vocabulary to resist inappropriate
approaches; 

and work with parents to build their understanding of and commitment to the welfare of all our children.
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We have procedures for contacting the local authority on child protection issues, including maintaining a list of names, addresses and telephone numbers of the local Social Services, Early Years Team to ensure that it is easy, in any emergency, for the Playgroup and social services to work well together.

Playgroup staff are in close contact with the children in their care. They see them regularly, talk and play with them, listen to them. They are therefore in a prime position to notice radical and/or subtle changes in their behaviour, frequent marks and bruises, and to hear a child talking about experiences which staff may find worrying. 

Under the provisions of the Children’s (NI) Order 1995, it is the duty of all early years workers to protect young children from any form of abuse.

Abuse may take a number of forms including:-

1
NEGLECT

2
PHYSICAL INJURY

3
SEXUAL ABUSE

4
EMOTIONAL ABUSE

Macosquin Community Playgroup follows careful recruitment and selection procedures, which ensure all permanent staff, and voluntary helpers make health declarations and have police record checks made to ascertain their suitability for working with young children.

Students are not permitted to take children to the toilet or be left unsupervised at any time.

Permanent staff will attend, when possible, up to date training on child protection issues and be familiar with the Inter-Agency Protection Procedures issued in June 1997.

If any concerns or issues please see Lorraine McFarland who is our designated Child Protection Officer for our setting.

Reporting Allegations or Suspicions of Abuse

Parents who have any concern about the safety of their own child or another child can contact Lorraine McFarland designated leader in charge of Child Protection or our Chairperson and deputy designated person.

How a parent can make a complaint

1. I have a concern about my/a Childs safety

2. If I am concerned I can talk to the designated person for child protection LORRAINE MCFARLAND.

3. If I am still concerned I can talk or write to the deputy designated person

Page 4

4. At anytime you may contact 

Northern Health & Social Care Trust

River House

Castle Lane

Waterside

Coleraine

BT51 3DR

TEL: 028 70358158

5. Or the local PSNI C.A.R.E  Unit on Tel: 028 7186 1355
6. NSPCC HELPLINE 0808 800 5000

Grievance Procedure Policy

The Committee of the Macosquin Community Playgroup recognises that it is in everyone’s interest, and in particular our children’s, to have grievances settled as quickly and as amicably as possible. To this end the following procedures will apply:-

The aggrieved party will bring any grievance to the attention of the Playgroup Leader.

The Playgroup Leader shall seek to settle the grievance with the aggrieved party.

Should the Playgroup Leader fail to satisfy the aggrieved party within two working days she shall bring the grievance to the Chairperson.

The Chair will be responsible to reply within five working days.

If the aggrieved party is unhappy with the reply they may appeal to the whole Committee. The Committee will hear the case and give a reply within 14 working days.

At all stages of this procedure either party may seek advice from Early Years the organisation for young children, Social Services or Labour Relations.

Settling in and Parental/Guardian Involvement Policies

As an Early Years and community playgroup we believe that every parent/guardian has a vital part to play in their pre-school child’s development. Therefore, we actively encourage parental/guardian involvement in Macosquin Community Playgroup, especially at that sometimes difficult settling in period. You would be made welcome into playgroup and your contributions would be greatly appreciated as together we would help your child make the transition into playgroup as smoothly as possible. You may stay as long as is necessary to settle your child. You may feel your child is taking a long time to settle but from our experience if a parent follows our guidelines the child will settle in with the least stress to all concerned.

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

Do not hesitate to ring for confirmation if you are concerned if your child is looking for you. If your child has a special toy, which he/she uses as a comforter, please make sure they bring it with them. Above all, no sneaking away as this only leads to more anxiety for your child. 
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Because parents and guardians are encouraged to participate in the life of the playgroup we believe this often leads to continued interest in their attitudes to education throughout the child’s schooling. 

Playgroup is a place to make new friends and to positively share in your child’s pre-school year. 

The Playgroup staff and committee welcome any helpful advice you can share with them, and talents too. Perhaps you enjoy knitting, sewing, joining work etc…. Don’t hide your light under a bushel….. Make yourself known to us!

