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This pack provides an overview of the Nursery policies and procedures, a full copy is displayed at the setting or is available on request


Our Aim

Brighter Minds Ty Isaf aims to provide a nurturing environment for all children to flourish.  Children will have the opportunities to use their imagination, explore, take appropriate risks and develop their natural curiosity.  We will do this by offering a high-quality play experience suitable for all ages, in a safe and secure setting.


What we offer

Brighter Minds Ty Isaf is a full day care provision and are an inclusive setting and we will cater to meet children’s individual needs.  We are registered with CIW. 
The provision is located within Ty Isaf Infant School in the demountable behind the nursery building.  We offer breakfast club, sessional playgroup, Flying Start places, fee paying or childcare offer wraparound and after school provision.  We offer places for children after their 2nd Birthday until 8years of age.  
  
We will be offering a high-quality provision term time only.  
The sessions we offer are:

Breakfast club: 7:45am until 9:15am.
Sessional playgroup: 8:30am until 11:00am 
Wraparound: 11:45am until 3:15pm



We are offering a home from home environment which is designed to be an inviting space to children to explore their natural curiosity. Parents can feel safe in the knowledge that their child(ren) are cared for by a highly qualified and dedicated staff team.  

The layout of the provision will be catered to meet the ages of the children. We have created an inviting environment that is suitable for all ages, however we can adapt and enhance the areas to meet the needs of the children.  We will encourage the older children to be fully in part of their setting and will be asking them for ideas and activities that they are interested in.  

Our Childcare Setting is registered by Care Inspectorate Wales (CIW) under part 2 of the Children and Families (Wales) Measure 2010 to provide day care as a Limited Company. Our Public Liability and Employer’s Liability Insurance certificates are displayed on the parent’s notice board. 

Staff will walk with the children to and from their designated classroom.  
Parents are asked to park outside the nursery entrance or access the train station car park for additional spaces.  
There is a large secure outdoor area that children can access independently which benefits from a free flow design.

Admissions

Parents/carers are to provide all relevant contact details and information regarding any special requirements or needs of a child.  Although there is no minimum, we do advise that the child spends two sessions per week with us so that the child is familiar with the provision & the staff.

If places are oversubscribed the child’s name will be placed on a waiting list. We can offer parents flexible options, but we request parents to complete a contract on registration. 

A deposit of £50 (non-refundable) will be required to secure the child’s place. Contract, registration forms and additional forms must be returned to the manager with the deposit to ensure your place has been held.

For sessional playgroup sessions at Brighter Minds Ty Isaf, we ask for 1 month’s fees upfront to secure place.

Fees are expected to be paid on the designated date and advance warning will be provided, however late fees may accrue additional charge.

Fees are calculated per calendar month in advance, so the fees will vary slightly from month to month, depending on how many weeks there are in that month. Wraparound and After School Club fees are calculated in the same way during the school terms. Extra sessions will be added on to the same month invoice.  Any parents required sessions during the school holidays will be subject to availability and the holiday fee or full day care fee will be charged, as we have not included school holidays in the calculations above. Should children require holiday club, priority will be given to children who use the wraparound/after school club. 

We are only a term time provision and closed for all bank holidays, and holiday provision will need to be book in advance and will be held at the Brighter Minds Main Nursery, 12 Gwendoline Road.
 
All fees are payable in ADVANCE (not arrears) by standing order by 1st of each month. Alternatively, you may pay by BACS transfer. We also accept Childcare vouchers or Salary Sacrifice (for workplace nurseries).   Please quote your child’s name as the reference.  On payment you will be given a receipt to retain for your records. 

We have a strict policy on non- payment of fees and your childcare place will be at risk if you do not pay, so please ensure your account is kept up to date. Any extra sessions requested must be paid for in advance or on the day – we will only provide extra sessions if we have the resources available i.e., space & adequate staffing. If you require a permanent change to your booked sessions this must be requested in writing to the manager who will endeavour to meet these changes. 
 
Brighter Minds Nursery does not operate on overdraft facility on any nursery accounts.  Late payment of fees may accrue additional charges.  Where fees fall into arrears, your child’s place is withdrawn with immediate effect until the account is paid in full. 

Parental contracts state it is the responsibility of the parent to keep up to date with fee payment.  Where fees are unpaid, we will pursue the matter via the small claims court or appoint a Debt Collection Agency.  Should the matter get to this stage, your child will not be permitted to re-join the nursery.

