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Jack in the Box Nursery’s policies and procedures aim to explicitly define structure and to materialise its philosophies and vision; they are defined guidelines to be followed and to be referred back to when necessary.
Nonetheless, it is paramount to understand that they are not exhaustive and there are implicit expectations of a common sense nature which may not be mentioned, but they are expected from all staff, students, parents and community in general.
In trying to organise the policies by sections, we aim to facilitate its reading flow, but it is important to understand that the area that each policy covers might be appropriate and common to other sections as well. Thus, they are to be understood within a flexible reasoning.
In order to keep these policies and procedures relevant, they are reviewed annually by management, or earlier if necessary.
The triggers for a new policy and/or procedures may include:
· Changes to the external operating environment;
· Changes to government policy or legislation;
· Review of the strategic directions of  Jack in the Box Nursery;
· New initiatives within or across pedagogical/educational or management areas;
· Need for consistency across areas of service delivery.
These policies do not affect your statutory rights. 
Careful consideration is given to the parents and carers who use this nursery and their input is vital to the organisation and development of it. Policy documents are always available for parents and carers to look at; comments, opinions and explanations are always received and given with interest and respect. 
Jack in the Box Nursery will notify Ofsted of any changes:
· In the address of the nursery, to the premises which may affect the space available to children and the quality of childcare available to them, in the name or address of the provider, or any of the providers other contact information or the person who is managing the early years provision.
· Any proposal to change the hours during when childcare is provided; or to provide overnight care 
· Any significant event which is likely to affect the suitability of the early years provider or any person who cares for, or is in regular contact with, children on the premises to look after children 
· Where the early years provision is provided by a company, any change in the name or registered number of the company 
· Where the early years provision is provided by a charity, any change in the name or registration number of the charity 
· Where the childcare is provided by a partnership, body corporate or unincorporated association, any change to the ‘nominated individual’ 
· Where the childcare is provided by a partnership, body corporate or unincorporated association whose sole or main purpose is the provision of childcare, any change to the individuals who are partners in, or a director, secretary or other officer or members of its governing body
· For all notifiable events outlined in guidance and legislation. 
Where we are required to notify Ofsted about a change of person except for managers we will give Ofsted the new parson’s name, any former aliases, date of birth and home address. If we have a change of manager we will notify Ofsted that a new manager has been appointed. We will do so in advance if reasonably practicable. If it is not reasonably practicable we will do it within 14 days.    
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For every child in the setting to feel safe, secure, happy, and healthy. To be confident to initiate ideas and form friendships. For every child to foster an enquiring mind to assist them to reach their full potential.
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We use four guiding principles to shape our settings practice. 
These are: 
· Every child is a unique child, who is constantly learning and can be resilient, capable, confident and self assured;
· Children learn to be strong and independent through positive relationships; 
· Children learn and develop well in enabling environments, in which their experiences respond to their individual needs and there is a strong partnership between practitioners and parents and/or carers; 
· Children develop and learn in different ways and at different rates. The framework covers the education and care of all children in early year’s provision, including children with special educational needs and disabilities. 
The Directors of Jack in the Box are committed to achieving Best Value in all decisions made. We use the principles of Best Value as they apply to securing continuous improvements in this setting, and will:
· Regularly review the functions of the setting, challenging how and why services are provided and setting targets and performance indicators for improvement;
· Monitor outcomes and compare performance with similar settings  
· Consult appropriate stakeholders before major decisions are made; and
· Promote fair competition through quotations and tenders to ensure that goods and services are secured in the most economic, efficient and effective way.
We will strive to ensure that the setting is using its resources effectively to meet the needs of the children. We will submit our Best Value statement with the annual budget plan. The progress of the annual budget plan and the Best Value statement will be monitored with the setting improvement plan in order to determine the extent of continuous improvement.
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Our commitment to you:
We believe that children benefit the most when parents and staff work together in partnership to ensure quality care and learning development. The nursery welcomes parents as partners and this relationship needs to be built on trust and understanding. It is important that we, as carers, are able to support parents in an open and sensitive manner. A two way sharing of information is key to this. 
If we become aware that we are going to be inspected by Ofsted, we will notify parents and/or carers. After an inspection by Ofsted we will supply a copy of the report to parents and/or carers of the children attending on a regular basis.
Each child has a key person. This will benefit the child, parent/carer and Jack in the Box Nursery since the child has one particular person that they can relate to where possible; this provides a stable and consistent relationship for the child. At the same time, a high standard of individual quality care and play is achieved, fulfilling in this way, Jack in the Box Nursery ethos.
We will:
Recognise and support parents as their child’s first and most important educators, and to welcome them into the life of the nursery;
Generate confidence and encourage parents to trust their own instincts and judgement regarding their own child;
Involve parents in shared record keeping about their own child/ren, both formally and informally, ensuring that parents have access to all written records on their own child/ren. They will also become familiar with and work with the key person  assigned to their child.
Ensure that parents are given information on a regular basis about their child/ren’s progress and have an opportunity to discuss it with their child’s key person, or other staff when appropriate. The nursery will hold parent evenings and or events to discuss progress every term.
Ensure that all new parents are aware of and can contribute to the nursery’s systems and policies.
Encourage parents and careers to actively contribute to their child’s development profile and other planning.
Emphasise and demonstrate to parents and careers the importance of play to children and how they are instrumental in their children’s learning both within the setting and at home.
Ensure that all parents are fully informed about meetings which are held in venues which are accessible and appropriate for all.
Make known to all parents/carers the systems for registering queries, complaints or suggestions.
Provide opportunities for parents/carers to contribute to the nursery’s curriculum and the learning of young children.
Provide support and guidance, signposting where necessary to ensure parents feel able to improve their own lives and their family’s lives.
Be discreet about information obtained when discussing issues and family circumstances. Confidentiality will be maintained unless we feel that the welfare of the child is at risk.
Ask your permission for outings and special events.
Provide a written contract between the parent(s) and the nursery regarding conditions of acceptance and arrangements for payment;
Respect the family’s religious and cultural backgrounds and to accommodate any special requirements wherever possible and practicable to do so;
Identify any special educational needs, to monitor and record these, liaising with parents/carers are outside specialists if needed.
Find out the needs and expectations of parents. We will do this through regular feedback via questionnaires and encouraging parents to review working practices. We will evaluate any responses and use these to promote nursery practice, policy and staff development.
Your commitment to us
Book and pay for childcare in advance.
Notify us as soon as possible if your child will not be attending.
Inform us of any important events and changes in your child’s life.
Read all letters sent home and sign forms where appropriate.
Pick up your child from the nursery no later than the arranged time.
Provide notice of 4 WEEKS if you are reducing sessions or withdrawing your child from the nursery.
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