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Registered Charity Number - 1072298


Policy and procedure for communicating with children’s parents/carers or other childcare settings.

Aim:

To maintain a regular two-way flow of information with parents and between providers (for example, where a childminder regularly hands the child into the care of the pre-school or collects the child from the pre-school) in order to safeguard and promote the welfare of children in our care.

Procedure to be followed at Winford Village Preschool;

· In the case of children who are collected from pre-school by a childminder.  The child’s keyperson will pass on relevant information to the childminder collecting the child.
· The child’s keyperson will contact the other setting three times a year to discuss arrangements, children’s progress and/or issues.  
· In the case of children who are handed in to the care of pre-school by a childminder, parents/carers of pre-school children will be asked to communicate with the childminder who will then be asked to pass the information to the staff at pre-school.  
All communication that is given to keyworkers is to be passed to the playleader so that he/she is always aware of the needs of the children and/or parents.
If requested, parents and/or carers’ comments will be incorporated into children’s records. 
All staff are made aware of the need to maintain privacy and confidentiality and will adhere to the settings confidentiality policy.
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