Arrival and Collection

Parents/carers will be asked to sign in/out of their child arrival and collection times of the setting; a register will also be used to record your child’s attendance. Please discuss the Password and Keyword procedure with the manager; we require as many emergency contacts as possible. 

Parents are asked to collect their child on time, late collection will accrue an additional charge of £5.00 for every 15minute period after the nursery is closed.

Similarly, if a parent is going to be late collecting a child, they must let the nursery know and arrange a suitable known adult to collect the child. (For safety of the child we would like to meet all adults who are on the emergency contact list and likely to collect the child). 
Please note that children can only be collected by a known adult who is 16 years or over.  

If your child is not attending, we ask for the parent to contact the nursery before the start of the session.

Settling in

[bookmark: _Hlk75354965]For Playgroup and Flying Start sessions:

We understand that this can be a difficult process and we wish to make it as a smooth process as possible.  For playgroup session we will offer settling in sessions to allow the child to get used to their new environment.   We ask for parents to bring a comforter/toy that will help your child to settle in his/hers surroundings. 

We view each child as an individual and understand that some children take longer than others to settle. We understand that some children can adapt to their new surroundings more quickly than others. Staff will ensure parents are kept informed of their child’s progress and ask for parents to support this process. We may have to accommodate shorter sessions until your child is settled in his/ her new routine.

All other sessions:

Parents are asked to complete a one-page profile ‘All about me’ sheet which highlights your child’s likes and dislikes and what is important to them.

Our Staff Team

Person in charge; Hayley McWilliams – Working towards Level 5. 
Deputy Leader: Faye Davies – Level 5 Qualified.
Practitioner – Katie Fletcher& Abida Shabir – Level 3 qualified. 

Our staff team have a wealth of experience of child development and ensuring children have the very best experiences in a high-quality environment.  

We will always have the correct staffing ratio to meet the numbers of children attending to be compliant with CIW.


What will your child be doing while they are with us?

In all the sessions we will be encouraging children to experiment with different resources and they are likely to get messy.  We will be building on children’s real life experiences, allowing them opportunites to be creative and use their imaginations.  We will be promoting children’s play outdoors and embracing the natural environment.  Please can you dress you child approriately to allow them to be active learners in play.




We ask that parents please bring a small bag with two sets of change of play clothes (just in case of minor accidents), outdoor coats and wellies.   If your child is still in nappies/toileting please bring spare nappies, wet wipes and clothing. We would ask that you bring in a pair of slippers or indoor shoes.

Please label all items clearly with your child’s name.

Meals and Snacks


We will provide a selection of sugar free cereals for breakfast club and a variety of healthy snacks for playgroup and after school club.   
 
Milk and water are served with snacks and is provided throughout the day.

We follow the guidance for the Gold Standard Healthy Eating Award and adopts the following approach to healthy snacks. Healthy snacks taste good, are lower in fat, salt and sugar, as well as being higher in vitamins. They also contain fewer additives. 
 
We also ask parents to provide a healthy lunch box for the children in wraparound.  

Behaviour

All children have a right to feel safe and secure in our care. Staff acting as role models and displaying considerate attitudes encourages acceptable social behaviour. We will praise the children and give positive encouragement wherever possible, though unacceptable behaviour will be responded to individually and discreetly. This will be in an appropriate way, taking full account of the child’s level of understanding.


Establishing strong parent partnerships

Brighter Minds staff will ensure that there is an open and honest communication between parents/carers.  Parents are asked to read all the setting polices and be aware of staff duties to keep all children in their care safe from harm.   




All children will be allocated a staff member, who will be their keyworker. This staff member will also build up a strong partnership with the parents.   
Parents are informed that if a child has an accident or incident in the setting, this will be recorded and the parent will receive a copy of the recording.  
Similarly, if a child comes into the setting with an existing injury, this must also be recorded by staff. Parents will be required to sign to agree the details given and will receive a copy of the recording.
The staff team will value parental information and ensure that there is opportunity to discuss the child's time at the session.   
We ask parents to sign up to the Family app so that we can update parents with photos of their child’s time with us.
Children who will be accessing playgroup and Flying Start will receive an overview sheet of their child's day.  For those children who will be taking up wraparound places, staff will get feedback from the teachers and ensure any notes are passed with the child.  
The staff will see the parents at the end of the session to discuss the child's day. There will be separate parent evenings held, where parents can come to view their child's work and discuss their child's development and progress.  It is also an opportunity for parents to contribute and provide feedback on the service.
We encourage parents to feel free to view their children’s photos and artwork in the setting and see how they have contributed to planning by expressing their own feelings and interests.  We will also be planning community events such as Summer BBQ and Christmas Fayre, plus linking into the school events. 

