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Special Educational Needs and Disability Procedures

Prime Time is committed to the integration of all children in its care. Prime Time also believes that children with special educational needs and/or physical disabilities have a right to play, learn and be able to develop to their full potential alongside other children. Whenever possible, children with special educational needs and/or physical disabilities will have access to the same facilities, activities and play opportunities as their peers. Everybody stands to gain if all children are allowed to share the same opportunities and are helped to overcome any disadvantages that they may face. 

The policies, procedures and practices of Prime Time in relation to children with special educational needs and/or physical disabilities are consistent with current legislation and guidance. These include the Special Educational Needs and Disability Regulations 2014 as amended, The Children and Families Act 2014, SEND Code of Practice 0-25 2014, Working together to Safeguard Children 2023 and the Equality Act 2010. 

Prime Time believes that by identifying individual needs and taking proactive steps wherever reasonable and possible alongside parents/carers and other statutory professionals or agencies, all children should be able to play a full, active and equal part in Prime Time’s activities and programme. 

The Manager will appoint a member of staff to act as the Special Educational Needs and Disability Co-ordinator (SENDCO) to manage provision for children with special educational needs and/or physical disabilities. This individual will be trained and experienced in the care and assessment of such children as far as possible. At present this named person is The Manager.  

The role of the SENDCO is to take responsibility for the day-to-day operation of the settings Special Educational Needs (SEN) policy and to co-ordinate provision for children with SEN. 

All members of staff will be expected to assist the Manager or SENDCO in caring for children with special educational needs and/or physical disabilities. The co-ordinators responsibilities will include:

· To work alongside staff to ensure that they are all aware of all legislation, regulations and other guidance on working with children with special educational needs and/or physical disabilities.

· To work with staff to ensure that all staff have undertaken some special educational needs and/or physical disabilities training wherever possible. 
· Ensuring that any information that may be needed for a Child’s Education, health and Care Plan (EHC) are recorded and communicated with the Child’s main educator with the permission of the parent/ carers. 
· Assessing each child’s specific needs if necessary and adapting Prime Time’s facilities, procedures, practice and activities as appropriate and where practical to do so. 
· Ensuring that systems are in place to adequately plan, implement, monitor, review and evaluate the Special Needs Policy. 

· Ensuring that children with special educational needs and/or physical disability are fully considered when activities are being planned and prepared. 

· Ensuring that the privacy of the child is respected when intimate care is being provided.

· Liaising with parents/carers about the needs of their children and the plans and actions of Prime Time, as well as being the point of contact for parents/carers. 

· Ensuring parents have completed a detailed medical/allergy form if disability has been identified. 

· Liaising with other agencies and seeking advice, support and training for all staff as is necessary before and during enrolment 

· Supporting other members of staff to increase their skills and experience in the care of children with special needs and/or physical disabilities.

· Ensuring that all children are treated with equal concern and respect and are encouraged to take part in all activities. 

· Ensuring that accurate observations and assessments of children’s progress are made and properly recorded. 

· Ensuring that only the following members of staff have access to children’s records: Prime Time Manager/ Deputy, Other Prime Time staff where directly involved in the care of the child, the SENDCO. The records will be kept in a locked filing cabinet for security purposes. 

· Ensuring that records and reviews are passed to the main educator’s and/ or any other setting they may attend or move on to. 

· Where it is felt a child may require one-to-one support or specific equipment it will be discussed in confidence with the Chairperson of the Trustees about possible funding for this. We will seek the advice of the Local Authority, health, social and educational professionals supporting the family and will involve the child and their parents in any decisions reached. 
We receive no funding for school age children to support us in integrating them into wraparound childcare settings but wherever possible and will adhere to our responsibilities under the Equality Act 2010. We recognise children may have ‘a physical or mental impairment which has a long term and substantial adverse effect on their ability to carry out normal day-to-day activities (Equality Act 2010)’ and we will not discriminate either directly or indirectly against them, harass or victimise them. We will always attempt to make reasonable adjustments, including the provision of auxiliary aids and services to ensure inclusion where possible. 
We will support all children with SEN to the best of our ability and will ensure we have identified their needs and how we will respond to them. We will ensure we evaluate and review the child’s progress as required. 

Intimate care

Intimate care involves areas of personal care, which most people do normally for themselves but some are unable to do because of their stage of development, impairment or disability. We aim to provide intimate care to all children who require it, which acknowledges the responsibilities and protects the rights of everyone involved. We believe that children have the right to be treated with respect and sensitivity, and in such a way that their experiences are a positive one. We acknowledge that it is essential that every child is treated as an individual and that care is given as gently and as sensitively as possible. We also believe that every child should be encouraged to have positive images of their bodies. We aim to provide guidance and reassurance to staff, and protect the rights and well-being of children. 

We will liaise closely with parents/carers of all children to obtain as much information as possible in order to make the process as comfortable as possible. We will endeavour to take all of their individual concerns into account. We are conscious that this is a sensitive issue and will ensure all our staff are aware of our confidentially policy. We believe that information on intimate care should only be communicated by sealed letter, personal contact or telephone between the parent/carers and member of staff concerned. 

We will ensure that all staff is familiar with normal precautions for avoiding infection and that they are aware of our hygiene policy and procedure.

We will encourage our staff to take part in any appropriate training whether that be internal or external training (e.g. Health visitor), and we will endeavour to provide supervision and induction to all staff. 

We will endeavour to ensure privacy appropriate to the child’s age and situation when carrying out intimate care. We will allow the child to care for themselves as far 

as they are able to, and encourage our staff to promote appropriate use of toilets and associated areas. 

We will be aware of and responsive to the child’s reactions, and provide reassurance whenever this is required.

It is not normally practical from the point of view of staffing resources, for there to be two members of staff involved in intimate care of one child, and also this will not assist the privacy of the child. We will, whenever possible through, advise our staff to inform another member of staff when they are going to undertake intimate care of a child. We will take account of how the child to carer ratios will be affected if a staff member needs to escort a child to the toilet or deal with an accident. We will also ensure that all staff is aware of our child safeguarding policy. 

This policy will be reviewed regularly and the procedure monitored and evaluated as needed. 
Support services 
The Early Years Hub aims to support children and their families by offering help early on, before they reach a crisis point. 

It helps to bring together professionals who work with children in the local area which may include Prime Time Kids Club. We believe support works best when people come together with a family to look at the whole situation.   

If Prime Time Kids Club identifies a family or child who they believe would benefit from additional support, having consulted with the child’s main settings such as school, we may choose to call a TAF (Team around the family) meeting. To do this successfully we would gain the families consent and complete an Early Help referral. We would always seek the advice and guidance of support services we can access. 
The Dorset Education Advice Line (DEAL) is available to professionals and families who are looking for advice regarding emerging issues for a child who might have special educational needs and disabilities (SEND). They can be contacted at 0800 1404041 where a SEND worker will be available to advice. 
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