[image: image1.jpg]



STATEMENT OF PURPOSE – COVID-19
We continue to live and work through unprecedented times and facing enormous challenges brought on by the coronavirus pandemic. 
We now provide a service for all parents. We are operating a service between the hours of 7am-6pm Monday – Friday.
Every day brings its own challenges, and every day is different from the next. We are working alongside Public Health Wales and receive daily updates from the UHB Chief Executive. 
We have had guidance on risk assessments and staff who come under the vulnerable category have an individual risk assessment. 
We follow the Welsh Assembly Guidance on Protective Measures in Childcare Settings.
Our service continues to operate with the same Ethos, Aims and Objectives.
Ethos

At The Teddy Bear nursery we provide a homely, welcoming, nurturing and caring environment where children feel safe, relaxed and secure. We ensure that the children are protected, respected, listened to and valued as individuals and believe children learn best through play, we continually consider ways to enhance the children’s learning, developing their self-esteem and confidence.
Aims and Objectives
The Nursery works to ensure that the educational and social needs of the children will be identified and provided for with due care and attention, and in such a manner will offer a reliable service for working parents seeking, whenever possible, to enhance the quality of the children’s total experiences of life.
We are a registered Day Nursery and meet the requirements of the Care Inspectorate for Wales. We are an English language setting that encourages the use of the Welsh language. Our CIW registration number is W070001028. We are part of Wales PPA and NDNA Organisations. 
We hold the Gold Standard Plus Healthy Eating Award. We have achievied the Healthy Sustainable Pre-School Scheme award and also the NDNA (National Day Nursery Association) Quality Count Award which we were accredited the Platinum Level of Achievement. This has enabled us to review our quality and practice in all areas, against a set of best nursery practice standards. 
The nursery also participates in the Designed to Smile Programme, however, due to Covid-19 this initiative has been suspended until further notice.
The ultimate aim of the UHL Teddy Bear Nursery is to provide the highest standard of care for the children that attend the Nursery and serve the parents by always meeting agreed requirements and continually seeking to improve upon this.

Our objectives are to provide good quality, reasonably priced childcare in a caring, secure, stimulating, nurturing, happy, healthy and well-managed environment, for all staff of the University Local Health Board, and members of the public.
Children Attending

The Teddy Bear Nursery welcomes all children and aim to respond appropriately to each child’s background and individual needs. 
Wherever possible the nursery is committed to the integration of children who present with additional learning needs.  
We admit children of both sexes aged between three months and five years divided as follows:

We currently have 46 children on register. 
	Baby Bears
	12
	3 months – 18 months

	Little Bears
	13
	18 months – 2½ years

	Big Bears
	21
	2½  – 4 years



We are following the Government Guidance on social distancing which advises us on the measures we should all be taking to reduce social interaction between people in order to reduce the transmission of coronavirus (COVID-19). Therefore we are monitoring the amount of children we have daily to ensure there is adequate amount of space in each area.
Staffing
Staff members are recruited, employed within and work to, or exceed, regulatory requirements at all times.
We benefit from a stable and long serving staff team. The majority of our staff have been with us for over 10 years. We aim to keep staff in the same group rooms to promote a sense of security and familiarity for the children attending. Majority of the staff hold a level 5 qualification in child care and education. All staff hold Food Health and Hygiene certificates and are Paediatric First Aid trained, most of which hold the 12 hour Paediatric First Aid certificate.

The staff are empathetic and caring and always put the children in our care first and foremost, safeguarding their best interests and wellbeing at all times.  The staff understand their roles and responsibilities in relation to safeguarding.

All staff attend Level 2 Safeguarding training and management have Level 3. 
Staff are encouraged to attend online courses for their continual professional development
All staff have now been asked to voluntary undertake weekly Lateral Flow Tests. 
Service
The nursery is open from 7.00 am to 6.00 pm Monday to Friday. Sessions available are on a half or full day basis, the hourly rate is also offered where needed. 
The nursery is closed on Bank Holidays. 4 weeks notice must be given if there is to be a substantial change in normal weekly attendance or if a child is due to leave nursery. 
Sessions available:-

	Full Day
	7am or 8am – 6pm

	Half Day am
	7am or 8am – 1pm

	Half Day pm
	1pm – 6pm


We review the service provided regularly for quality assurance purposes taking into account the views of children, parents, staff, inspectors and other professionals involved with the children using this establishment. 
Our service has been adapted to minimise the risk of Covid-19. 
The temporary measures we have put in place are as follows:- 

· Parent/carers are not to enter the setting and must drop children off at the door, should parents wish to discuss any matters with staff, and this can be done over the telephone or via email. 1 parent only in the gated area.
· All parent/carers are to wear a face covering at drop off and collection.

