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*** INDEX *** 
 

1 Parents, Carers, Visitors 
2 Overview of responsibility 
3 Aims and Objectives 
4 Empowering children 
5 Mission Statement 
6 A child needs play 
7 Useful phone numbers 
8 Contingency Arrangements 
9 Confidentiality 
10 Operational Planning 
11 Organisation Structure 
12 Admissions 
13 Registration Form 
14 Staff recruitment by parents/families 
15 Fees Policy 
16 Extra / Adhoc Sessions 
17 Free Early Education (FEE) and Free Early Education 

                  for Two Year Olds (FEET) 
 17a Early Years Pupil Premium (EYPP) 

18 Sessions changes / requests 
19 Update information form 
20 What we do as Practitioners? 
20a Key Person 
21 Early Years Foundation Stage (EYFS) in a nutshell 
22 Outdoor Learning Policy 
23 Going for a walk 
24 Safe Guarding Children 
25 Child Protection 
26 Safe Guarding and Child Protection in depth 
27 Sharing information 
28 Statement about Discipline 
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29 Handling Children 
30 Observation Forms 
31 Having a Cuddle 
32 Sleep Chart 
33 Partnership with Parents 
34 Self Esteem 
35 Late Collection of Children 
36 Missing or Lost 
37 Emergency Closure 
38 Complaints Procedure 
39 Equality Policy 
40 Behaviour Guide 
41 Stakeholder Behaviour 
42 Commitment to Childcare, Behaviour Management & 

Inclusion 
43 Inclusion Statement 
44 Inclusion Statement and Children with Special Needs 
45 Special Educational Needs (SEN) Procedure and 

Protocol 
46 Special Educational Needs 
47 Data Protection 
48 School Water 
49 Nappy Changing 
50 Intimate Care 
51 Nappy Changing Procedure 
52 Supporting Toilet Training 
53 Religious Festivals 
54 Additional Settings 
55 Laundry 
56 Saving Energy 
57 Food Policy 
58 Meals and Snacks 
59 Breakfast 
60 Food Hygiene Rules 



 

        Round and Round the Gardens  
 Childcare 

... the natural choice for your child. 
 

         Jack Temple Building . Pyrford Road . Pyrford . Surrey . GU22 8UQ 

 01932 355322 
 
   Company Director / Nursery Manager                                Company Secretary /  Business Manager 
     Suzanne Filson   BA (Hons) / EYPS                                       Andi Hart   Assoc.  CIPD  MIPA                                                                                                                         
  manager@roundandroundthegardens.co.uk                     admin@roundandroundthegardens.co.uk                                   
  

 

61 First Aid Box 
62 Serious Injury 
63 Head Injury Form 
64 Emergency Adrenaline Injection Form 
65 Guidance on Infection Control in Schools and other 

childcare settings. 
66 Notes on Illness 
67 Illness and Medication 
68 Teething 
69 Temperature Chart 
69a   NHS Information on Fever 
70 Fire Evacuation 
71 Fire Risks 
72 Fire Buddy 
73 Pets 
74 Opening and Closing Procedure 
75 Health & Safety Statement 
76 Health & Safety  
77 No Smoking 
78 Visual Images 
79 Staff Recruitment 
80 Company’s Commitment to staff 
81 Staff Conduct Agreement 
82 Staff Dress Code 
83 Staff Development & Retention Statement 
84 Staff Sickness / Absence 
85 Staff Stakeholder Pension 
86 Staff Training and Development 
87 New Staff Member Induction Day 
88 New Staff Member Induction Programme with Mentor 
89 Whistleblowing Code 
90 Written Employment Contract 
91 Criminal Conviction Declaration 
92 Staff Bank Details 
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93 Staff Declaration on Handling Bodily Fluids 
94 Staff Emergency Contact Details Form 
95 Disciplinary & Grievance Procedure 
96 IT / ICT 
97 ICT – Android Tablet 
98 Staff Children registered 
99 Parental Leave  
100 Maternity 
101 Peer on Peer Observation 
102 Leaving Staff 
103 Exit Questionnaire 
104 Staff Update Information Form 
105 Job Description – Nursery Manager 
106 Job Description – Business Manager 
107 Job Description – Deputy Nursery Manager 
108 Job Description – Room Leader 
109 Job Description – Room Supervisor 
110 Job Description – Deputy Room Leader 
111 Job Description – Nursery Practitioner 
112 Job Description – Assistant Nursery Practitioner 
113 Job Description – Nursery Assistant 
114 Job Description – Special Education Needs 

Coordinator (SENCo) 
115 Job Description – Nursery Support Assistant 

 


