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             Laurel Farm Kindergarten
KINDERGARTEN & AFTERNOON CARE OPERATIONAL PLAN

Updated October 2016 by Dominika Baran& Agnes Javor 

T be updated October 2017 

Updated Sep 2017 by Dominika Baran 

Next updated Sep 2018 

AIM AND OBJECTIVES

To operate the Kindergartens in line with our stated Kindergarten Education Framework to achieve a Steiner curriculum, to deliver a form of education which helps pupils achieve clarity of thought, sensitivity of feeling, and strength of will.

The Afternoon Care for the Kindergarten children is designed to provide care for those children who require it, to complement their Steiner education.

To fulfil all the legal requirements of operating an Early Years setting, consisting of one Kindergarten room catering for up to 16 children per morning, aged between 3 years and 7 years (depending on the child), and Afternoon Care catering for up to 16 children aged between 3 years and 7 years.

POLICIES AND PROCEDURES

Policies and procedures have been drawn up to govern how staff operates the setting. 

Each member of staff is made aware of all the policies and procedures that relate to their post, and any post they may have to cover because of staff absence.

Relevant policies and information is given in Parents Handbooks issued to parents. All the policies and procedures are display on our website, kept in the kindergarten kitchen and are available on request to parents.

USE OF SPACE

There is one Kindergarten room for up to 16 children. The setting also has sole use of two toilets, a washroom, kitchen, and enclosed garden. The setting also has daily access to Laurel Farm for walks, outdoor play and seasonal activities.
The structure of each session, equipment, resources, and activities are as laid down in the Kindergarten Education Framework, and the Information about Steiner Early Childhood Settings, as would be expected in a Steiner Kindergarten.

STAFFING STRUCTURE AND DEPLOYMENT, CONTINGENCIES,

                                                                 TRAINING

There are two staff running the Setting.

A Daycare Manager/kindergarten teacher in overall charge who also runs one Kindergarten room, qualified to Childcare Level 5
A Kindergarten Assistant working in this Kindergarten Room qualified to level 2.

All setting staff will have or will receive EY courses in Advance First Aid; Child Protection; SEN, Food Safety, Health & Safety and Risk Assessments.

If any of the staff are absent:

The remaining staff will run the group with assistance from a supply teacher.

If a staff absence is going to be long term, an Assistant post to support the staff would be recruited.

MANAGEMENT OF STAFF; MEETINGS, DEVELOPMENT

The Early Years staff are directly managed by the Daycare Manager.

Overall management is by the Board of Trustees.

Weekly staff meetings are held to ensure staff are familiar and are able to carry out their duties correctly in line with Policies and Procedures.

Staff meetings also cover planning of work, monitoring how the week has been, any problems, incidents, discussion and learning from experiences.

This includes discussion of children, observations, problems, child’s study.

Staff will also have one to one meetings, supervisions and annual appraisal meetings with their manager and supervisor, and have opportunities daily to be able to discuss any items.

CLEANING & MAINTENANCE, PREMISES

The checking and ongoing keeping clean during the day of the rooms, washrooms, kitchen is by the kindergarten assistant.
Cleaning at the end of each day to ensure premises are suitable for the next day is by an assistant and paid cleaners.

Regular washing of cloths, towels, etc. by staff
Problems with the premises and any services are reported immediately to the landlords who will seek to have them rectified urgently.

INFORMATION AND FEEDBACK FROM PARENTS

Parents are issued with a Parents Handbook before their child joins. Parents are invited to join our Board of Trustees, become Parent’s representative and are expected to help on workdays and festivals.
Also parents are invited to festivals and other events involving their children, to help with publicity events.

We rely on parents giving time to support the Kindergarten community.

The Parent Complaints procedure is publicised in the Parents Handbook.
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