· All staff to wear a surgical face mask at all times. During settling in sessions staff will remove face mask to reassure and comfort the child.
· Feedback will be given at a safe distance.

· On arrival to the setting, children, staff and any persons entering the setting are required to wash their hands with antibacterial soap and warm water for a minimum of 20 seconds.

· Hand sanitizer must be applied before entering the play rooms.

· Hand washing will be required regularly throughout the day by staff and children. 

· Children and staff are asked to cover their mouth and nose with a tissue or sleeve (not their hands) when they cough or sneeze

· Tissues are to be placed in the bin straight away and hands washed immediately afterwards.

· Children will have access to sand, water or malleable materials in individual trays.

· All toys and equipment that children have access to are sterilised after use.

· Surfaces are to be disinfected regularly throughout the day, using disposable cloths or paper towels. 
· No persons are to come into the setting for 7 days, if they have:

*A high temperature – you feel hot to touch on your chest or back

*A new, continuous cough – this means you have started coughing repeatedly. 

*Loss of taste or smell
· Any children showing any signs of the above will be sent home and asked to have a PCR test, children can return with a negative result if they well enough to return.
· If anybody in their household has a positive test for Covid then they cannot return to the setting for 10 days.

· Staff will be sent for testing if they display symptoms 

· Staff with a positive result are to self-isolate in accordance from advice from Track and Trace.
Nursery School Pick-Up Service 
We are now offering our pick-up service by foot from Llandough Nursery School morning session only. We resumed this service mid-September after liaising with the school about minimising the risk of Covid transmission between two settings. A risk assessment has been formulated for this daily activity which takes in consideration the following elements:-

· Parental consent obtained

· Staff to adhere to the approved route by foot using the pelican crossing on Penlan Road

· Adult/child ratio adhered to at all times

· Qualified staff perform this task only

· Wrist straps to be used

· Mobile phones to be taken

· First Aid kit to be taken

	Pick up time at Nursery School
	11.30am 

	Arrival at UHL nursery
	11.45am


The taxi service remains suspended. 
Daily Routine

During the day children will be encouraged to follow the routine of the Nursery, which differ depending on the age and developmental stage of the child. Individual needs of children will be catered for whenever possible.

An example of the daily routines is as follows: 

	Breakfast
	8.30 – 9.00

	Combination of continuous play and planned activities, outdoor play
	9.00 – 10.00

	Mid morning snack
	10.00 – 10.15

	Combination of continuous play and planned activities, outdoor play, circle time, singing and rhyme time
	10.15 – 11.45

	Teeth Brushing Time
	Suspended

	Lunch
	11.45 – 12.15

	Sleep Time
	12.15 – 1.45 (18mnths – 3yrs)

	Rest Time, story time
	12.15 – 12.30 (pre-school)

	Combination of continuous play and planned activities, outdoor play
	12.30 – 1.45 (pre-school)

	Teeth Brushing Time 
	Suspended

	Mid afternoon snack
	2.00 – 2.15

	Combination of continuous play and planned activities, outdoor play
	2.15 – 3.30

	Tea
	3.30 – 4.00

	Combination of continuous play and planned activities, outdoor play
	4.00 – 5.30


Meals

The children are provided with breakfast, a mid-morning snack, 2 course lunch and afternoon tea. Drinks are available throughout the day when requested.

We cater for all dietary requirements.
Menus are displayed in the hall for your information. Copies are available upon request.

Breakfast 
 
A choice of cereal and toast
Snacks 
 
Fresh fruit daily or a snack governed by the Healthy Eating Award
Lunch 
 
A 3 week menu is provided daily by the UHB catering services

Tea  
 
An assortment of hot and cold food governed by the Healthy Eating Award
Record Keeping
We keep a number of records to ensure that we are in possession of the information we need to keep children safe and secure in the absence of their parents. 
These include, parents contact information, health questionnaire, medical consent form, religious or cultural requirements, special dietary requirements, administration of medication, provision of long term medication, illness guideline, emergency contact information, outings guideline and photographs permission. Medication given upon written request from parents is recorded and signed by administering staff, witness and parents.