Health and Safety Policy

Macosquin Playgroup accepts that the Health & Safety of the children entrusted to us is of paramount importance. We make our Playgroup a safe and healthy place for children, parents, staff and volunteers. With this in mind we will employ staff that are considerate of the children’s welfare and we will provide them with the training necessary to maintain appropriate standards of safety.
Playroom Safety

The equipment for use in the Playgroup will be safe for the children to use. All equipment will be assessed prior to purchase with particular attention being made that the items are suitable for children of pre-school age with no sharp edges or edible. The equipment will be maintained to ensure its continuing safety.

The use of all equipment will be supervised. 

The door from the playroom to the porch will be secured to prevent unsupervised access by a child to outside of the building.

Outdoor Area

All external gates are locked when children are playing outside.

Our outdoor area is securely enclosed.

Our outdoor area is checked for safety and cleared of rubbish before it is used.

Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides.

Where water can form a pool on equipment, it is emptied before children start playing outside.

All outdoor activities are supervised at all times.

Toilet Visits

Children wishing to use the toilets will be accompanied at all times by a member of staff until competent. A maximum of two children will be permitted to accompany a member of staff to the toilets on each visit. All children using the toilets will wash their hands before returning to the playroom.

Hygiene

We regularly seek information from the Environmental Health Department and the Health Authority to ensure that we keep up-to-date with the latest recommendations.

Our daily routines encourage the children to learn about personal hygiene.
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We have a daily cleaning routine for the Playgroup that includes the Playgroup room, kitchen and toilets.

We have a schedule for cleaning resources and equipment, dressing up clothes and furnishings.

The toilet area has a high standard of hygiene including hand washing and drying facilities.

We implement good hygiene practices by:

Cleaning playgroup and toys 

Cleaning tables between activities

Checking toilets regularly

Wearing protective clothing such as aprons and disposable gloves, as appropriate

Providing sets of clean clothes

Providing tissues and wipes

Food and Drink

Staff who prepare and handle food receive appropriate training and understand and comply with food safety and hygiene regulations.

All food and drink is stored appropriately.

Adults do not carry hot drinks through the play area(s) and do not place hot drinks within reach of children.

Snack time is appropriately supervised and children do not walk about with food and drinks.

Fresh drinking water is available to the children at all times.

We operate systems to ensure that children do not have access to food/drinks to which they are allergic.

We would ask that parents notify the Playgroup of any allergies that their child may have including food, drink, plasters, plants, bee stings, and any other allergies.

Outings and visits

We have agreed procedures for the safe conduct of outings.

Procedures to be followed on outings are contained within our operational plan.

A risk assessment is carried out before an outing takes place.

Parents always sign consent forms before major outings.

Our adult to child ratio is high, normally one adult to two children.

The children are appropriately supervised to ensure no child gets lost and that there is no unauthorised access to children.

Records are kept of the vehicles used to transport children, with named drivers and appropriate insurance cover.

Animals

Animals visiting the Pre-School/Playgroup are free from disease, safe to be with children and do not pose a health risk.

Fire safety

Fire drills will be carried out once a month. The drill may be performed as part of a game in order to prevent alarm. The “game” must include recognition of the fire alarm, orderly evacuation of the building by the nearest exit, assembly at a predetermined location and check of all persons present against the attendance list. 
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No one will be permitted to return to the building without the permission of the Playgroup leader after consultation with a person who is competent to declare the risk removed.

Fire doors are clearly marked, never obstructed and easily opened from inside.

Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked as specified by the manufacturer.

Records are kept of fire drills and the servicing of fire safety equipment.

First aid and medication

At least one member of staff with a current first aid training certificate (relevant to infants and young children) is on the premises or on an outing at any one time. The first aid qualification includes first aid training for infants and young children.

Our first aid kit:

Complies with the Health and Safety (First Aid) Regulations 1981;

Is regularly checked by a designated member of staff and re-stocked as necessary;

Is easily accessible to adults; and

Is kept out of the reach of children.

At the time of admission to the Playgroup, parents' written permission for emergency medical advice or treatment is sought.

Parents sign and date their written approval.

Minor wounds will be cleaned and washed with cold water and cotton wool, plasters or bandage applied. Minor burns will be treated with cold water.

If injury is considered serious then we will contact parents/carers and remove the child from playgroup. If we cannot contact the parents/carers then we will contact the doctor or call for an ambulance.

