PARTNERSHIP WITH PARENTS/CARERS

POLICY STATEMENT OF INTENT

We at Wishing Well Family Centre believe that we can best meet the needs of children by working closely with parents/carers. We aim to develop partnerships between parents/carers and staff which are based on mutual trust and respect. We strive to promote the sharing of information and knowledge for the sole benefit of the children in our care.

AIMS OF THE POLICY 

Our aim is to enhance the learning experiences of the children in our setting through partnership with parents and the local community.

To achieve this we at Wishing Well will follow the following procedures:

· Ensuring that there is a system of communication between staff and parents/carers.

· We endeavour to make every effort to ensure that information for parents/carers is made accessible to them.

· An induction meeting with parents/carers is set up with the Early Year’s Supervisor before a child’s admission, to inform parents/carers about policies and procedures, other useful information and to help relieve any anxieties that they might have.

· We ensure that any consent forms/agreements are completed    before enrolment.

· We endeavour to keep the required contact information up to date and require parents/carers to advise us of any change of details.

· We keep up-to-date records of any particular needs of children. We ensure that information about children is treated as confidential, and all records are held securely and only shared on a need to know basis.

· All staff, volunteers and students understand that information held on children and their families is confidential and are aware of our policies and procedures.

· We ensure that arrangements for the children’s arrival and collection are clear, and understood by all staff and parents/carers.

· By ensuring parents/carers are given regular information about their child’s progress through informal and formal feedback – verbal and written.

· We welcome the contribution of parents/carers and consult with parents/carers on a regular basis e.g. questionnaire, comments book.

· Encouraging parents to be actively involved in the management committee of Wishing Well.

· We encourage parents/carers to contribute their own skills, knowledge and interests through curriculum activities in the Wishing Well.

· Encouraging parents/carers to help with playgroup outings and fund-raising events.

· Providing parents/carers with regular updated information by way of notice boards and news sheets etc.

Parents access to records/observations 

· Parents have access to the files and records of their own children but do not have access to information about any other child. 

· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs.  Information is passed on only on a need to know basis.
Parents may request access to any records held on their child and family by following the procedure below - 
· Any request to see the child's personal file by a parent or person with parental responsibility must be made in writing to the setting Manager.   

· All registration forms and records of children attending the Wishing Well will be kept by the Early Years Manager in a secure place for one year and then destroyed confidentially.  The accident and incident book should be retained indefinitely.

· Any concerns relating to a child’s personal safety will be kept in a confidential file and will not be shared within the nursery except with the child’s key worker/room supervisor and the manager (only on a need to know basis).
· Information may be shared with Social Services and/or Department of Education in accordance with their guidance and regulation.  

Please refer also to Confidentiality policy 
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