Terms and Conditions
Care will be provided under the terms and conditions of the contract.
Parents are given copies of the Nurseries Parent Contract Handbook. One copy is required to be signed and returned to the nursery prior to their child starting at Nursery. We have compiled a comprehensive set of Guidelines for nursery parents, staff and child users. Copies are displayed in the nursery and they can be accessed via the UHB Childcare Intranet Page.
For the Emergency Care children parents have been give one copy of the contract.
Admissions Guideline
Waiting List Criteria:

· UHB employees who have a sibling already attending the Nursery

· UHB employees

· Children of immediate family members i.e. Grandchildren, Nieces, Nephews, Step Children (in residence) etc.

· Cardiff University employees and student’s children

· Members of the Public

These criteria will be reviewed regularly.

Settling In
The settling in procedure has temporarily changed due to covid-19. We currently offer one parent with their child to visit in the well ventilated staff room with one member of staff at a 2 meter distance. Both parent and staff member will be required to wear a face mask, the parent will complete a visitor declaration form, wash and use antibacterial gel on arrival. The session is kept to minimal time and the child is encouraged to leave the parent and visit their new surroundings and peers. 
During settling in sessions staff will remove their face mask to reassure and comfort the child.

Further visits are arranged at different times of the Nursery day so that each child is aware of all the situations and changes within the Nursery routine. These visits help the child settle into the Nursery routine. Due to covid-19 parents are asked to hand over their child to a member of staff outside the nursery entrance.
If it is not possible to arrange for pre-start visits it will be likely to result in a delayed starting date. The number of visits will be determined by the Nursery Manager after the first introductory visit.

Parents must return all completed forms and photographs on the day of the last visit.  IF THE NURSERY DOES NOT RECEIVE ALL COMPLETED PAPERWORK THE CHILD WILL NOT BE ABLE TO START.
PRIVACY NOTICE – General Data Protection Regulation (GDPR)

A Privacy Notice described how the UHB Nurseries collects and uses personal information about employees of the UHB Nursery (Employees), children attending the UHB Nursery (Child or Children) and the parents of the children (Parents) – known collectively as You or Your in accordance with the General Data Protection Regulation (GDPR).

The UHB Nurseries are ‘Data Controllers’.  This means that we are responsible for deciding how we hold and use personal information about You.  We are required under Data Protection Legislation to notify You of the information contained in a Privacy Notice.

This Notice applies to Employees, Children and Parents.  This Notice does not form part of any Contract of Employment or other Contract to provide services.  We may update the Notice at any time, but if we do so, we will provide You with an updated copy of the Notice as soon as reasonably practical.

It is important that Employees, Children and Parents read and retain the Notice, together with any other Privacy Notice we may provide on specific occasions when we are collecting or processing personal information about You, so that You are aware of how and why we are using such information and what Your rights are under the Data Protection Legislation.
Staffing
Management Structure - UHL Nursery – 2021
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	Suzanne White 

Senior Childcare Manager
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	 Gemma Aherne
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Your contact information
Kelly                                                       Lisa
Kelly Lovell                                             Lisa Martin
Nursery Manager                                     Deputy Nursery Manager
Teddy Bear Nursery                                 Teddy Bear Nursery
Llandough Hospital                                  Llandough Hospital
Penlan Road                                            Penlan Road
Penarth CF64 2XX                                    Penarth CF64 2XX
 

Tel:  25697 / 02921 825697                     
E-mail: Kelly.Lovell@wales.nhs.uk
Arrangements for dealing with complaints
and concerns
Complaints will be dealt with swiftly, sensitively and confidentially.  The complaint will also be dealt with in accordance with standard 19 of the National Minimum Standards for Day-care. 

Complaints will be dealt with swiftly, sensitively and confidentially.

The welfare of the child will be paramount in dealing with any complaint.

The nursery will keep a record of all complaints, the outcome of any investigation and action taken which may be viewed by CIW at any time.

Informal resolutions will be dealt with within 14 days.

This time limit may be extended with the agreement of the complainant

The complainant will receive written confirmation of the agreed resolution.

Formal considerations will be dealt with within 28 working days, or sooner if reasonably practicable.

This time limit may be extended with the agreement of the complainant.

The complainant will receive written confirmation of the outcome of the complaint including a summary of the nature of the complaint, the conclusions and the action to be taken.