Use of Plasters Policy
In the event of injury during playgroup, occasions may arise where the use of a plaster is necessary for minor scrapes and cuts.  As some children may be allergic to these we would appreciate it if you inform the Playgroup Leader.

Our Accident Book:

Is kept safely and accessibly;

All staff and volunteers know where it is kept and how to complete it; and

Is reviewed at least half termly to identify any potential or actual hazards.

Children's prescribed drugs are stored in their original containers, are clearly labeled and are inaccessible to the children.

Parents give prior written permission for the administration of medication. The administration is recorded accurately and parents sign the record book to acknowledge the administration of a medicine.

Sickness Policy

Our policy for the exclusion of ill or infectious children is discussed with parents. This includes procedures for contacting parents - or other authorised adults - if a child becomes ill at Playgroup.
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We do not provide care for children who are unwell, have a temperature, or sickness and diarrhea, or who have an infectious disease.

We ask that children are clear of the symptoms of sickness and diarrhea for 48 hours before returning to Playgroup.

We ask that children do not attend where there is a case of sickness and diarrhea in the family.

Children with head lice are not excluded, but must be treated to remedy the condition.

Parents are notified if there is a case of head lice in the Playgroup.

Parents are notified if there is an infectious disease, such as chicken pox.

HIV (Human Immunodeficiency Virus) may affect children or families attending. Staff may or may not be informed about it.

Children or families are not excluded because of HIV.

Good hygiene practice concerning the clearing of any spilled bodily fluids is carried out at all times.

Staff suffering from sickness and diarrhoea do not handle food.

Sun Screen Policy

Children need to be protected from the suns UVA and UVB rays all year round. Parents who wish to protect their children should take time to apply sunscreen at home as playgroup staff are not permitted to apply lotion or cream.
Toileting Policy

In order to comply with Child Protection Procedures, Macosquin Community Playgroup exercises good practice with respect to toileting children.

1) Only staff that have satisfied necessary police checks will be permitted to take children to the toilet.

2) Staff will report to the leader or another member of staff before leaving the play area to take a child to the toilet.

3) Staff will respect the childs privacy and cultural beliefs at all times and will encourage independence and good hygiene.

4) Any abnormalities or concerns will be reported to the leader.

5) A childs clothes will only be changed if they:

Have a toilet accident

Become wet playing with water/messy play

Are sick

Are in unsuitable clothing i.e. too hold/cold

The staff will provide you with an incident slip specifying the reason why your child has been changed and by whom.

The playgroup has a small selection of spare clothes that will be used in these events and we request that you return these promptly.
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Toileting Procedure

In order to comply with the Child Protection Procedures, Macosquin Community Playgroup exercises good practice with respect to toileting children.

Only staff that have satisfied necessary police checks will be permitted to take children to the toilet.

Staff will report to the Leader or another member of staff before leaving the play area to take a child to the toilet.

Staff will respect the child’s privacy and cultural beliefs at all times and will encourage independence and good hygiene.

Equality and Diversity policy

Statement of intent

Our Playgroup is committed to providing equality of opportunity and anti-discriminatory practice for all children and families. 

Aim

We aim to:

1. Provide a secure environment in which all our children can flourish and in which all contributions are valued;
2. Include and value the contribution of all families to our understanding of equality and diversity;

3. Provide positive non-stereotyping information about different ethnic groups and people with disabilities;
4. Improve our knowledge and understanding of issues of equality and diversity; and

5. Make inclusion a thread that runs through all of the activities of the Pre-School/Playgroup.

Admissions

Our Playgroup is open to all members of the community.

We advertise our service widely.

We provide information in clear, concise language, whether in spoken or written form.

We base our admissions policy on a fair system.

We do not discriminate against a child or their family, or prevent entry to our Pre-School/Playgroup on the basis of colour, ethnicity, religion or social background.

We do not discriminate against a child with a disability or refuse a child entry to our Pre-School/Playgroup because of any disability.

We take action against any discriminatory behavior by staff or parents. Displaying of openly racist insignia, distribution of racist material, name-calling or threatening behavior are unacceptable on or around the premises and will be dealt with in the strongest manner.
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Training

We seek out training opportunities for staff and volunteers to enable them to develop practices that enable all children to flourish.

