[image: A group of owls in a nest

Description automatically generated]
Caring for Babies, Toddlers and Preschool


Procedures for all rooms


This guide is here for all present staff, new staff, trainees, cover staff and any staff in the nursery who have been asked to work in the Baby Room.
The following elements are guidance to good practice that will be followed by staff in the Baby Room at all times.

· There will be safe and appropriate areas that are maintained for mobile and non-mobile children.
· Sleeping children are supervised by the staff members on duty and a record of the checks are made on the sleep record sheet. This information includes the time that the baby has gone to sleep and woken up which is shared with parents at the end of the day.
· Staff must be aware of the babies’ sleeping routine and the method used to help the child to go to sleep, this is discussed at the child’s ‘All About Me’ meeting.
· Children must not be forced to sleep.
· Young babies sleep positions are discussed with parents during the settling in period. We would advise parents on sleeping position according to the NHS guidelines and considering latest advice on sudden infant death syndrome.
· Children’s nappies are checked regularly. The record of nappy changing timings is maintained and shared with parents.
· Staff always wear gloves and aprons while changing a nappy or dealing with other bodily fluids.
· Staff always wear gloves and aprons when dealing with sickness and diarrhoea.
· The room leader must ensure that all staff follow the daily cleaning programme to minimise any germs or bacteria.
· Staff inform parents when they require more formula milk, nappies, wipes, and spare clothes. When a child is toilet training, we advise parents to bring a large amount of spare clothing as children are prone to having accidents.  
· Staff must inform management of any outbreaks of contagious illness which will be communicated to parents through the use of our parent portal or verbally
· Staff must ensure that chairs and tables are wiped down before and after meals with antibacterial cleaning fluids.
· Staff must never shout, shake or physically miss-handle a child.
· Staff must meet and greet each parent and child.
· In the Baby Room, feedback is provided verbally but also on a daily basis using the parent portal. In the Toddler and Pre-School room, staff provide parents with daily feedback. This feedback should be personal and individual to each child.
· Staff must be aware of any dietary requirements and must make sure that they check their allergy charts and table mats before every meal or snack. They must also update management in case of any new allergies that arise and ensure the kitchen is aware of this before any meals are prepared.
· Staff must ensure that all children are securely held and picked up correctly when travelling around the school or outdoors.
· All settling in dates and transitions must be arranged with the Room Leader and management. This will need to be done at least 4 weeks in advance.

It is the Room Leader’s responsibility to ensure that the following tasks are completed as soon as a new child starts within their group.

· Introduce yourself to the child’s parents and inform them who will be their child’s Key Person.
· Label peg.
· Label wipes, creams and nappies.
· Place the child on the appropriate Key Person chart.
· Label sleeping mat, sheets and blankets.
· Ensure the child’s name is included on the room registers; this will be completed by the Manager or Deputy Manager.
· Place the child’s name on the dietary requirements list and ensure the kitchen staff are aware of this.
· We support toilet training in the setting and follow what the child is doing at home; this could be through the use of a potty or toilet. 
· A quiet activity is provided for children who do not go to sleep.

image1.jpeg