A copy of the response will be sent to CIW.
If the complaint cannot be resolved within 28 days CIW will be informed of this and given an explanation as to why it has gone outside the timescales.
Includes where:
· the complainant has stated in writing that they intend to take court proceedings

· where the registered person is taking or proposing to take disciplinary proceedings

· where the registered person has been informed that an investigation is being conducted by any person or body in contemplation of criminal proceedings

· where a meeting involving other bodies has been convened to discuss issues relating to the protection of children

· a simple version will be held while the complaint is considered for concurrent application.

Care Inspectorate Wales

CIW South East Wales

Welsh Government Office
Rhydycar Business Park
Merthyr Tydfil
CF48 1UZ


Telephone: 0300 7900 126
E-mail:       ciw@gov.wales
Registered Person

Cardiff and Vale University Health Board

Andrew Crook

Woodland House

Maes-Y-Coed Road

Cardiff

CF14 4TT

Telephone: 02921 836280

Email:  Andrew.Crook@wales.nhs.uk
Arrangements for dealing with any Emergency
Illness

In the event of a serious accident or sudden illness, parents will be informed immediately and an ambulance will be called, parents are asked to meet their child and accompanying member of staff.  

Security/Collection
If a person not previously nominated is collecting a child in an emergency situation, the Nursery will need to be informed and a password and description of the person given.  If the Nursery is not contacted the Nursery staff will not allow the child to leave.

Non-Collection
In the event of a child not being collected at the end of a session and all efforts to contact the parents/guardian and emergency contacts are ending in failure, the management or staff member in charge will use their judgement to determine whether or not the Social Services Emergency Duty Team should be contacted and informed of the situation.

Emergency Evacuation Procedure
UHL Site
This procedure details information needed for the safe and timely building evacuation of children and adults. 

Key Staff and Responsibilities 

The Nursery Management Team are fully trained Fire Wardens, and in the event of an emergency can be visually identified by wearing an identification tag:-

· Manager 

· Deputy Managers 

· Room Supervisors 

Location of Equipment 

Fire extinguishers are located in: 

· Main Play Room
· Corridor

· Baby Room

Fire blankets are located in: 

· Main Kitchen 

How to Raise an Alarm 

If you have a serious concern that may result in the evacuation of the building, notify a senior member of staff in the first instance who will investigate and initiate the evacuation procedure if necessary. 

If smoke, fire or fumes are detected, activate the nearest fire alarm. Every external exit has an alarm pad. 
Phone site switchboard Ext: 3333 - stating the purpose of the call. They will alert the emergency services and send out immediate assistance.

Fire Safety Office UHL - 02920 716835 
Evacuation of the Building 

Primary Plan 

When the alarm sounds follow the nearest exit and leave building.  All children are escorted down the stairs in the bark area to the designated assembly point – bottom of the garden by back gate.

Quickly close windows and doors in your area if it is safe to do so. 

Office based staff to help evacuate Babies and Little Bear rooms with the evacuation/fire cots. 
Room staff take registers and any medication the children may need
Office staff take signing in sheets and emergency evacuation bag (located in office). 

Do not stop to retrieve any personal items from lockers or cupboards. 

Do not return to the building until instructed to do so by the Evacuation/Fire Warden. 

Secondary Plan 

If primary exit is blocked or unsafe, exit via front door turn right along the footpath to the far edge of the nursery drop off zone. Congregate in the right hand corner away from moving traffic. 

In the event that the Nursery cannot be re-entered:-

· Transport the children to the Boardroom
· Contact all parents to pick up their child/children if re-entry cannot be made into the building for the remainder of the session

· Liaise with the emergency services team to gauge when occupancy can take place

· Inform all parents of the situation and the time scales involved in relation to resuming the service within the nursery building

Evacuation Drills 

Fire alarm system is tested regularly by Pobl Group.
The UHB will initiate a fire drill once per quarter in conjunction with the Nursery Manager. 

The Fire Wardens will complete fire evacuations and record on the day of drill, this information is kept in a file in the office. The information sheet should contain: 

· Name of the Fire Warden

· Date and time of evacuation 

· Length of time taken to fully evacuate the building 

· Any actions, incidents or remedial information 

· Copies of room registers or list of children present

· List of staff present

The fire log sheets are located in the nursery office - Fire file.
The Statement of Purpose will be kept under review and revised as appropriate.  Where practicable the relevant CIW office will be notified of any revision at least 28 days before it takes effect.
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