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OPERATIONAL
PLAN
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This Operational Plan will be reviewed to annually. Its aim is that staff work within its framework.
*’Parents’ refer to individuals who have responsibility for the child.

CONTACT DETAILS
Address:                      		Cylch Bodhyfryd, 
Ysgol Bodhyfryd 
Ffordd Brynycabannau
Wrecsam.
LL13 7DA 
Phone Number:		01978351168 – School, 01978 542340 – Cylch,
           01978 536473 - Flying Start 							                 
E-mail Address:        cylchbodhyfryd@gmail.com       
     
CIW Registration Number:  CYM00006041
ICO Number: ZA309344
                    
PERSONS IN CHARGE
Leader		              			Ceri Thomas
Leader		              			Alison White
Deputy Leader					Julie Lloyd	    	
Assistant						Kirsty Edge
Assistant						Charlize Duckett			 
Assistant						Sian Owen
Assistant						Sarah Edwards
Business Manager	    				Rebecca Suckley		 
		 

RESPONSIBLE INDIVIDUALS
Trefor Jones-Morris
Rebecca Suckley                  		
Cylch Bodhyfryd, 
Ysgol Bodhyfryd 
Ffordd Brynycabannau,
Wrecsam.
LL13 7DA  


Phone number:                                                  01978 542340 or 01978 536473
E-mail Address: 	                         		cylchbodhyfryd@gmail.com

CHILDREN ACT 1989
Cylch Bodhyfryd acknowledges the importance of this legislation and undertake to implement it in the workplace at all times. The comfort, health, nurture, safety and dignity of the child is central to the day care philosophy at Cylch Bodhyfryd. 
UNITED NATIONS CONVENTION ON THE RIGHTS OF THE CHILD
Cylch Bodhyfryd operates in accordance with the United Nations convention, to this end children will have the right to expect every adult with responsibility over them to protect them from harm.
THE PROVISION
Facilities
Cylch Bodhyfryd is a Cylch Meithrin established to serve the children of Hightown, Wrexham. It is located in the grounds of Ysgol Bodhyfryd in a building suitable adapted with appropriate facilities.
Cylch Bodhyfryd is registered with the Care Inspectorate Wales for 78 boys and girls. CIW Registration Number: CYM00006041
The Cylch Meithrin takes every opportunity to encourage its staff to train extensively in every aspect of their work. 
Every member of staff is encouraged to undertake training. They have all completed basic training and concentrated on training for the new curriculum.  Staff training details are available in the staff file. 

The Building
Suitable security systems to control entry to and from the building e.g. gate, locks
Rooms suitably adapted to provide a stimulating environment
Toilets and a nappy changing area
Kitchen
An outside playing area with a safe surface
Meeting room for parents (the lobby or office)
An area to develop an enthusiasm towards nature and the environment
The cylch is registered to accept Flying Start and the Childcare Offer funding.


Resources
It is expected that all resources be kept in good condition and in the appropriate place.
Staff are expected to ensure that all the equipment is safe in every area. The cylch will dispose of any equipment in a poor state or not suitable for the cylch
Staff are expected to run a regular cleaning programme for all the equipment.

Language
The cylch operates through the medium of Welsh. The immersion method is used to introduce the language to the children.

Opening hours
Monday – Friday 8am-5:30pm
The cylch is open 39 weeks of the year, and will operate a holiday club.
Fees
£3 - 08:00-09:00 (Breakfast club)
£13 - 11:30-15:00 (Pre-school plus)
£12 - 09:00 -12:15/12:15-15:00 (Flying Start Wraparound)

Pre-School
£10 - 09:00-11:30
£23 - 09:00-15:00
£25 -  08:00-15:00
£35 - 08:00-17:30

After school Club
£6 - 15:00-16:00
£8 - 15:00-17:00
£10 - 15:00-17:30 

Payment must be made weekly/ monthly through bank transfer. 

MUDIAD MEITHRIN AIMS AND PRINCIPLES.
Aim
Principles
Acquiring the Welsh language is of advantage to children. 
Every child should have an equal opportunity to access Welsh medium services in the early years within easy reach of his home.
 Continuity in Welsh medium education is essential for every child attending our provision.
 Play is fundamental to the physical, emotional, linguistic, social and intellectual development of children. 
Children, whatever their needs, benefit from good quality early years experiences.
 The family is the foundation of a child’s development. Every opportunity will be provided for families to support the early years’ experiences of their children, and we will offer linguistic and social support for families through our provision’s activities.
Children’s rights, in accordance with the United Nations Convention on the Rights of the Child and the Children’s Act 2004, are very important. To this end children will have the right to expect every adult, who has responsibility for them, to protect them from all kinds of abuse. 

