Questions for the leader / manager / childminder

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed
Completed by:-

	Does everyone in your setting (including parents) know where to find your policies and procedures?


	
	e.g Parents and staff are shown where the policies and procedures are when they start – they are placed in a prominent position in the entrance hall. 
	

	Can parents and staff access the policies independently?


	
	e.g. Last week Mrs A brought the opened policy file to me and asked a question about our transitions policy.  Gill took a policy CD home to refer to for her assignment.  Mrs B is visually impaired and so Amy 
	

	Do your policies and procedures reflect the views of all children, parents and staff?


	
	e.g. Parent/staff questionnaires which have influenced policy through comments and/ or suggestions.  Children’s ideas from consultation on Promoting Positive Behaviour policy
	e.g. Consult with children on more policies which are relevant to them

	Are your policies and procedures always present within your setting?


	
	e.g. We have spare copies on CD so if anyone wants to read through them they can take a copy home and leave the master copy in the setting
	Need to make a poster saying that policy CD’s are available to take home

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed
Completed by:-

	When was the last time you referred to your policies and procedures?


	
	e.g. Last week someone brought in a new toilet cleaner and I looked at the H&S policy to double check COSHH info.  Also showed a parent our medicine policy when they asked us to administer non-prescribed medicine 
	

	When did you last formally (and informally) review your policies and procedures?  Is this date recorded on your policies along with a signature?


	
	e.g. Last full review was in March. Made changes to the Outings policy last week – added mobile phone to what we need to take on outings.  Each policy is dated and signed by all staff.  Some staff still need to read, sign and date new outings policy
	

	Have you invited staff and parents to contribute to your policies and procedures?  Do you have a written record of this? 


	
	e.g. Newsletters, invitation to parent meetings, invite to join parent group, staff meeting minutes, supervision notes
	

	Do you feel that each of your policies and procedures is followed effectively and consistently by all staff?


	
	e.g. Staff very good at following the behaviour policy consistently as evidenced in peer observations.  Less good at following sickness policy– one colleague came to work yesterday saying that she had sickness and diarrhoea the day before.  She didn’t observe the 48 hour exclusion period.
	e.g. Need to revisit the sickness policy and exclusion periods with staff

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed
Completed by:-

	If you have used the questions below with staff and parents, did their answers back up what you have already said?


	
	e.g. About 60% of parents knew where the policies were and felt able to access them independently. About half did not feel they had been consulted with on policies and 2 parents didn’t know we had policies and procedures
	e.g. To raise awareness through newsletters!  Ensure anyone who is showing prospective parents around the provision clearly points out and explains the policy file

	How do you ensure that your policies and procedures include each and every child, parent and practitioner who use your setting?


	
	e.g. Our provisions’ aim is to value diversity, and our flexibility is apparent in all of our policies.  We consider not only the families and practitioners that currently use our setting but those who may use it in the future.  
	


Questions for practitioners 

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed
Completed by:-

	Do you know where to access your settings’ policies and procedures?


	
	e.g. They’re on the parents notice board
	

	Are they freely available for you to look at?


	
	e.g. We can read them on the board but I don’t think we’re allowed to take them down
	e.g. Need to provide extra copies that staff can read more easily

	When was the last time you looked at your settings’ policies and procedures?


	
	e.g. I read the policies and procedures when I started working here last summer – I took them home and read them all on my first night.  Since then I have looked at a few in staff meetings
	

	Have you ever been asked to sign anything to say that you’ve read and understood the policies and procedures?


	
	e.g. Yes, I signed and dated each policy when I first read them
	

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed
Completed by:-

	Have you been invited to contribute to your settings’ policies and procedures?


	
	e.g. Yes, we discuss a few policies at each staff meeting to see how they are working and whether or not we need to make any changes 
	

	Are you given time to become familiar with the policies and procedures?


	
	e.g. I would have preferred a bit longer to read them really.  I read them all on my first night but they didn’t all make sense to me
	e.g. Prioritise policies and procedures so that they can read over a more extended induction period.   

	When (for instance) preparing and serving snacks, or dealing with a complaint or accident, are you confident that you are following the correct procedures?


	
	e.g. I’m confident that I’m doing what my other colleagues do but not sure if it’s what the policy says
	e.g. Look at routine procedures such as nappy changing, dealing with accidents etc at the next few staff meetings.   Work in small groups to ensure everyone feels confident enough to join in 

	If you noticed that a policy or procedure was not being followed correctly by a member of staff, what would you do?


	
	e.g. I feel confident enough with my colleagues to mention it tactfully on a one to one basis.  If that did not work I would talk to my supervisor.
	

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed

	If you did not agree with a policy or procedure, would you be able to highlight this?


	e.g. Yes, I could raise this with my manager, either in my appraisal/ supervision meetings or in day to day chat.
	
	

	Do you feel that the policies and procedures take account of your needs and views?


	
	e.g. Mostly yes, although I think that I have some good ideas that could be included, for instance making sure the welcome information is in an accessible format for all parents.  Last week a parent came to look around and her first language was French, she had to ask the child’s father to translate all the information for her.
	


Questions for parents

	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed

	Do you know whether the setting follows any written policies or procedures?


	e.g. I know they have policies on things like managing behaviour and special educational needs
	
	

	Have you ever looked at the settings’ policies and procedures?  If yes, when was the last time?


	e.g. I’ve not really needed to – I can ask any questions that I need to
	
	

	Do you know where to access the settings’ policies and procedures?


	e.g. I know when we first came to playgroup they were kept in a file near the front door, but I think they’ve moved and I’m not sure where they’ve moved to!
	
	e.g. To remind parents about the policies and where they are kept each month through the newsletter.  If we move them – put a poster up for a month to let them know where they have gone

	Are they freely available for you to look at?


	e.g. I’m sure they are – I’m just not sure where they are!


	
	


	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed

	Are the policies and procedures in a suitable format for you to take home and share with people who are significant in your child’s life?


	e.g. When we first started coming we were offered a photocopied version of the policies to borrow 
	
	e.g. Make sure parents know they can take a copy of the policies home whenever they wish – add to next newsletter and add poster next to policy file

	Have you ever been invited to contribute to the settings’ policies and procedures?


	e.g. I don’t think so  
	e.g. Newsletter to parents from Autumn term.
	

	Are you made aware when they are updated?


	e.g. Yes, I remember there was a note in the last newsletter to say that the Safeguarding children policy had been updated
	
	

	If you noticed that a policy or procedure was not being followed correctly by a member of staff, what would you do?


	
	e.g. Last week I was told my daughter had fallen over and grazed her knee but there was no accident form.  I talked to the leader about it and she made sure that one was written.
	


	Consider
	Our current practice
	Examples of evidence of this within our setting 
	Any further development needed

	If you did not agree with a policy or procedure, would you feel able to highlight this?


	
	Yes, the leader is always very accessible and I know I could talk to her
	

	Do you feel that the policies and procedures take account of your needs and views?


	
	e.g. I don’t know – I haven’t really looked at them in detail 
	e.g. Organise a staff / parents evening to look at policies in partnership with parents 


