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Operational plan

Tiny Treasures’ aims are described in our statement of purpose. 
 Private Nursery Managed by Claire Edwards and Gail Williams
	Tiny Treasures
13 Commercial Road
Taibach
Port Talbot
SA13 1LN


	Telephone:01639 887468

	Email: tinytreasurestaibach@outlook.com

	Correspondence address and details: As above


	Legal status: Private day Nursery. Responsible individuals managed by Claire Edwards and Gail Williams.

	Number and age range of children cared for and type of care: full day care. From birth to 12 years

	Operational times: 7.30am to 5:30pm




The premises and facilities available:  
	 Tiny Treasures are set up as a day nursery. On the ground level we have an  over 3’s room, a toddler room including a toddler sleep room and a sensory room .There are kitchen facilities, dining area and a creative room at the back, this leads out onto the outdoor provision. The outdoor provision is a flat tarmac area which is suitable for all children, it has a high wall and a high locked gate for safety. There are toilet facilities for children and a separate toilet area for staff. The play space will be set out in learning zones that are free flowing for the children to access. We follow the new curriculum  for Wales guidelines along with ‘in the moment planning.’ The first floor has a secured balcony with a staff room, 1 baby room, 1 baby sleep room three staff toilets and kitchen area for staff.  Parents can enter the day nursery only via the main front entrance which is kept locked. We welcome all children and will provide parents with a 2-hour free settling session for their child. More settling days can be requested. 



Policies procedure and risk assessments: Tiny Treasures implements policies and procedures that ensure the smooth operation of the provision. They will be reviewed annually and updated as necessary. All policies are available on our website for all who visit, work in or use Tiny Treasures to view. There is also a policy file in the staffroom for all staff to read and continue to refresh their knowledge of the policies. Regular risk assessments and emergency evacuation drills will be carried out and recorded. Annual premises safety checks will be maintained. Tiny Treasures is covered by public liability and employer’s liability insurance.  
Staffing roles and responsibilities:
Tiny Treasures: 
·  Will recruit, vet and employ the number of staff appropriate to ratio in line with regulatory requirements
· All staff employed by Tiny Treasures will need an appropriate childcare certificate along with child protection and safeguarding of children. 20% of staff may be working towards a level 3 childcare qualification. All staff will have ‘in house’ training prior to or within one week of employment. (Child protection and safeguarding training as soon as available)
· Develop and maintain staff training plans and the continual professional development plans reflect our commitment to continuous improvement
· Carries out regular 1:1 supervision of staff and annual appraisal of all employees.
Please refer to our recruitment policy and procedure.
· Staff meetings are held when necessary and records are kept of decisions made, which contribute to our ongoing improvement plans
· Staff are available to be called in at short notice to provide staff cover for unplanned staff absences. 
Tiny Treasures:
·  Will maintain or exceed legal staff: children’s ratios always – these are 1:3 children under two years; 1:4 children aged two to three years; 1:8 children aged three to seven years; 1:10 children eight to twelve years
· We manage staff lunch breaks the following way.
I. 11.30 am to 2.00pm is the lunch period
II. Two staff every half hour leave for lunch
III. Occasionally part time staff cover the lunch period

· Will arrange care for children appropriately for the expected ratio
· Will keep a consistent but flexible staffing routine to enable positive relationships between staff and children to develop
· Ensure relevant information is shared routinely with parents about their child. (See also: confidentiality policy.)
Organizational Structure.
      Two managers 
 L6 Degree in inclusive education. NNEB level 3 in childcare. L3 Forest school



Room leader L3 to 5 (over 3-year-old)
3 practitioners
Room leader L3 to 5 (2–3-year-olds)
Baby room leader L3 to 5
(0- 15 months)




3 practitioners 
3 practitioners



Those with specific roles -
· Claire Edwards Manager/ Child Protection Officer, Fire Marshal, administration manager, complaints and grievances’, liase with flying start, smooth school transition officer
· Gail Williams Manager/ Deputy Child Protection Office fire marshal, administration manager, complaints and grievances, liase with flying start, smooth school transition officer.
· Luisa Barnes Deputy manager/delegating to all staff to ensure the smooth running of the setting, Passport coordinator (Tracking children’s progression from birth to 3-year-old) These passports support a smooth transition to nursery school. Responsible for daily paperwork i.e. time sheets for staff, children’s signing in and out. Fire register for the day. Responsible for the close monitoring of sleeping children. To ensure that children with ALN have support from staff if Kiara is absent.
· Kiara Parker Deputy manager/ delegating to all staff to ensure the smooth running of the setting, ALN coordinator, responsible for monitoring staff that are working with children with ALN providing them with continuous updates of ALN strategies. responsible for daily paperwork i.e. timesheets for staff, children’s signing in and out. Responsible for the close monitoring of sleeping children. To cover the fire register if Luisa is absent. 
· Megan Roberts lead Practitioner/ In charge of first aid, responsible for collating the observations staff have completed on individual children’s progression and achievements throughout the week.
During each day at least 2 members of staff are extras on the floor. This enables the setting to run smoothly and to ensure that any staff in their allocated rooms are able to radio for assistance if needed.   
Quality of care review and action plans
Tiny Treasures is committed to making improvements to the quality of care we provide. We will do this by:
·  Undertaking an annual review of our operational practice and management systems which involve staff, parents and children 
· Reporting on the outcomes of the review and sharing the report of the outcomes with those who contributed to the review and make it available to others on request
· Developing action plans from the report that are monitored for timely implementation   
· Applying a reflective approach to all our work and including what we learn in our staff team meetings, which in turn contributes to the overall review of care.
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