MUDIAD MEITHRIN’S STATEMENT OF VALUES
The Cylch Meithrin believes that every child has a right to:
Receive care, love and respect
Receive appropriate attention and support in order to meet his individual needs
Benefit from every opportunity to play
Guidance which will enable him to become a full member of society
Be stimulated to enable him to develop to his full potential
Benefit from early years experiences through the medium of Welsh
Be treated as an equal, irrespective of race, colour, religion, nationality or social background
Expect every adult who is responsible for him to defend him from all harm.
Develop his own identity and his sense of belonging to his local community 
Cylch Bodhyfryd will work in partnership with parents/carers/guardians to promote these values.

ARRANGEMENTS FOR REGISTRATION, ARRIVING AND LEAVING.
REGISTRATION
The cylch is registered to accept 78 boys and girls between the ages of 2 and 4 years old.
Accepting a child to Cylch Meithrin.
Before accepting a child in to the cylch consideration must be given to the following
Is there space available – must consider child to adult ratio, age of the child and registration limits.
Arrangements for Flying Start.
Date of the application – consideration must be given to those on a waiting list
Provision and suitable facilities – need to consider the needs and welfare of the child and their family
Ensure that the child has not come from a cylch where there is an infection.
Consider whether the child attends the school in the morning.
The cylch is registered to provide the 30-hour care.
The cylch is registered to deliver Flying Start.

Enquiries
Each parent/ guardian who has made an enquiry will receive a parent’s information pack for the cylch.
If a request is made by a parent to visit the cylch the request should be referred to the leader.
The parents/guardians will receive an invite to visit the cylch at a convenient time.
The leader will be responsible for any visits to the cylch and introducing the staff
If for any reason after visiting the cylch the parents/guardians decide not to register the child in the cylch the leader should contact the family to discuss the reasons why.
Each family should be provided with the following information: fees assistance grants, tax-free childcare, 30 hours’ childcare offer and Flying Start. 

Reserving a Place
The leader will discuss with the parents /guardians and answer any questions they may have and ensure that all the paperwork is complete.
If the child is eligible for a place through Flying Start / Childcare Offer, the leader will liaise with appropriate department to ensure that all necessary paperwork is completed to allow the child to start in the cylch.
The cylch in co-operation with the parents/carers will ensure that all the child’s personal details are kept up to date including information about those authorised to collect the child from the cylch.
Parents/Guardians are asked to sign a contract with the cylch. If for any reason the parents/guardian need to change their weekly arrangements a months’ notice will be required. The cylch will always endeavour to meet the needs of parents but availability cannot always be guaranteed.

	COMMENTS






ARRANGEMENTS UPON ARRIVAL.
The staff will welcome the parents/guardians and children and ensure that all children are signed in.
The leader opens the cylch’s main doors to parents. Parents cannot open the door themselves. In the leader’s absence the assistants will open the door.
Staff will welcome children and parents. 
The leader will receive the children by the cylch building’s main entrance. 
A member of staff will go to fetch the Meithrin Mwy children from the school after the school’s nursery session finishes at 11.30. 

COLLECTION ARRANGEMENTS
Parents/Guardians are asked to collect children on time. The Cylch Meithrin reserves the right to raise an additional fee if the child is not collected on time.
It is the staff who will open the main door to the cylch to parents/guardians. Parents cannot open the door themselves 
The Parents/Guardians collect the children.
The parents/guardians will be given information about the child’s day at cylch.
The staff should note the arrival and leaving time of each child if it is outside the usual session times. The Parent/Guardian will need to sign in and out.

STAFF ARRANGEMENTS BEFORE CHILDREN ARE COLLECTED
Ensure that all information that needs to be shared with the parent is ready.
The children are expected to have clean hands and faces (and nappies if relevant) in readiness for the parents/guardians.
Place each child’s belonging in their bags and return any dirty clothes/nappies in a tied bag.
Ensure that the children take everything home with them such as coats, bags or any work they have done at the cylch.
Only those parents/guardians or those noted on the collection of children form are permitted to collect the child. No other person is permitted to collect the child. If in any doubt DO NOT allow the child to leave.