We welcome any comments or feedback and we have a suggestion box in the setting or have a chat with a member of staff. Parents will be asked to complete questionnaires during the year to help us improve our service.

Inclusion

We aim to ensure our setting reflects and meets the needs of the local community and incorporates equal opportunities in all aspects of the service. Our childcare setting is offered to all children regardless of their needs and abilities.  

We will ensure we work closely with parents in order to accommodate children who have additional needs and complete a child one page profile. 
We adhere to the new ALN measures to support children and families who wish to access the provision.  We aim to work with parents to adapt existing routines towards those of the setting. 

Complaints Policy

We operate a parent complaint procedure and all complaints are treated seriously and promptly.  We ask parents to speak to the Manager/ Leader (person in charge) to discuss any concerns.  

If you have a more formal complaint, then please refer to our formal procedure located in the Grievance policy or alternatively please contact Helen Morris directly.

You also have the right to contact CIW informing them of any complaints/concerns about the setting. CIW are the body with which Brighter Minds Childcare Nursery is   registered. 
 
CIW 
Welsh Government office Sarn Mynach Llandudno Junction LL31 9RZ

Telephone: 0300 790 0126	          		
E-mail: ciw@gov.wales                    Website: www.careinspectorate.wales

Safeguarding 

In accordance with the Wales Safeguarding Procedures our setting has a robust safeguarding policy in place which all staff adhere to. 

All staff receive ongoing training and have a legal responsibility to report any concerns. All concerns must be kept confidential, with information only being shared on a need-to-know basis. When setting staff have concerns for a child the leader will discuss this with the parent. In some circumstances, this may not be possible, and advice would need to be sought from IAA Information, assistance and Advice). 

As the child’s parent / carer you will have access to your child’s file upon request. (Only when it would be deemed harmful to the child would access be refused). 

Staff cannot accept friend requests at any time from parents/carers for any social networking sites.

Please refer to our Safeguarding policy

Data Protection
Our privacy notice lets you know what happens to any personal data that you give to us, or any that we may collect from you. It applies to all instances where we collect your personal data. We will only record your personal details if you provide them voluntarily via our website contact forms, by contacting us via e-mail or filling in details on contact forms and enrolment packs. We may revise and change this privacy notice from time to time by updating this policy, in order to reflect changes in the law and/or our privacy practices. We are based in the UK, so your personal information will never be transferred outside of the EU. 
 
[bookmark: _Hlk33560577]Medication 
Medicines will only be administered if prescribed for the child by a doctor and are stored in original container, which is clearly labelled with the child’s name and instructions for use.  Parents / carers will be required to provide the details of first dose of the child’s medication and inform staff of any possible side effects that have occurred whilst taking the medication.  On arrival the parent/carer will give prior written permission for staff to administer any medication, as well as details of the last dosage given.  
If antibiotics are prescribed, the child cannot attend until they have been taking it for 48 hours. This is to allow time for the antibiotics to work and to allow the child to recover. 
We require parents to sign the child’s medication record form and this is kept confidential in the child’s file.
Staff will work with parents if their child is on a medical health care plan, this will be reviewed as necessary or after an event of a medical emergency.   

Arrangements for Dealing with an Emergency  
In the event of illness, accident or emergency, we will act on the parent’s behalf and take such action as we consider appropriate. This may include taking your child from the nursery to seek medical attention. Every effort will be made to contact parents in all cases of emergencies. 
There will be at least half of the staff team who have a current Paediatric First Aid certificate



INFECTIOUS ILLNESS INFORMATION

If your child has an infectious illness (see below) we kindly ask that your child does not attend the setting until your child has recovered and inform the setting your child will not be attending.  If the staff are concerned that your child is too poorly to attend or stay in the session you will be asked to collect your child and seek medical advice if required.

If you child is unwell with any of the below, parents are reminded that they are still required to pay for their child’s place.

If your child is unable to attend Brighter Minds as they have (or are suspected of) contracting a communicable or infectious disease, you are asked to inform the nursery immediately.  Please refer to the Welcome Pack and Illness and Infection Policy.

