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Working with parents and confidentiality policy  

In order for me to offer a child the best possible care, it is important I work in 
partnership with parents, and where appropriate, other settings and agencies to 
achieve this. I am happy to discuss any aspects of a child’s care, at any time that is 
convenient for all parties, either in person or via telephone or email. 

All information on children and their families is stored securely and treated 
confidentially. I keep records of parents and other emergency contacts, signed 
contracts and consent forms, details of children’s individual needs, observations 
and learning journeys. I check that the information is up to date when contracts are 
reviewed and expect parents to inform me if any details change in the meantime. 
Information will only be shared if parents give permission or there appears to be a 
child protection issue. Information is provided to Ofsted if required as part of an 
inspection or other investigation. 

I expect parents to inform me of any changes in a child’s home circumstances, 
care arrangements, who will drop off or collect the child or any other change which 
may affect the child’s behaviour, including a new baby, parent’s separation/divorce, 
new partner or bereavement. 

I expect parents to keep private and confidential any sensitive information they 
may accidentally learn about my family, setting or other children and their families, 
unless there is a child protection issue. 

I keep parents informed about activities and share information about the children 
verbally at drop off and collection times and by sending home learning journeys 
once a term. Daily diaries will be completed if a parent requires them. I am 
available outside of my usual working hours for meetings with parents as needed. 

I welcome parent’s feedback on my service and send out annual service 
questionnaires. I ask parents to keep me informed about the children’s needs, 
interests and achievements at home to enable me to incorporate this into the care 
and activities I provide. 

I will notify parents in advance, when I am to be inspected by Ofsted so that they 
can contribute their views. I will provide parents with a copy of the inspection report 
within five days of receiving the report. 
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Behaviour policy 

I aim to provide a quality childcare service for parents and children, and make all 
adults and children feel welcome in my home. I believe that children react and 
grow with positive encouragement. I aim to set the children a good example and 
always praise wanted behaviour, positive attitude and helpfulness. I set clear, age-
appropriate boundaries. I encourage responsibility by talking to children about the 
consequences of their behaviour and helping them to share and resolve their 
differences. 

I provide a happy, safe environment for children, and encourage them to develop 
social skills. 

I do not use physical punishments and will only use physical intervention to prevent 
a child: 

 Injuring themselves 

 Injuring another individual 

 Damaging property 

I will issue a written record of any incidents to the parents of all children involved. 

I will agree methods to manage a child’s behaviour with parents before a 
placement starts. 

I ask that parents inform me of any changes in a child’s circumstances that may 
affect their behaviour including new baby, parent’s separation/divorce, new partner 
or bereavement. This information will remain confidential unless there appears to 
be a child protection issue. 

I work with parents to ensure that their child receives consistency of care. I make 
myself available to discuss a child’s care with parents and resolve any 
issues/concerns. 

If a child shows unwanted behaviour they will be removed from the situation and 
distracted with another activity. 
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Inclusion policy 

I aim to include all children and families at my setting. 

I provide a range of challenging and enjoyable activities for each child to develop to 
their full potential, taking into account age and stage of development, gender, 
ethnicity, religion, language and ability. 

I work with parents and other professional agencies to ensure the individual needs 
of all the children in my care are met. I will attend additional training and make 
reasonable adjustments to my service to help me support children with additional 
needs. 

Children are given equal access to toys, equipment and activities that are 
appropriate to their age and stage of development. 

Children are not discriminated against in any way. I challenge discriminatory 
remarks or behaviour and explain why this is inappropriate and unacceptable. 

I provide books, toys and resources that reflect positive images and examples of 
the diversity of life in our society and discuss different religious and cultural 
festivals with the children. 

I try to make children feel included, valued and respected. I encourage the children 
to respect each other by celebrating the differences that make us all unique. 
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Learning and development policy 

The Early Years Foundation Stage outlines the welfare and the learning and 
development requirements for children from birth until the 31st August following 
their fifth birthday. I aim to provide activities that cover the six areas of learning and 
development: 

 Personal, social and emotional development. 

 Communication, language and literacy. 

 Problem solving, reasoning and numeracy. 

 Knowledge and understanding of the world. 

 Physical development. 

 Creative development. 

I find out about children’s individual needs and interests through observation and 
discussions with their family. This enables me to plan for and provide experiences 
to help each child progress towards the Early Learning Goals. 

I complete learning folders for children showing the child’s learning with 
photographs (where written parental permission has been given) and examples of 
the child’s work. These are sent home at least once per term for the children to 
share with their families. The learning folders are given to children to keep when 
they reach the end of the Early Years Foundation Stage (or stop using my service). 
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Food and drink policy 

As part of my commitment to children’s health and development I provide healthy, 
balanced and nutritious meals, snacks and drinks in accordance with the children’s 
dietary requirements. 

If parents wish to provide meals and/or snacks for the children I ensure they are 
stored appropriately. 