TERMINATION
The cylch require a months’ notice from parents/guardians if any child is to leave the cylch. Fees are payable for that month.COMMENTS


Bad Weather Arrangements
The cylch’s leader will contact the responsible individual early in the morning. 
A decision about whether to close due to snow will be dependent on whether Ysgol Bodhyfryd closes the school, and whether staff members are able to reach work. 
If the decision is taken to close the cylch, the leader will contact parents by text, a closed Facebook group or phone call to inform them. 
Should severe weather strike whilst the children are at the cylch, then the leader must take the decision whether to close, keeping the following in mind:
Is it safe for parents to collect their children?
Can staff make it home from work?
Contact the parents as above. 

	COMMENTS:





RATIOS
Adult: child ratio
The adult: child ratio at the cylch is:
Age 2-3 – Ratio 1staff:4 children
Age 3 – 4 Ratio 1 staff: 8 children
If there are any difficulties meeting this ratio the matter must be referred to the leader urgently. The cylch bank staff who are all DBS checked and have a staff file will be able to cover, in order to meet the above ratios.
If a member of staff is unwell, they should notify the leader the night before or at the latest by 7.30 in the morning.

ILLNESS/INJURIES
The leaders and staff at Cylch Bodhyfryd want to encourage and support the health and wellbeing of all children in their care.
Specifically this includes monitoring the children for symptoms of Chicken pox, Measles, Rubella, Meningitis, Hepatitis, Diarrhoea, vomiting and temperature exceeding 101F 28C or above.
For the welfare of all concerned the cylch will not accept any child to Cylch Bodhyfryd if he or she is suffering from any contagious illnesses.
In cases of diarrhoea or vomiting the child must not return to the cylch until 48 hours after the symptoms have ceased.
Any concerns regarding infections or illnesses should be reported to the leader. A report will be made to CIW and Public Health if necessary.
The reason for any absence should be noted on the sickness form which is kept with the register.
In the case of an injury, the details must be noted in the Accident book and the staff, leader and parents/guardians must sign the book.
Any incidents should be noted in the incidents book. The staff member, the leader and the parents/guardian must sign the book.
A record must be kept on the child’s individual file.


BEST PRACTICE
Staff must be aware of any potentially dangerous situations such as small items within children’s reach, physical activity etc. Our policy is to avoid harm rather than deal with it.
Children must not be left unattended – in the room, outside or in the toilets.
Staff on work experience are not to be left unattended with the children.
Staff must encourage a positive relationship with the children. Steps should be taken throughout the day to ensure safety, wellbeing and comfort.
Our aim is to provide a safe and clean environment by maintaining the room and the resources and by providing clear guidelines to enable staff to work safely without risk to themselves or the children.
The cylch will offer any training or supervision needed by staff to ensure we meet these high standards.

MEDICATION
Medication can only be given with the express authority of the parent/guardian.
It is essential that the permission to administer medication form is signed by the parent/guardian.











ADMINISTERING MEDICATION
Parents must complete the Appendix 57 Form to give staff permission to administer medicine to the child.
When the child arrives with the medication the medication must be removed from the child’s bag and placed in the medicine box.
Some medicines must be kept in the fridge.
Care must be taken in the process of storing and administering medication. Medicine should not be placed on any work surface.
Only those staff with the permission to administer the medication should be noted on the form
When administering medication another two members of staff need to act as a witness. 
The parent /guardian should sign Appendix 57 at the end of the day to confirm that all relevant information about administering the medication has been given at the end.
Only medication prescribed by a doctor can be given to the child.
Medicine must be stored according to its instructions. Inhalers to be kept in a box in the kitchen.