We review our practices to ensure that we are fully implementing our policy for equality and diversity.

Curriculum

The curriculum offered in the Pre-School/Playgroup encourages children to develop positive attitudes to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking.

We do this by:

Making children feel valued and good about themselves;
Ensuring that children have equality of access to learning;
Reflecting the widest possible range of communities in the choice of resources;
Avoiding stereotypes or derogatory images in the selection of materials;
Celebrating a wide range of festivals;
Creating an environment of mutual respect and tolerance;

Helping children to understand that discriminatory behavior and remarks are unacceptable;

Ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities; and ensuring that children whose first language is not English have full access to the curriculum and are supported in their learning.

Valuing Diversity in Families

We welcome the diversity of family life and work with all families.

We encourage children to contribute stories of their everyday life into the Pre-School/Playgroup.

We encourage parents/carers to take part in the life of the Pre-School/Playgroup and to contribute fully.

For families who have a first language other than English, we value the contribution their culture and language offers.

Food

We work in partnership with parents to ensure that the medical, cultural and dietary needs of children are met.

We help children to learn about a range of food, cultural approaches to mealtimes and eating and to respect the differences among them.

Collection and Non Collection of Children

Statement of intent

In the event that a child is not collected by an authorised adult at the end of a Pre-School/Playgroup session, the

Pre-School/Playgroup puts into practice agreed procedures. These ensure the child is cared for safely by an

Experienced and qualified practitioner who is known to the child.
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Aim

In the event that a child is not collected by an authorised adult, we will ensure that the child receives a high standard of care in order to cause as little distress as possible. We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children will be properly cared for.

Procedures

Parents of children starting at the Pre-School/Playgroup are asked to provide specific information that is recorded in our Registration and collection book:

Home address and telephone number - if the parents do not have a telephone, an alternative number must be given, perhaps a neighbour's;

Place of work, address and telephone number (if applicable);

Mobile telephone number (if applicable);

Names of other carers that are authorised by the childs parents to collect named child, along with the parental signature and consent.

Information about any person who does not have legal access to the child.

On occasions when parents are aware that they will not be at home or in their usual place of work, they record how they can be contacted in our Register.

Parents are informed that if they are not able to collect the child as planned, they must inform us so that we can begin to take back-up procedures. We provide parents with our contact telephone number.

If a child is not collected at the end of the session, we follow the following procedures:

The Register is checked for any information about changes to the normal collection routines;

If no information is available, parents/carers are contacted at home or at work;

If this is unsuccessful, the adults who are authorised by the parents to collect their child from Playgroup - and whose telephone numbers are recorded on the Registration Form - are contacted;

All reasonable attempts are made to contact the parents/carers, for example a neighbour is contacted or another member of staff visits the child's home;

The child stays at Pre-School/Playgroup in the care of two fully vetted workers until the child is safely collected;

The child does not leave the premises with anyone other than those named on the Registration Form or in the daily Register;

Staffing and Employment Policy

Statement of intent

We provide a staffing ratio in line with the requirements of the National Standards for Day Care (or higher) to ensure that children have sufficient individual attention and to guarantee care and education of a high quality. Our staff are appropriately qualified and we carry out checks for criminal and other records through the Criminal Records Bureau in accordance with statutory requirements.
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Aims

To ensure that children aged three - four years of  age and their parents are offered high quality early years care and education.

Methods

To meet this aim we use the following ratios of adult to child:

children aged three - four years of age: 1 adult : 8 children

A minimum of two staff/adults are on duty at any one time.

We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time.

We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection.

All staff have job descriptions that set out their roles and responsibilities.

We welcome applications from all sections of the community. Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation. 

Our Playgroup staff all hold NVQ Level 3 in Early Years Children’s Care, Development and Education qualification.

We provide in-service training to all staff.

We provide staff induction training in the first week of employment. This includes our Health and Safety Policy and Child Protection Policy. Other Policies and Procedures are introduced in the first half term.

We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.

We obtain references and criminal record checks through the Criminal Records

Bureau for staff and volunteers who will have substantial access to children.

Times and Fees Policy

We are open Monday to Friday from 8.45am until 12.00pm.

