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Charlie Caterpillar’s provides the opportunity for all children attending the setting to have access to both the indoor and outdoor space, providing a broad and balanced learning environment.  

The opportunity for the development of skills and practical experiences is vital and Charlie’s has created a climate for learning, which is inspirational, safe and secure while still providing challenging experiences.  Learning is done through structured planning and unstructured through spontaneous play and staff will provide opportunities to reinforce and enhance learning.

The aesthetic appearance of the nursery will contribute to the continual learning and will display the children’s work.  The furniture is organised so it is easily accessible with resources clearly labelled or in clear containers to enable easy access.

There is opportunity for effective learning by:
Children to learn, contribute, reflect, encourage independent thinking and independence which develop skills in making informed choices 
Investigation, problem solving and encouragement to share their personal experiences and to increase their knowledge base
An environment to enhance the learning experiences through natural curiosity as well as structured learning
Activities are planned around individual needs, abilities, learning levels and group experiences
Opportunities to develop thinking
Developing appropriate language and skills
Learning through quality teaching
Encouragement in making positive contribution 
Celebration of achievement and for children to be proud

Independence:
The culture of Charlie’s is that we encourage children to develop into independent learners through:

Appropriate resources being readily accessible
Encourage the use of appropriate resources and materials
Self discipline – listening skills / taking turns / concentration 
Opportunity for the children to contribute to room management – selecting materials / tidying up
The encouragement of life skills – dressing themselves / looking after their own belongings
Opportunity for children to behave responsibly 
A safe environment which encourages confidence to ask questions and to learn from mistakes that are made allowing reflection


We acknowledge that children learn in different ways and learning strategies will be used that will enable children to learn in the way that best suits them but also encourage and support new ways of learning.  Children are encouraged to take responsibility for their own learning and to learn from obstacles and challenges they may face.

At Charlie’s our learning is based around next steps and individual interests, learning objectives are used to plan focus/adult led activities to introduce new concepts and experiences for children with further opportunities to allow them to experiment and explore with their new found knowledge.

It is imperative that learning is a partnership between our self, parents and the wider community that will encourage lifelong learning.  Parents have a fundamental role in helping and supporting their child’s learning, this is encouraged through daily diaries, all about me books, encouraging bed time stories, family bears that go home with the children.  Parents are invited to contribute to their child’s planning using the planning book available on the planning board.	Comment by Cerina Ashraf: This needs to be re-established within butterflies and ladybirds 

All children regardless of physical, emotional, ability, gender, religion or race will be treated equally and equal opportunities at accessing all areas of the nursery.

Resource for the next day before you leave, evaluate the day’s activities in diary and explain how you plan to extend them the next day. Note any new interests that you have observed that can be added to tomorrows planning.

Your environment should be enriched always, according to your key children’s interests and individual learning needs.
Your adult lead (planned) activities should be written in the diary on Monday with the child’s initials. These activities need to be planned around next steps which have been identified through your observations, and from using your cohort tracking. 

Our practice models;
Observe (Look, listen & note)

Plan

Plan
Plan

EYFS
Planning process
Quality Assessment with Management

Action Plan Phase

Improvement Phase
Reflection Phase

Staff Performance
Cycle 






	





[bookmark: _Toc147566189]	Comment by Cerina Ashraf: These diagrams need to be changed 



Record Keeping 
Each child will be allocated a key person and a key person support.  The key person is responsible for keeping each individual child’s written Learning Journey up to date.  Unique child profiles are updated constantly and reviewed monthly; they contain an overview of your child and their achievements whilst at nursery. 

Each day staff will record and include at least: 
X1 brief moment posts per day 

Each Week Staff will record and include at least:
X1 Teaching moment linking to a focus adult led activity 

Every 6 weeks staff will record and include at least:
X1 Observation mapped and graded into development matters.  

In addition to this your child will also have: 
Key Person/Parent joint assessment on entry
Progress check at age 2 years
Termly assessments 
SEN assessments when required 

Regular key person parent meetings held as and when required by parent, staff will keep records of how they went and what was discussed. 

Six monthly celebration evenings where staff share their child’s learning journey, development and progress.

The Manager will check key person files on a rolling monthly basis and advise key persons on any improvements needed. 

The key person plans a week’s worth of focused activities.  These planning sheets are displayed on the planning boards in the relevant rooms.  These plans will have details of the activities, what area and strain of the EYFS that the activity is based on including a British Value and focus area, and how the activity went along with the next steps for the group. 

The key person is responsible for maintaining communication between the management and the parents/carers ensuring that they are informed of their child’s progress or of any concerns that we may have.  Notable concerns should be communicated to the nursery management so that meetings can take place as needed. 

The Nursery office will also hold a file on your child which will contain all of their admissions paperwork, any letters from you, accident, incident and existing injury forms 
and any collection consent forms. 

All information on your child will be kept until they leave nursery and then it will either be passed on to the school or to the parents/carers.  Parents/carers should be aware that we are required by law to keep certain details on the children at the Nursery but we will keep this information securely, adhering to our General Data Protection Act 2018 and Confidentiality policies at all times. 

All children entering and leaving nursery need to be signed in on the register by parents, putting the time that the child entered, key persons are responsible for asking if the child is ok but the responsibility remains with the parents/carers to inform nursery of any incidents, accidents that may have an impact on their child. If a parent/carer wishes to discuss this in private then they can request a meeting with the nursery management. 

Staff will record all accidents, incidents and health issues that happen whilst your child is in nursery and ask you to sign these daily, these are a legal requirement.  Once you have signed them management review these weekly and record the numbers of accidents, incidents and existing injuries on to a log sheet this is enables us to ensure that we are safeguarding the children in our care actively hot spotting risks.
 
Safeguarding is a legal requirement and parents/carers should be aware that staff will ask for more information on forms such as existing forms if they feel it is needed. 

Parents/carers will be regularly reminded through email the importance of informing nursery staff of any relevant changes as and when they take place. 

Staff details are updated regularly by the nursery manager.  All staff, students and volunteers are encouraged to notify either the nursery manager to any changes in their circumstances as and when they happen.  This information is kept in individual personnel files which are kept in a secure filing cabinet and is only accessible to the relevant authorised people. 

It is the nursery manager’s responsibility to ensure that all staff are in receipt of a DBS enhanced disclosure.  The details of these will be recorded on the relevant forms and filed in the individual files. 

All children’s records will be kept for a minimum period of 3 years after they have left the nursery.  This includes registers, accident and incident forms and any other records.  Staff are aware of the General Data Protection Act 2018 when recording and storing sensitive information.  We follow published guidelines on retention periods for records. 

The nursery manager is responsible for informing Ofsted of any relevant changes in staff, premises, management, use of rooms, serious illness or accidents involving 
children or staff, and of police or social care’s involvement.  Nursery managers will be supported in this by the Managing Director. 

[bookmark: _Toc147566191]Development Records 
· A developmental record will be started for every new child when they start Charlie’s, this is responsibility of the appointed Key Person
· When a child moves room or leaves Charlie’s all records must be shared with new key person when applicable 
· If a staff member moves room or leaves Charlie’s all records must be up to date and signed off by Management
· Learning moments need to be recorded on a daily basis when significant events or spoken activity has occurred, written observation weekly.
· Pictures to be taken with parental permission. 
· Take photographs of children participating in different activities, ensure that you are taking pictures which can be used in the developmental records, management will view sporadically to ensure variation
· During Celebration evenings all development records will be available to parents
· Date and Name all pieces of work and send home or collate into their work books.
· Use trackers to support and plan daily activities
· Development records and photos are not allowed to be taken off site to work on
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