	COMMENTS





ARRANGEMNTS IF A CHILD IS UNWELL.
With the welfare of the child and any other children at the cylch in mind, if in the staff’s opinion a child is ill the parents/guardian will be contacted and asked to collect the child as soon as possible.
If there is an accident or a serious accident the parents/guardian and the emergency services must be contacted urgently, and appropriate steps taken.
If the parent/guardian is not available, the leaders or another staff member will take charge of the situation and if necessary, accompany the child to the hospital with all the relevant information.
If children come into contract with blood, for example – through a nose bleed, cut, injury etc, follow the following procedure:-
Wear PURPLE gloves and a disposable apron
Place paper towels over the blood to soak it up
Put the paper towels in the appropriate bin
Clean the area with Milton fluid 
Put the used paper towels in the appropriate bin
Clean the area using clean paper towels, detergent and water
Rinse the area and dry it
Ensure that any equipment used is thoroughly cleaned and stored in the appropriate place 
Dispose of the apron and gloves and clean your hands thoroughly. 

ONLY DISPOSABLE MOPS AND CLOTHS ARE TO BE USED FOR THIS PURPOSE.
If blood is spilt on the carpet or absorbent surface, report back to the leader who will take the appropriate steps.
If there is an incident of biting especially where blood has been drawn the leader should be notified immediately.
All first aid incidents should be reported to the leader immediately.
If staff are uncertain whether first aid is needed the cylch policy is to discuss all matters with the leader/responsible individual to assess the situation.
Any accident or incident should be noted in the accident and incident books and discussed with the parents/guardians.

EMERGENCY
If a child needs urgent medical treatment and the cylch is unable to contact the parents/ guardian or any other emergency contact names the cylch will make any appropriate arrangements to ensure the safety of the child.
Signing the childcare contract (Appendix 58) and the registration form (Appendix 69)  permits the cylch to administer any emergency medical treatment that may be needed in an emergency.

ACCIDENT PROCEDURE
An accident and incident book are kept in the cylch Accidents are defined as anything which causes harm such as a child falling and hurting his arm, a member of staff falling and twisting an ankle. An incident is defined as anything that could have caused harm such as a child escaping from the cylch or a member of staff catching her foot on some wires but didn’t fall over.
The cylch need to ensure that the parent/guardian sign any accident or incident report. A copy of the report will also be sent to the responsible individual who will conduct an investigation in to the incident. Following this anything that that poses a risk in the cylch will need to be dealt with to prevent an accident from happening in the future.
If there is a serious accident or incident to a child, member of staff or visitor to the cylch then a report must be filed to the Health and Safety executive under the RIDDOR regulations (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) within 10 days. A report also needs to be made to CIW. A serious Accident is defined as follows:
Death or Serious injury
If an accident associated with work and one of its employees or a self-employed person working on the property causes death or serious injury or if a member of the public is killed or taken to hospital the relevant authority must be notified without delay.
Serious injuries which need notification;
Breaking any bone except for fingers, thumbs or toes.
Losing any part of the body
Dislocating the shoulder, hip, knee or back bone.
Loss of sight (permanent or temporary)
Chemical or hot metal burning the eyes or any injury involving the eyes.
Injury as a result of an electric shock or an electric burn which causes unconsciousness or requires hospitalisation for over 24 hours.
Any other injury; leading to hypothermia, illness as a result of a temperature, unconsciousness, injury requiring resuscitation, or hospitalisation for over 24 hours.
Unconsciousness as a result of suffocation or contamination from a biological harmful substance.
Illness requiring medical treatment, or unconsciousness as a result of inhaling, swallowing or absorption of harmful substances.



INJURY OVER 3 DAYS
If there is a work-related accident to an employee or a self-employed person working on the premises causing injury over 3 days the health and safety executive must be notified within 10 days.
An injury over 3 days is one that is not serious but    means that the person injured  has been absent from work or unable to work for more than 3 days (including days which would not ordinarily have been work days) 

ILLNESS
If a doctor notifies the cylch that one if its employees is suffering from a work-related illness and it’s a notifiable illness the cylch must then report the illness to the health and safety executive.
Illnesses/diseases include
Some poisons
Skin diseases such as vocational dermatitis, skin cancer, perforated ulcer, acne,
Respiratory disease such as asthma, asbestosis, mesothelioma,
Diseases such as leptospirosis, hepatitis, anthraces, legionellosis and tetanus.
Other diseases such as vocational cancer, some muscular conditions, vibration white finger and repetitive strain injury.