Please do not bring your child to the playgroup any earlier that 8.45am as the staff are setting out equipment for the start of the session.

All fees should be paid weekly or monthly.

If a child is absent through illness or other reasons full fees should still be paid as their place has been kept for them.

If a child is hospitalised no fees will be charged from the date of admission. This situation will be reviewed as necessary.

The committee has the right to review fees every year and if necessary to increase them accordingly.

Student Placement Policy

We recognise that the quality of work which goes on in a playgroup makes it an ideal place for students on placement from school and college childcare courses.
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Student are welcomed into the pre-school on the following conditions.

The needs of the children are paramount. Students will not be admitted in numbers, which hinder the essential work of the playgroup.

Students must be confirmed by their tutor as being engaged in a bona fide childcare course, which provides necessary background understanding of children’s development and activities.

Students required to conduct studies will obtain written permission from the parents of the child to be studied.

Any information gained by the students about the children’s families or other adults in the playgroup must remain confidential.

Unless registered as fit persons, students will not have unrestricted access to children.

Confidentiality Policy

Statement 

It is our intention to respect the privacy of children and their parents and carers, while ensuring that they have access to high quality early years care and education in our Pre-School/Playgroup.

Aim

We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.

Parents will have ready access to the files and records of their own children but will not have access to information about any other child.

Staff will not discuss individual children, other than for purposes of curriculum planning/group management, with people other than the parent/carer of that child.

Information given by parent/carers to the playgroup leader will not be passed on to other adults without permission.

Issues to do with the employment of staff, whether paid or unpaid will remain confidential to the people directly involved with making Personnel decisions.

Any anxieties/evidence relating to a child’s personal safety will be kept in a confidential file and will not be shared within the playgroup except with the leader and relevant staff.

Students on childcare courses observing in the playgroup will be Advised of our confidentiality policy and required to respect it.

All the undertakings above are subject to the paramount commitment of the playgroup, which is to the safety, and well being of the child. Please see also our policy on child protection.
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Staff Induction Procedure

1.
Teamwork is an essential part of any good group.  It is therefore essential to


share information about the group and make new staff, trainees and volunteers


feel welcome.

2.
Induction should be carried our for new staff, trainees and volunteers.

3. 
Induction is the responsibility of the line manager, usually the playgroup 


leader.  The playgroup leader should be inducted by the committee 


Chairperson.

4.
Initial induction should be carried out over no longer than two weeks after 


the adults takes up employment/placement/volunteering.

5.
A record should be kept of the induction procedure, issues covered and action


to be taken.  This should be signed by the playgroup leader and the member of 


staff being inducted.

Inclusion Policy

As an Early Years Community Playgroup we adhere to the principles adopted by the Early Years Team.

We believe that every pre-school child deserves a high standard of play and care.  Therefore, we operate an Inclusion Policy eliminating discrimination and ensuring equality in playgroup.

Children have a right to grow up and learn in an environment free from prejudice and without discrimination.  We know that without this freedom their development will be 

damaged.

Children who grow up feeling that they are inferior or that other people see them as inferior because of their gender, skin colour, disability or family background will fail to achieve their full potential.

Children who are allowed to assume superiority because of their colour, their gender, their religion, their able bodiedness, their class of for any other reason will have a false and damaging view of humanity.

The playgroup can be the starting point in a child’s journey towards self-esteem and an understanding of others.

Financial Procedures Policy

The three office bearers namely: Chairperson, Treasurer and Secretary, have authority for project expenditure. They will seek advice from staff and other committee members before financial projects or purchasing items.

Payments of over £50 must be approved by the committee at a committee meeting. This approval must be included in the minutes of the meeting.

Cancelled cheques will be marked as such and kept in the playgroups premises in a locked filing cabinet in a file separate from the cheque book. The cheque stub will be clearly marked that the cheque has been cancelled.
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The treasurer is responsible for receiving, recording and lodging monies and cheques. The assistant treasurer is responsible for receiving and recording fees.

There is to be more segregation of duties with the treasurer and another committee member namely assistant treasurer regarding counting the fees etc together.

Outgoing payments and cheques must have two out of three signatures as authorised by the bank.

The Accountant is responsible for storing the cheque book at 101 Coolvenny Road, Coleraine. This must be kept in a locked filing cabinet and must ensure that there are no pre-signed blank cheques.