I will provide clean age-appropriate eating and drinking utensils in accordance with 
children’s cultural requirements. 

Children are offered drinks of water, milk or smoothie. Fresh drinking water is 
always available. At breakfast, children are offered buttered toast and a choice of 
cereals (I do not purchase sugar or chocolate coated cereals). Snacks consist of 
fruit, breadsticks, cheese and yoghurt. I provide a packed lunch style meal at 
lunch-time and a cooked meal at tea-time (if required). 

I hold a Level 2 Award in Food Safety in Catering (renewed every three years) and 
am aware of my responsibilities under food hygiene legislation. 

My kitchen is registered with the Local Authority Environmental Health Department 
and has been inspected by them. 

The family pet is kept out of the kitchen at all times. 

Babies are changed away from the kitchen. 

Laundry is never carried out during times of food preparation. 

If there is an outbreak of food poisoning affecting children in my care I would notify 
Ofsted (Tel: 0300 123 1231) at the earliest opportunity, but definitely within 14 days 
of the incident. 

Receipts will be kept for all food purchases, so that if there is an outbreak of food 
poisoning I can trace the outlet where the food is purchased. 
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Safeguarding policy 

My first priority is to the children in my care.  

I will attend child protection/safeguarding courses regularly to keep up-to-date with 
current legislation and information. I have a copy of the Local Safeguarding 
Children’s Board procedures. 

Children will only be released from my care to their parent or other authorised 
people detailed on the child’s records. 

If a child arrives with visible injuries, I will make a record and ask parents to sign it. 

Ofsted and the local authority will be notified immediately of any allegations 
concerning the abuse/neglect of a child whilst in my care. 

I have a duty of care to report any suspicions I have regarding the abuse/neglect of 
a child or any disclosures made to me by a child to Social Services and Ofsted. 
Unless I believe it would put a child at risk of further harm, I would discuss 
concerns with a parent first. These concerns will be reported by a telephone call 
and followed up in writing within 48 hours. Any reports will be as detailed as 
possible, including: 

 Name, age and date of birth of child 

 Parents/carers names, address and telephone numbers 

 The current location of the child and parents/carer. (If the child is with me, when 
they are due to leave). 

 Ethnic origin/special needs 

 The reason for the report including injuries, discussions with the child/other 
witnesses (including dates, times, locations), any actions taken and who has 
been contacted 

 Any immediate/impending danger to the child. 

It is not my responsibility to investigate any allegations myself. 
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Child protection concerns are treated confidentially and information is only shared 
with people that need to know. 

Children’s Social Care Access Team   Ofsted 
Ground Floor, Norfolk House    Piccadilly House 
Walker Place       Store Street  
Rotherham       Manchester 
S65 1AS       M1 2WD 
Tel: 01709 823987     Tel: 0300 123 1231 
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Medicines policy 

I will only administer medicines to children if I have received written parental 
permission. Parents will be informed of the time and dosage of any medicines 
given and will be asked to sign to confirm I have informed them. 

Medicines will be stored in a locked cupboard, in their original packaging and 
according to the product instructions. 

If a child in my care has long term medical needs I will ensure that I have sufficient 
information about their individual condition and work in partnership with parents 
and other health professionals to manage the child’s health needs. 
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Illness policy 

My policy is to keep children safe, promote good health and take the necessary 
steps to prevent the spread of infection in my setting. 

Sickness 
If a child becomes ill whilst in my care or I believe they have an infectious disease I 
will call parents to collect the child immediately. Children will be allowed to return to 
the setting when they have been free of symptoms for 48 hours, or in accordance 
with Health Authority guidelines. As agreed in the contracts with parents, the full 
fee is payable if a child is ill. 

If a child in my care is diagnosed with an infectious illness, I will inform the parents 
of the other children, whilst maintaining confidentiality. 

If I or a member of my household is unwell or has a confirmed infectious illness, I 
will notify parents as soon as possible. As I will be unable to offer my childminding 
service no fees will be payable while I am closed. 

Hygiene 
I promote good hand-washing before eating/handling food and after using the 
toilet. 

I ensure that a supply of tissues and disposable wipes are available. 

I wear disposable gloves for changing nappies and cleaning up bodily fluids. These 
are discarded after use. 
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Accident and emergency policy 

My policy is to keep children safe and supervised at all times. My premises have 
been checked by an Ofsted Inspector. I have conducted a risk assessment of my 
home and also for any outings we go on. Evacuation drills are practiced with the 
children. 

I have a valid First Aid Certificate and keep a stocked First Aid kit in my car and 
home. Parent’s contact numbers are stored with the First Aid kits. I obtain written 
permission from parents to administer First Aid and seek emergency treatment. 

Accident Procedure 
If there is an accident, I will reassure the injured child and make sure that the other 
children are safe. If I am able I will deal with the accident. If not, I will call 999 and 
follow their instructions. 