DANGEROUS INCIDENTS
If something happens that doesn’t cause a notifiable injury, but it could have easily caused such am injury it should reported immediately.
In order to report on any accident or injury the cylch should phone 0845 3009923 or a report can be made through the website. This website also provides further information on reporting accidents and incidents www.hse.gov.uk/riddor/cymraeg.htm
AFTER ANY ACCIDENT OR INCIDENT, THE RISK ASSESSMENT SHOULD BE REVIEWED

HEALTH AND SAFETY
The staff should be aware that there is a statutory and moral duty upon them to take all reasonable care of their own personal health safety and wellbeing and that of other members of staff, children, parents and visitors.
The health and safety rules at Cylch Bodhyfryd ensure that staff at all levels are aware of their responsibilities. The risk at Cylch Bodhyfryd is low but in order to ensure everyone’s safety the following must be followed:
Staff must adhere to strict standards of cleanliness and hygiene especially when changing nappies, in the toilet, and during food preparation and serving.
Nails must be kept clean and any cuts should be covered with a plaster.
Disposable gloves and aprons must be used when dealing with any bodily fluids or dirty clothes.
A report must be made to the leader on any diagnosis or suspected diagnosis of sickness to the leader.
Any member of staff who suspects that they may have been in contact with someone who has AIDS HIV or hepatitis should notify the leader immediately.
Any member of staff who suspects they may have been in contact with e-coli or other infection/virus should notify the leader immediately. They should not attend the cylch in person. The leader should report immediately to the registered person.
The entrance and exit to the cylch should be kept clear at all times.
A regular risk assessment of the room, structure and appliances must be undertaken.
All staff must be aware of the fire rules and a regular fire drill should be undertaken.
Staff must receive First Aid training and be aware of the procedure in the case of an accident.
No smoking is permitted on the cylch premises – inside or out.
No person is to visit the cylch without prior authorisation and without the leader first assessing any risk to the staff or children. If permission is given they must be escorted through the cylch. If in any doubt the responsible individual should be contacted.
Everyone must use the signing in and out book
Safety is important to the care given at Cylch Bodhyfryd and any neglect of health, safety and hygiene rules are treated seriously and could be a disciplinary matter.
If any staff have any concerns, they should contact the responsible individual.


Procedure for dealing with blood and other bodily fluids:
It is important that spillages of blood, faeces, vomit or other body fluids are dealt with immediately as they pose a risk of transmission of infection and disease.  Managers should ensure that arrangements and protocols are in place to deal with these spillages immediately and appropriately.  Protective clothing is to be worn by the practitioner, chlorine containing agents are to be used to decontaminate affected area.  Items, e.g. paper towels, used must be bagged and disposed of.  Area must be washed with detergent after decontamination and these items disposed of also.
ONLY DISPOSABLE MOPS AND CLOTHS ARE TO BE USED FOR THIS PURPOSE.
If there is an incident of biting especially where blood has been drawn the leader should be notified immediately
All first aid incidents should be reported to the leader immediately.
If staff are uncertain whether first aid is needed the cylch policy is to discuss all matters with the leader/responsible individual to assess the situation.
Any accident or incident should be noted in the accident and incident books and discussed with the parents/guardians.

POSSIBLE DANGERS.
Cylch Bodhyfryd will follow all policies and procedures in accordance with the Childminding and Day Care (Wales) Regulations 2010 and National Minimum Standards, in order to reduce possible risks. The cylch will undertake a full risk assessment of any dangers e.g. sun burn, wasp stings, rubbish, tripping, broken resources etc.
	COMMENTS





COMMUNICATION
Cylch Bodhyfryd encourages the staff to improve their skills in the work place. One of the necessary skills is communicating with parents
Each parent must be treated as an individual in a kind and professional manner
The respect of parents/guardians must be earned so they have confidence in us to care for their children.
Each communication with parents - over the phone, in writing, face to face is an opportunity to show the quality of service at the cylch.
Every staff member is expected to be welcoming and genial with parents and the public. 
Take time to talk to parents /guardians and listen to their views.
Remember to say goodbye to children as they leave. 
Our aim is to provide a high-quality service in every aspect of our work.

PHONE
The phone should be answered as soon as possible
Answer the phone with ‘Bore  Da/ Pnawn da Cylch Bodhyfryd...’
Ensure that there is always a pen and paper near the phone to record messages.
Messages should be conveyed as soon as possible, fully and clearly to avoid misunderstanding.
Phone calls should be returned as promised
Personal phone calls should not be taken unless urgent.

