Using the sample policies

A policy is a set of guidelines that you have created to follow in certain situations. It involves writing down ways of working and sharing them with parents and childcare inspectors. Policies can help you develop and reflect on your childminding practice. 

NCMA have compiled policies that a childminder might use in their work. These are examples and are meant as a starting point, or to give you an idea of what a policy looks like. 

The policies include:

· Working with parents

· Confidentiality

· Safeguarding children

· Complaints

· Behaviour

· Equal opportunities

· Accident or emergency

· Alcohol or other substances

· Medicines

· Outings

· Smoking
How to use these policies

The policies in this document are suggestions for you to base your own childminding policies on. 

Your setting will be different from another childminder’s and so there will be things you want to add to these policies and, possibly, things you want to remove because they aren’t relevant to you. 

A policy should be a working document and must be reviewed regularly in line with new developments, changes to the way you work and statutory changes. 

Writing a policy

It is up to you how you write a policy, and each childminder will do it differently. But before you start, think about why you are writing the policy, what it is about, and how often you will review your policy. Keep your language clear and simple. If you are a childminder in England, think about the requirements of the Early Years Foundation Stage. If you are a childminder in Wales, consider the requirements of the national minimum standards.
· Be clear in what you are saying – say what you are going to do, how you are going to do it, and if it’s relevant, say when. 
· Have the welfare, care and education of the children you look after at the centre of your policy. 
· Involve older children in developing your policies (for example, behaviour and house rules), and make sure that everyone involved in your service helps to develop and review them. Parents and children will give you valuable feedback on your service, which will help inform your policies. 

Presenting your policies

Because you want to show parents and other professionals your policies, it’s worth taking some time to prepare them so they look attractive and professional. You may decide use a computer, but hand-written policies are also fine, as long as they’re well presented and clear. The quality of the paper you use and the layout on the page can improve the professional image of your policy documents. 
Childminding policies in Wales

Childminders in Wales are registered by the Care and Social Services Inspectorate Wales and work to the national minimum standards for childminders in Wales. These standards require a number of different policies and new childminders in Wales receive help with sample policies in Getting Started: The NCMA Pre-Registration Workbook for Childminders in Wales. This workbook is given out to new childminders when they attend a pre-registration meeting in Wales.

Policy writing checklist

	Checklist










	Tick

	Have you thought about the requirements of the Early Years Foundation Stage (England only)?


	

	Have you checked the requirements of the national minimum standards for childminders in Wales?


	

	Have you included in your policies:

· Safeguarding children?

· Equal opportunities, including anti-discriminatory practice?

· Working in partnership with parents?

· Health and safety?

· How you will deal with complaints?

· Confidentiality?

· Storage of records?


	

	Is the language that you use clear and simple, avoiding jargon?


	

	Have you included a policy review date on each policy?


	

	Are your policies presented professionally?


	

	Have you got copies signed and dated by the childminder and the parents and given a copy to the parents?


	

	Have you included useful numbers on the policies for the parents, for example, Ofsted, CSSIW, local social services duty desk, NCMA, your local early years team?
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