Beechoak Farm Montessori Pre-school

Administration

5.0 Working in partnership

External agencies
We believe in working together with external agencies to provide
holistic care for each individual child. We will never share your
data with any organisation to use for their own purposes.
Procedures
e We work in partnership with other agencies to support children’'s development and
promote well-being.
¢ We have procedures in place for the sharing of information about children and
families with other agencies. These are set out in our GDPR Policy & Confidentiality,
Client Access & Information Policy.
¢ Information shared by other agencies with us is regarded as third-party
information. This is also kept in confidence and not shared without consent from
that agency.
e We gain permission from the respective parents before sharing any information
regarding individual children.
e Individuals from other agencies will always be made to feel welcome at Beechoak
Farm.
e There are protocols in place that are followed when working with other agencies.
e Staff from other agencies do not have unsupervised access to any children at
Beechoak Farm during their visit.
e Our staff do not casually share information or seek informal advice about any
named child or family.

¢ We consult with and signpost to local and national agencies who offer a wealth of
advice and information promoting staff understanding of issues facing them in
their work and who can provide support and information for families.

Parent partnership

We believe that children benefit most from early year's education and care when parents
and settings work together in partnership. Our aim is to support parents as their
children's first and most important educators by involving them in their children's
education.

(The term ‘parents’ refers to both mothers and fathers; these include both birth parents,
foster parents as well as step-parents and parents who do not live with their children, but
have contact with them and play a part in their lives)



Procedures

* Parents are made to feel welcome in our setting: they are greeted appropriately. We

encourage an open relationship with parents and have ongoing dialogue regarding the needs

of their children.

e Parents views are sought with regards to making changes or improvements to the
provision.

* We inform all parents of the ethos of our setting and its policies through access to

written information and informal communication. Our expectations are made clear at

acceptance of a space.

o Every effort is made to provide translated materials for parents who speak a language
other than English.

e Every effort is made to support parents with an additional need.

+ We speak to parents regularly about their child's development and progress.

* We encourage parents to add comments to their child's online Tapestry learning journal

which parents can access via mobile phones, desk top’'s and tablefts.

+ We encourage parents to record home achievements via Tapestry.

* We encourage parents to come into Beechoak Farm to share a particular skill or interest

with the children or to talk about their job, fraditions etfc or to take part in craft

activities.

* All parents have access to our complaint's procedure.

« We inform all parents about how the setting is run and its policies, through access to
written information, including our Safeguarding Children and Child Protection policy and
our responsibilities under the Prevent Duty, and through regular informal
communication.

« Information about a child and his or her family is kept confidential within our setting.
We provide you with a privacy notice that details how and why we process your
personal information. The exception to this is where there is cause to believe that a
child may be suffering, or is likely to suffer, significant harm, or where there are
concerns regarding child's development that need to be shared with another agency.
We will seek parental permission unless there are reasons not to in order to protect
the safety of the child. Reference is made to our Information Sharing Policy on
seeking consent for disclosure.

« We seek specific parental consent to administer medication, take a child for
emergency treatment and taking photographs.

« We make clear our expectation that parents will participate in settling their child at
the commencement of a place according to an agreed plan.

« We provide sufficient opportunity for parents to share necessary information with
staff and this is recorded and stored to protect confidentiality.

« Our key persons meet regularly with parents to discuss their child's progress and to
share concerns if they arise, including the progress check at age two.

« Where applicable, our key persons work with parents to carry out an agreed plan to
support children with special educational needs.



Where applicable, our key persons work with parents to carry out any agreed tasks
where a Protection Plan is in place for a child.

We involve parents in the shared record keeping about their children - either formally
or informally - and ensure parents have access to their children's written
developmental records via Tapestry.

Schools

Details of the school that a child will be attending are recorded and a transition display
is created.

Every effort is made to forge and maintain strong links with all schools that children
may attend. The setting manager will approach schools in order to open lines of
communication where these have not previously existed.

Teachers are welcomed into the setting and sufficient time is made for them to spend
both with the child and with the key person, to discuss and share information that will
support the child's transition to school.

A child's EYFS report and learning journey record is given to parents who are
encouraged to share this with the receiving school to aid transition.

Any one plans relating to a child's additional needs are also shared, where this is in
place.

Any safeguarding information is prepared and passed on as required.

Children attending dual settings

e Parents are asked to inform us if their child attends another setting alongside ours.
e Contact details for the child's key person at the other setting are sought.

o TInitial contact is made with the other setting to discuss how we can jointly support
the child.

e Regular contact will be arranged via telephone or email.
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