If the child needs to go to hospital, I will take the other children with me. I will 
contact the injured child’s parents to inform them. I will then call the other children’s 
parents and arrange for them to be collected. I will do my best to make sure the 
children are safe, reassured and calm. 

If a child has an accident or injures themselves while in my care, I will record the 
details in my accident book. I will provide the child’s parent with a copy and ask 
them to sign to say they have received it. 

If the accident is significant I will inform Ofsted (Tel: 0300 123 1231), the Local 
Authority (Tel: 01709 823987) and my insurance company. 

Emergency Evacuation Procedure 
In the event of a fire or other emergency that requires the premises to be 
evacuated, all children will be told calmly that we need to leave the premises 
quickly. The main exit from the premises is the front door, and if it is safe to do so, 
we will leave this way. Babies and smaller children will be carried outside. If the 
front exit is blocked, we will go onto the back garden through the patio doors and 
leave the premises through the garage. We will assemble at the small car park to 
the left of the property. The emergency services will then be called. If the weather 
is bad we will seek refuge with a neighbour. The children’s parents/emergency 
contacts will then be called to collect the children.  
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The premises will only be re-entered when I have been advised by the 
professionals that it is safe to do so. 
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Outings policy 

It is my policy to keep children safe whilst on outings. 

In order to do this, I will ensure that: 

 Children are supervised at all times. 

 The ratio of adults to children will be as stated in my registration certificate. 

 Trial runs and risk assessments are completed for each outing. 

 Written parental permission is obtained for each outing. 

 I take parents contact numbers, a fully charged mobile phone and first aid kit 
with me on outings. 

 My car has up-to-date insurance, MOT and road tax. 

 Children travel in age-appropriate car seats. 
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Lost child policy 

I closely supervise children when we are away from the childminding premises. 
Risk assessments are carried out for any trips or outings. I teach the children about 
safety when we are out and about and tell them what to do if they become lost, 
according to their age and stage of development, for example, stay where they are 
or meet at a specified place. 

If children were to get lost, I would search the area immediately and contact the 
police. If a child went missing in a public place I would notify the staff and security 
staff. I would contact the child’s parents and Ofsted (Tel: 0300 123 1231). Other 
children would be kept with me and reassured. 
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Uncollected child policy 

Children can only be collected by the people who are listed on the child’s records. 

If a child is not collected within 45 minutes of the agreed collection time, I will try 
calling the child’s parents. I will then try the emergency contacts. If I am unable to 
obtain a response after 90 minutes from the agreed collection time, I will contact 
the Local Authority Duty Social Worker (Tel: 01709 823987) and follow their 
instructions. 

I reserve the right to charge an additional fee for late collections. 
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Smoking policy 

It is my policy to ensure that children are in a smoke-free environment whilst in my 
care. 

I will ensure that no-one smokes in my home or gardens when children in my care 
are present or about to be present. 
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Alcohol and other substances policy 

It is my policy to keep children safe when they are in my care. 

I ensure that I am not under the influence of alcohol or any other substance that 
may affect my ability to care for the children. If I am prescribed medication, I will 
confirm with the Doctor that it will not affect my ability to care for the children. 

I will ensure that alcohol and any medicines are kept in a locked cupboard. 
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Complaints policy 

I aim to work in partnership with all parents to meet the individual needs of their 
children and provide a quality childcare service. I expect parents to inform me 
immediately if there is any aspect of my service that they are not happy with so I 
can work with them to resolve this. Parents can make a complaint to me, either 
verbally or in writing. 

It is a condition of my registration to investigate all written complaints relating to the 
Early Years Foundation Stage and notify the complainant of the outcome within 28 
days of the receipt of the complaint. Ofsted will also be notified at the earliest 
opportunity that a written complaint has been made. 

Written copies of all complaints and the subsequent investigations will be kept for 
at least three years. I will maintain confidentiality, but as required I will provide 
Ofsted with the details of the complaints and outcomes. 

If the complaint cannot be resolved or a parent does not wish to discuss it with me, 
I will provide them with Ofsted’s details. 

Ofsted 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
Tel: 0300 123 1231 
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Parent / guardian signature 
I have read and understand all the policies set out in this document. 

Parent / guardian of (child’s name) 

 

 

Parent / guardian’s name 

 

 

Parent / guardian’s signature 

 

 

Julie Rees signature 

 

 

 

Date 
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Document revision history and update policy 

This document will be fully reviewed annually during the first week of November 
but can be amended at any time. 

Where amendments are made, all parents / guardians of children will be provided 
with a copy and asked to sign an acknowledgement. 

Copies of this document are available for review from the website 
www.julierees.co.uk. 

Version Date Author Note 

1.0 18th November 2011 J. Rees New edition of policy document  

 

http://www.julierees.co.uk/
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