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Birthdays….. 
Your child’s birthday is a very 
special day, so at Little Amigos 
I will provide a cake and we will have a party on that day with 
party food.  
 
Festive celebrations…..  
Here at Little Amigos I do celebrated holidays E.G Christmas, 
Easter, Mothers and Fathers day ETC, if you don’t know wish 
your child to take part in these celebrations please let me know. 
 
Enrolment forms….. 
Enrolment forms are given to me by Community Vision. 
All enrolment forms will be kept in children’s individual folders 
and stored away safely. 
I will check the enrolment forms every 3 months to make sure all 
the information is up to date. 
If any there are changes please let me know ASAP. 
 
Birth Certificates….. 
I will need to see the original and have a copy of the child’s birth 
certificate; this will be kept in children’s folders. 
 
Immunisation….. 
All children must be immunised before coming to Little Amigos. 
Proof will be necessary. 
If children are not immunized then a letter from the doctor will be 
needed to state that the child is healthy to be around other 
children.  
 
Confidentiality of records….. 
All records will be kept in a locked folder and stored safely away 
out or reach from everyone. 
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Medication….. 

Community Vision will be providing the form for: 
 Record of medication. 
All children’s personal records will be kept in a locked folder, in 
a safe place; children’s records will be checked on and kept up to 
date. 
Any medication brought in to Little Amigos must have the child’s 
name on the bottle,  
Parents will have to fill in a medical form and sign. 
Parents will have to give me written permission to administer 
medication to their child.  
 
 
Illness or Accidents….. 
Accident forms are given by Community Vision. 
All accidents will be written down and recorded, they will be 
shown to parents on the day of the accident and parents will 
have to sign. 
Please do not bring children to Little Amigos if they have an 
unexplained rash or illness. 
If children show more than 3 signs of illness I will send them 
home. 
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Record of excursions….. 

Records of excursions are given by Community Vision. 

When I take the children out I will let the parents know. 
I will get parents to sign an excursion form to give me permission 
to take the children out and a basic form for school runs and 
parks etc. 
 
Emergency procedures and rehearsals….. 
If there is a fire/ natural disaster at Little Amigos I will take the 
children to the nearest exit and we will calmly walk across the 
road to the house opposite. 
I will be making a document of our rehearsals and be putting 
them in to practice every 3 months. 
I have two exits, one is the front door the second one is the gate 
in the garden, and in an emergency these exits will be used. 
They will not be blocked at any time. 
Children’s safety is always my number one priority so once the 
children are happy, not hurt and calm then I will contact parents. 
I will have my phone on me and contact parents ASAP. 
If a child does get hurt I will use first aid first then if no response 
I will call for an ambulance then I will contact parents. 
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Behaviour management procedures….. 
Here at Little Amigos I do not name a child as naughty or bad, I 
will guide their behaviour by sitting them down for a minute and 
talking about what has happened or what the problem is. 
I will always use positive words and encouragement. 
After a few times of trying this procedure  and if I feel it is not 
working, I will have a meeting with the parents and see what 
solutions we can come up with.  
If children are violent towards me, my family or other children on 
a frequent basis and we can not come up with a solution then I 
will have to terminate care. 
 
Dealing with parents concerns….. 
If a parent at any time is unhappy with my service I would 
appreciate it if they speak to me first. 
We can have a meeting or parents can speak freely to me in the 
morning and we can discuss what concerns there are and what 
we can change about them.  
If parents are still unhappy then I would suggest they get in 
contact with: 
 
Community Vision 
14 Davallia Road, Duncraig 
Telephone : 9247 7777 
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Transport procedure…..  
I have passed my driving test and from Aug 2013 I will be driving 
children about.  
I will have the appropriate car seats for all ages and a risk 
management plan in place. 
Parents will need to sign the Parent Authorisation Form. 
 
 
I will still be walking and using public transport. 
Before I take the children out I will tell them where we are going 
and what they need to do. 
I will be speaking clearly and slowly so they all understand. 
I will be supervising at all times. 
I would give the children rules and a guide to follow while we are 
out and explain the dangers to them and what will happen if they 
don’t listen to my words. 
For the younger children they will be placed in a push chair, for 
older children they will be wearing wrist straps and for much 
older children I will get them to hold on the push chair and walk 
nicely beside me. 
If there was an accident while we were out I would use first aid, if 
no response then call for an ambulance and then contact 
parents.  
All accidents will be written down, recorded and stored away 
safely. 
 
 
 
 
 

                      