The treasurer is responsible for preparing monthly bank reconciliation.

A full treasurers report is to be presented at all committee meetings. This report should be backed up original evidence, including bank statements, a bank reconciliation, lodgement books etc.

The committee will produce a projected plan of income and expenditure as soon as possible after the AGM. This plan will inform plans for fund raising and applications to funding bodies and will be referred to during the year.

The petty cash balance is £20. Supporting receipts and records are to be kept by staff and given to the treasurer as soon as possible.

Annual accounts will be audited independently.

Healthy Lifestyle Policy

At Macosquin Community Playgroup we believe that a Healthy Lifestyle is of paramount importance to the children.

We provide a healthy break and an attractive outdoor area to promote this.

We encourage the children to participate and try all activities that we provide. We involve childrens parents so as they can encourage their child to lead a healthy lifestyle at home.

Diet and physical activity patterns are to modifiable lifestyle behaviours that need to be influenced as early as possible, targeting all children and not just those who are already over weight.

It is the responsibility of all the sectors of society to contribute in any way they can provide a healthful environment.

Both innate and environmental factors are working against children having healthy diets but given the opportunity and correct dietary exposure children can learn to eat well and adopt a healthful lifestyle.

Healthy Break

We at Macosquin Community Playgroup have adopted a healthy break, which is available to all children within our setting.

We use fresh produce on a daily basis and give the children freedom of choice.
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We offer:

Toast, pancakes or muffins with butter

Fresh fruit comprising of:

Pears, apples, bananas, grapes, oranges, melon, kiwi, strawberries…….

These fruits vary depending on the time of year. We introduce different fruits to co-inside with our themes for example strawberries during the summer, pumpkin for Halloween etc etc

We try to use as many varieties as possible to keep the childrens interest up.

To drink we offer fresh milk or water.

Healthy break time is a great time for the children to use their social skills. We encourage them to help set the table for break time and work as a group. Each child before break washes their hands and places their name tag into a basket. This is done to ensure the staff that each child has attended break time.

We like to introduce new and exciting treats for the children during their pre-school year. At harvest time we would make vegetable soup and ask the children to help. Crispy buns are made during our Easter time theme by the children. They can then enjoy their own creations at break time. Porridge is introduced alongside our theme of Goldilocks and the three bears.

If you would like to discuss any issues that you may have or concerns, please feel free to do so with any of the staff. You may even have some suggestions that you believe may be beneficial to our setting regarding healthy eating.

Healthy Lifestyle Outside

Healthy lifestyle at Macosquin Community Playgroup also means being able to have access to outdoor space. The children play outside for a minimum of thirty minutes per session. In spring/summer (weather permitting) we would take the whole daily session outside providing water and shelter.

Our outdoor space comprises of natural plantation, digging areas, sensory plants and objects, challenges, construction, creativity, quiet areas, imaginative play, room for movement, tricycles, climbing activities etc

At Macosquin community Playgroup we carry out a daily risk assessment for indoor and outdoor play.

We adopt the principles of what you learn indoors can also be learnt outdoors for example jigsaw puzzles, books, painting, messy area, music, table tops etc and this can be extended to more options.

The children learn through play and we at Macosquin Community Playgroup enable the children to do so as freely and safely as possible.

The children are encouraged to participate in gardening, planting and learning about new growth/life within the outdoor environment.

We would encourage parental involvement and their approval for their child to learn in this natural way.
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Whistle Blowing Policy 

Macosquin community Playgroup aim to have a stimulating and team building environment for all staff and committee alike. Staff at Macosquin Community Playgroup are committed to achieving high standards whilst a member of staff (paid staff, voluntary or committee member). 

If a matter arises in the playgroup that an individual (this could be a member of staff, volunteer, committee member or student) thinks that another member of staff has acted in a way that has been a breach of their professional conduct e.g. if a member of staff acts in an unacceptable manner towards an individual child, parent or member of staff, then it is that individual’s duty to report the matter to immediately to the leader of the playgroup.
 
If the complaint is about the leader of the playgroup then the complaint should be brought to the attention of the committee immediately. If the complaint is about a member of the committee, the matter must be brought to the attention of the head of committee. 
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