Staff will ensure parents are notified if there is an outbreak of an infectious illness. Likewise we would appreciate parents/carers’ co-operation if their child comes down with, or is exposed to an infectious disease.  

The table below is a guide on whether or not an individual with an infection should attend a setting e.g. a school or workplace.  This is based on the level/period of infectiousness and not on whether the individual is well enough to attend. If uncertain, individuals should stay at home and seek advice from NHS Direct Wales 0845 46 47 (NHS 111 where available), their pharmacy or General Practitioner (GP).  
	Rashes and skin infections 
	Length of Time an individual is to be kept away from Setting
	Comments 

	Unexplained rashes should be considered infectious until health advice is obtained. 

	Athlete’s foot 
	None  
	Athletes’ foot is not a serious condition. Treatment is recommended 

	Chickenpox 
	5 days from onset of rash AND until all vesicles (blisters) have crusted over 
	Infectious for 2 days before onset of rash.  SEE: Vulnerable Individuals and Pregnancy (below)

	Cold sores, 
(Herpes simplex) 
	None  
	Avoid kissing and contact with the sores.  Cold sores are generally mild and self-limiting. 

	German measles 
(rubella)* 
	Four days from onset of rash 
	Preventable by vaccination and covered by the routine immunisation schedule (MMR x 2 doses). SEE: Pregnancy (below)   

	Hand, foot and mouth 
	None
	Not to be confused with Foot and Mouth disease in animals

	Impetigo 
	Until affected areas are crusted and healed, or 48 hours after commencing antibiotic treatment 
	Antibiotic treatment speeds healing and reduces the infectious period 
 

	Measles* 
	Four days from onset of rash 
	Preventable by vaccination and covered by the routine immunisation schedule (MMR x 2 doses). SEE: Vulnerable individuals and Pregnancy (below)  

	Molluscum contagiosum 
	None  
	A self-limiting condition 

	Ringworm  
	None 
	Keep covered. Treatment is recommended 

	Scabies  
	Affected individual can return after first treatment
	Household and close contacts require concurrent treatment 

	Scarlet fever* 
	Individual can return 24 hours after commencing appropriate antibiotic treatment 
	Antibiotic treatment recommended for the affected individual. 

	Slapped cheek/Fifth disease/Parvovirus B19 
	None 
	SEE: Vulnerable individuals and Pregnancy (below)  

	Shingles 
	Individual only to be kept away from setting if rash is weeping and cannot be covered 
	Can cause chickenpox in those who are not immune i.e., have not had chickenpox. It is spread by very close contact and touch. If further information is required, contact the Health Protection Team.  SEE: Vulnerable individuals and Pregnancy (below)

	Warts and Verrucae 
	None  
	Verrucae should be covered in swimming pools, gymnasiums and changing rooms 

	Diarrhoea and vomiting illness 

	Diarrhoea and/or vomiting 
	48 hours from last episode of diarrhoea or vomiting 
	 If there are more than two cases in a setting, please inform the Health Protection Team/Environmental Health Officer

	E. coli O157 VTEC* 
 
Typhoid [and paratyphoid] (enteric 
fever)* 
 
Shigella* (dysentery)

	Should be kept away from the setting for 48 hours from the last episode of 
Diarrhoea.  Some individuals may need to be kept away from the setting until they are no longer excreting the bacteria in their faeces.  Always consult with the Health Protection Team/Environmental Health Officer
	Individuals aged 5 years or younger those who have difficulty in maintaining good personal hygiene, food handlers and care staff need to be kept away from the setting until there is proof that they are not carrying the bacteria (microbiological clearance).

Microbiological clearance may also be required for those in close contact with a case of disease. The Health Protection Team/Environmental Health Officer can provide advice is required.

	Cryptosporidiosis 
	Keep away from setting for 48 hours from the last episode of diarrhoea. 
	Individuals should not be permitted to swim for two weeks after the last bout of diarrhoea has ended.  

	Respiratory illnesses 

	COVID-19 (coronavirus-19) 
	10 days from onset of symptoms (high temperature > 37.80C; new continuous cough; or loss of/change in sense of smell or taste). OR 10 days from date of test, if asymptomatic.
	Infectious for 2 days before onset of symptoms/test date to 10 days afterwards.  Can return after 10 days if no temperature for 48 hours without medication. 
SEE: Vulnerable individuals and Pregnancy (below) and Welsh Government advice on vulnerable people. INFORM the Health Protection Team of a single case. Necessary control measures will then be advised. 
We would ask that you clarify and reaffirm the position with parents that if a child is told to self-isolate, they cannot attend any setting until the isolation period is over.