SHARING INFORMATION WITH PARENTS/GUARDIANS AND WORKIING IN PARTNERSHIP.
The cylch aims to transfer as much information as possible to the parents/guardians about the cylch through:
An information file for parents is available in the lobby, giving parents relevant information about childcare services.
Information on a child’s session.
Comments box to receive ideas from parents /guardians on how to improve the service.
Hold open morning type events during the year.







Cylch Bodhyfryd’s Noticeboard
The noticeboard will include:
General information about the cylch
Insurance certificate
Mudiad Meithrin membership certificate
CIW certificate

Other notice boards will show:
The children’s work and displays relating to the theme in the cylch.

Transferring information through the daily record 
Where appropriate, parents/carers will receive a daily activity form at the end of each session, recording details of 
What activities the child has been doing
Any other relevant information



	COMMENTS




QUALITY OF CARE
Mudiad Meithrin aims and principles are central to every aspect of the cylch work.  The quality of care is ensured through:
Registration with CIW
Registration with Mudiad Meithrin – bronze standard.
Providers of Flying Start.
Staff training – ensuring every member of staff receives statutory training and has the opportunity to attend training for continuous professional development.
Appraisals and performance management.
Following the Health pre-school scheme.
Registering with Public Health
Registering with Designed to Smile.
Annual self-evaluation for ESTYN and CIW
Feedback from parents
Working in partnership with parents/carers to meet the individual needs of each child.

● To provide continuous quality care to the children it’s vital that all essential information is transferred effectively, and that we work together as a team. 


● It’s important that all staff are continually looking for ways to improve the quality of the care offered to children. 

● Every staff member is expected to look smart and dress in a professional manner, wearing the uniform of Cylch Bodhyfryd. The uniform must always be clean. 

● Caring for the children, it’s vital that the staff have a happy and enthusiastic attitude and are always careful and polite to parents.

● The staff must work as a team. Cooperation and respect for other staff is essential. 

● Staff are not to use any physical punishment or mental stress on children. The term ‘term time’ should not be used at any time. Swearing is always prohibited. 

●The success of Cylch Bodhyfryd is dependent on the professional and caring service we offer to the children, and the confidence parents and the public have in us to deliver the Service. 
● Staff must read and follow the guidelines/rules in the Staff Handbook.

	COMMENTS





CYFARFODYDD

MEETINGS
Full staff and Responsible Individual meetings 

Full staff meetings will be held four times per year.
Minutes will be kept in the relevant book in the cylch. 
A fortnight’s notice of the meeting will be given to ensure that childcare arrangements can be made so that everyone can attend the meeting.
Staff are expected to read the minutes and contribute and share ideas on the items to be discussed.
Every staff member is expected to attend. 
If a member of staff cannot attend a formal apology should be sent through the leader.
The meeting will be an opportunity for everyone to voice their opinion on the cylch.
[bookmark: _Hlk117777973]
	COMMENTS





Staff Meeting 
Purpose of the meetings:
Discuss matters related to the running of the rooms
Planning for the coming fortnight taking the children’s needs into consideration
Discuss duties and responsibilities for the following fortnight
Discuss relevant children confidentially
Discuss incidents and accidents to address any patterns. 


	COMMENTS







STAFF UNIFORM
During work hours every member of staff is expected to conform to the rules on Cylch Bodhyfryd’s uniform;
The cylch T shirt
Cylch Sweatshirt
Plain black trousers ( ¾ trousers in the summer)
Cylch Fleece/ Hoodie
Flat black shoes – No open shoes such as flip flops
Hair should be tied back
Stud earrings only
A watch with no sharp edges that could scratch the children
No necklaces, bracelets or rings except for a wedding ring.
No rings to be worn in the nose, eyebrows or mouth.
No bright make up.
Nails should be kept short to avoid scratching the children.

	COMMENTS







TOILETS AND NAPPY CHANGING
Toilets
The children are encouraged to use the toilet independently (where appropriate)
Ensure that they wash their hands with soap and running water and dry their hands with paper towels.
REMEMBER that some children whilst playing will forget the need to go to the toilet, children should be asked regularly if they need to go to the toilet. Until a child is fully dry accidents will happen and they will need to be dealt with in an effective and sensitive manner.

