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Information for Parents/Carers Policy

The staff team is committed to working in partnership with parents/carers to provide high quality, safe and stimulating care, learning and play opportunities for children. Prime Time aims to achieve this by:

· Ensuring that parents/carers are made to feel welcome and valued in all dealings with Prime Time.

· Ensuring that parents/carers’ concerns are always listened to by Prime Time whenever they are raised. The Manager will ensure that parents/carers receive a prompt response from Prime Time. 

· Ensuring that the Parental Agreement is agreed and signed by parents. 

· Making all information and records held by Prime Time on a child available to their parents/carers, unless it is subject to investigation by the police or other statutory agencies and involves information on third parties. All personal files should have a written request from parents/carers to view. However developmental records will be shared with the parents/carers upon request. 

· Ensuring that Prime Times policies and procedures are made available to parents/carers on request, including the Complaints Policy and Procedure and signposting parents to our website to view any other policies they may need. 

· Details on the parent notice board of Ofsted’s address and contact number should they wish to make a direct complaint to them.

· Encouraging parents/carers to comment on Prime Times policies and procedures and consulting them on a regular basis about the activities that are planned and provided for their children. 

· Informing parents/carers about what their child has been doing during their time with us including the range of activities on offer, the daily routines of the setting and how parents can support their child at home. 

· Ensuring that any complaints from parents/carers are dealt with swiftly and effectively in accordance with the provisions of the complaint’s procedure. 

· Encouraging parents/carers to undertake supportive roles in Prime Time, such as volunteering or participating in activities, outings or visits. Offers of help during sessions or in other ways are always welcome, or parents/carers are welcome to ‘stay and play’. 

· Providing regular newsletters giving parents/carers information about Prime Time, news items, staff information, dates of events and special features. 

· Providing parents/carers with formal and, if necessary, confidential means to comment on the work of Prime Time. This will include satisfaction surveys. 

· Holding an Annual General Meeting (AGM) meeting for parents, staff and Trustees to attend and encourage communication for ‘working relationships. 

· Providing a notice board for parents to display information. 

· Regular posters and booking forms that state the activities children will be undertaking. 

· Any menus of foods and drinks available to view on the parent notice board. 

· Prime Time caters for children aged 4 to 12 years of age and therefore we are required to register with Ofsted on three separate registers. We are currently registered under the EYFS register for children aged 3- 5 years of age, the compulsory register for children aged 5- 7 years and the Voluntary register for children aged 8 to 12 years of age. Each registration process allows us to fully meet the requirements recommended by Ofsted for that age range. 

· Prime Time Kids Club aims to ensure parents know how the Early Years Foundation Stage (EYFS) is being delivered in the setting and provide information to parents about where they can gain more information such as the DfE website. 

· The name of their child’s key worker, staffing of the session on a particular day and the number to call in an emergency. 

Record keeping  
Prime Time is committed to a policy of openness with parents/carers with regard to its policies and procedures and the information that Prime Time holds on their child. Records and information will be made available to parents/carers on written 

request, unless subject to an exemption. If for any reason a request is going to be refused, then this decision, and an explanation, will be communicated in writing. 

Ordinarily, information kept on a child will include:

· Birth name (along with any other name the child is known by).

· Date of Birth.

· Gender.

· School/ primary setting attended.

· Ethnic background.

· Religion.

· Languages spoken.

· Home address and telephone number(s).

· Parent or carers name.

· Parent or carers place of work and contact number(s).

· Any other emergency contact names and numbers.

· Family doctor’s name, address and telephone number.

· Details of any specific health issues.

· Details of any special dietary requirements and allergies. 

· Appropriate records on children’s progress and achievements where applicable. 
· Names of people authorised by parents/carers to collect their children. 

· Information about who has legal contact with the child; who has parental responsibility for the child.

· Permission to seek any emergency medical advice or treatment. 

All records on a child’s development may be shared with a child’s main educator with the permission of the parent/carer to do so. 

When a child is coming between settings providers will maintain a regular two- way flow of information sharing on the child’s daily needs between Prime Time and the child’s other setting, whether that is School, Nursery, pre-school or a child-minder. This will ensure the child’s immediate needs are known and catered for.  Prime Times Manager aims to have regular meetings with the main onsite school to identify any children needing support whilst keeping in line with GDPR laws. 
All staff is aware of the need to maintain privacy and confidentiality with other    parties when sharing information and this forms part of the induction process. 
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