	Flu (influenza) 
	Until recovered 
	SEE: Vulnerable individuals (below)

	Tuberculosis 
	Always consult the Health Protection 
Team 
	Requires prolonged close contact for spread 

	Whooping cough 
(pertussis)
	48 hours from commencing antibiotic treatment, or 21 days from onset of illness if no antibiotic treatment 
	Preventable by vaccination and covered by the UK routine immunisation schedule. After treatment, non-infectious coughing may continue for many weeks. 

	Other infections 

	Conjunctivitis 
	None
	If an outbreak/cluster occurs, consult the Health Protection Team 

	Diphtheria* 
	Must not attend setting.  Always consult the Health Protection Team 
	Preventable by vaccination and covered by the UK routine immunisation schedule. Family contacts must be kept away from setting until cleared to return by the Health Protection Team. The Health Protection Team will consider the risk of any contact the individual has had with others if necessary.  

	

Eye and ear infections
	

None. The Health Protection Team can advise if an affected individual needs to be kept away from the setting.
	

As both viruses and bacteria can cause eye and ear infections, not all will require antibiotic treatment.  

	Glandular fever 
	None
	Infectious for up to 7 weeks before symptoms start. Glandular fever can cause spleen swelling so avoid sports or activities that might increase risk of falling and damaging spleen.

	Head lice  
	None
	Treatment is recommended only in cases where live lice have been seen 

	Hepatitis A*
	Individual should be kept away from the setting until seven days after onset of jaundice (or seven days after symptom onset if no jaundice)  
	In an outbreak of hepatitis, A, the Health Protection Team will advise on necessary control measures 

	Hepatitis B*, C*, 
HIV 
	None  
	Hepatitis B and C and HIV are blood borne viruses that are not infectious through casual contact.  

	Meningococcal 
Meningitis* / septicaemia 
	Until they have received the appropriate antibiotic. Always consult the Health Protection Team
	Several types of meningococcal disease are preventable by vaccination. There is no reason to keep siblings or other close contacts of the individual from attending settings. In the case of an outbreak, the Health Protection Team will advise on any action needed.  

	Meningitis due to other bacteria*
	None
	Haemophilus influenzae type B (Hib) and pneumococcal meningitis are preventable by vaccination. There is no need for the Health Protection Team to identify people the individual has been in contact with. There is no reason to exclude siblings or other close contacts of the individual from settings. The Health Protection Team can advise on actions needed 

	Meningitis viral* 
	None
	Milder illness. There is no need for the Health Protection Team to identify people the individual has been in contact with There is no reason to exclude siblings and other close contacts of the individual from settings.  

	MRSA 
	None 
	Good hygiene, in particular hand washing and environmental cleaning, are important to minimise spread.

	Mumps* 
	Five days after onset of jaw/neck swelling  
	Preventable by vaccination and covered by the routine immunisation schedule (MMR x 2 doses).

	Threadworms 
	None  
	Treatment is recommended for the child and household contacts 

	Tonsillitis 
	None
	There are many causes, but most cases are due to viruses and do not need an antibiotic.


*denotes a notifiable disease/organism. It is a statutory requirement that doctors report a notifiable disease to the proper officer of the local authority (usually a consultant in communicable disease control/Health Protection). 

Snack Menu…

Week 1.

	Monday
	Crackers and cheese with cucumber and tomatoes

	Tuesday
	Crumpets and Blueberries

	Wednesday
	Pitta bread, peppers, and cream cheese

	Thursday
	Plain Rice Cakes, banana 

	Friday
	Toast with Orange and Apple



Week 2.

	Monday
	Plain Rice cake with Apple 

	Tuesday
	Crumpets and strawberries

	Wednesday
	Cheese with Plain bagel and Blueberries

	Thursday
	Toast with apple and Banana

	Friday
	Carrot and Cucumber sticks with breadstick








Week 3.

	Monday
	 Plain Rice Cake with Cream cheese and cucumber

	Tuesday
	Toasted Muffins with cheese and Strawberries

	Wednesday
	Pitta bread, hummus, and carrot sticks

	Thursday
	Breadsticks, Tomatoes, pepper, and Cucumber sticks

	Friday
	Oatcakes with Melon
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