If there is an accident the following procedure should be followed.
Make sure that the child is dealt with immediately and that they are given plenty of comfort.
Secure the area for cleaning
Wear disposable gloves and aprons and ensure there are clean clothes to hand.
Clean the child in the changing area.
Dispose of any solid matter in the toilet and place the soiled clothes in a bag for the parent to wash at home.
The clothes should not be put to soak in water.

TOILETS AND NAPPY CHANGING.

Procedure for Nappy Changing.
The child’s privacy must be ensured when following this procedure.
Ensure that all the equipment is in good condition.
Collect everything that is needed before starting.
Collect the child.
Wear disposable gloves and place a disposable cover over the changing mat each time.
Whilst changing the nappy do not leave the child unattended.
Place the dirty nappy in a double bag and in the bin provided or ready for the child to take home.
Place the cotton wool/wipes and dirty gloves in a plastic bag and in the bin
Place the sign changing station not cleaned above the changing area. 
Wash your hands and the child’s hands with soap and running water and dry with paper towels.
Return the child to the main room.
Return to the changing station and clean with water and dry with paper towels.
Clean the area with anti – bacterial solution.
Put everything away and ensure the station is clean and tidy.
Remove the sign changing station not cleaned from the wall.
Wash hands with soap and running water.
Re – stock the station if necessary.
Complete the nappy changing form on the wall
Record on the child’s daily sheet.
Ensure that parents have signed Appendix 71a – the permission slip to change nappies. 


	COMMENTS






PROCEDURE AT SNACK TIME
Procedure on food preparation.
Put tables and chairs out ready for the children if necessary.
Clean all the tables with anti-bacterial solution.
Wash hands
Wear an apron.
Gather everything together.
Clean the food preparation area.
Wear disposable gloves.
Prepare the snack in the kitchen.
Prepare the children ready for snack – Ensure that they all have washed their hands. Ensure that the older children have been to the toilet and that the younger children all have clean nappies.
Place the children to sit by the table
Serve the food/drink ensuring that the children have an opportunity to serve themselves.
Staff to use appropriate language and encourage the children to say Diolch.
Staff to sit with the children and chat.
Wash the hands and faces of the children if necessary.
Clear the tables with assistance from the children and wipe the tables with anti –bacterial solution.
Brush the floor if necessary.
A variety of healthy well balanced nutritious food will be served. Any individual dietary needs can be met whether they be relating to a medical condition, religious or cultural beliefs.
Fresh drinking water is available throughout the session.


	COMMENTS





OUTSIDE
The cylch will ensure that there is appropriate outside space available. It must be safe and in a good state of repair. Only the cylch children will use the space whilst the cylch is open. 
The cylch must ensure that there are appropriate resources and outside activities for outside play.
So that children can move freely from inside to outside it is expected that that the outside doors are open during the session. Only in cases of cold weather should the doors be shut.
When the weather is wet the children will need to wear appropriate clothes e.g. wellingtons and waterproof coat/trousers.
For the children’s safety is vital that every member of staff co-operate and keep a close eye on children and their movements in an out.
A full risk assessment of the outside space must be undertaken at the start of each session – before the children go outside.
One member of staff to ensure that the gates and fences are secure.
Ensure that there are always enough staff outside to satisfy the staffing ratio.


	COMMENTS





FIRE GUIDELINES
Procedure in the case of a fire
When the fire alarm sounds and it is not a drill You MUST react immediately.
The staff to gather all the children to the fire door as shown on the plan.
The leaders to ensure that she has the cylch phone and register.
Count the children as they leave the room.
Walk the children out of the door and out of the building to the fire assembly point.
Register the children and ensure they are comfortable.
Await confirmation from the fire service that it is safe to return to the building. If it is not safe contact parents/guardians to collect the children.



FIRE PRECAUTIONS.
Conduct a regular risk assessment of potential fire hazard and review on a regular basis.
Ensure that there is a sufficient supply of fire extinguishers placed in convenient places and tested in accordance to fire regulations.
Ensure that a fire drill is undertaken at least once every term and a record kept of form DT (Appendix 56a)
Ensure that the alarms are tested weekly and recorded on form PLT (Appendix 56)
Ensure that all staff receive training on fire prevention.COMMENTS




POLICIES

Copies of all policies are available at the Cylch and can be viewed at any time.

AN UP-TO-DATE LIST OF CYLCH BODHYFRYD’S POLICIES ARE AVAILABLE TO VIEW AT ANY TIME.
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