5.2 Meadow Lane Children’s Nursery Communication Policy

Policy statement

Here at Meadow Lane Children’s Nursery we strive to develop active and effective
methods of communication between early years educators, parents, children and
other professionals.

Procedures

Communication with children

* Educators consider all forms of communication when interacting and engaging
with children based on a child’s age and stage of development.

* Educators should get down to a child’s level when commmunicating with them
encouraging eye contact when appropriate.

* Educators should take the time to support children’s feelings allowing them to
have opportunities to talk about and express how they feel. Allowing the children
to understand that it is acceptable for them to feel sad, unhappy, angry as well as
happy and excited.

* Educators are communicating with appropriate language to the children allowing
them time to respond to open ended questions that may be asked.

* BEducators should be approachable and able to listen and welcome child-initiated
conversations.

Communication with parents

* Educators will regularly share information and updates to the parents via Famly
or face to face at the end of or beginning of the day. (Unless a phone call is
required after consultation with a manager)

» Please ensure all Famly messages are responded to, as necessary, including thank
you/acknowledgment messages. (Please leave no message un-responded to)

* Parents are encouraged to share any specific information about their child, when
arriving and leaving nursery, and to discuss any key events that may have
occurred at home so these can be documented appropriately. It is important that
educators are asking questions about their child if parents are not being open in
explaining.

* Educators should consider if any information that needs to shared, is sensitive
and ensures it is being passed on in a private way (maybe away from the child/
with the management team)

* Please ensure that the management team is being informed of essential
conversations had with parents, (before the conversation if initiated by yourself
or after if initiated by the parents).

* Educators should always be aware of how they pass on information to the parents
ensuring the conversation ends of a positive note.

* Parents are made aware on the first day of their child joining Meadow Lane who
there child’s key-worker and that the key-worker may not always liaise with the
parent but will always receive feedback from a member of the team who works
closely with the child.

* Please do not respond to parents on Famly out of hours unless consulted with
management.

* Please ensure that walkie talkies are at a appropriately low level during parent
handovers.



Educator Communication

* Communication is essential to team work and the fast pace environment that we
work in. We ask that you are ALWAYS kind, respectful and considerate during any
form of communication.

* Educators should maintain effective and professional levels of communication
amongst each other. Personal events/moods should not influence the professional
management of the day. Please speak to the office if you don'’t feel ok and we have
4 mental health first aiders on-sight to support/advise.

* Educators should communicate with everyone politely and courteously always
taking into consideration that they are role models for children.

* It is acceptable for some adult conversation to take place within the nursery
environment, but lengthy or inappropriate conversations must not take place
over the heads of children.

* Educators must not discuss individual children in front of other children or where
they are able to hear what is being said.

» Educators should ensure they regularly pass on any relevant information
promptly and in an appropriate manner.

* When liaising with other professionals outside of the setting staff should always
maintain professionalism and be aware that information being discussed may be
of a sensitive nature.

* Educators meetings take place once a month and are statutory in order to keep
communication consistent.

» All Educators work closely together, and the Nursery has an ‘open door’ policy for
both parents and staff. This enables information to be passed on successfully on a
day-to-day basis, we encourage your questions and ideas to be shared in this
space.

* We expect that any private conversations, overheard anywhere in the setting, are
not reiterated and remain confidential unless a child or employees safety is at
risk.

* Whats-app/group chats will not be tolerated as a platform to negatively discuss
work related or colleague matters. Please see the anti-bullying section in your
employee handbooks.

» The staff room over lunches is a non working area and we therefore ask that
private matters around children and families are not discussed openly.

» If you receive communication regarding another members Key child, we ask that
it is passed on to the key-worker immmediately or as soon as possible, or via a
communication book.

* We ask that you have a walkie talkie on your person at all times, and that you
respond slowly, clearly and appropriately via these.
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