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and Procedures June 2020 
 

Ladybirds Staffing: Currently Ladybirds Playgroup has 2 members of Staff working. These are our Joint 

Leaders Claire Butcher (Designated Person for Child Protection) Sarah Stonham (SENCO: Special 

Educational Needs Coordinator).  The other 2 members of staff Sharon Connor and Andy Leeming are 

furloughed. 

Places on offer this half of Summer Term, when we have reopened: We able to offer up to 8 places for 

children who may wish to return.  Government guidelines have asked settings to group children in bubbles 

of up to 8 children with 2 staff.  The same group of up to 8 children will be attending on all days, so the 

children and staff in attendance will not be mixing with any others during playgroup hours.  Also we have to 

consider the size of the hall and the fact that we don’t have any outside area for playing at the moment due 

to the building work. 

Note Claire and Sarah contacted all 20 families at the end of the first half of summer term to find out their 

interest in using Ladybirds during the second half of summer term. 

One bubble/Social distancing: The bubble (group of children). We know that, unlike older children and 

adults, early years and primary age children cannot be expected to remain 2 metres apart from each other 

and staff.  In deciding to bring more children back to early years and schools, this has been taken into 

account. Therefore we are supporting the children with: 

·         avoiding contact with anyone with symptoms 

·         frequent hand cleaning and good respiratory hygiene practices 

·         regular cleaning of the setting 

·         minimising contact and mixing 

 

It is still important to reduce contact between people as much as possible, and we can achieve that and 

reduce transmission risk by ensuring children, young people and staff where possible, only mix in a small, 

consistent group and that small group stays away from other people and groups. 

Ventilation: during all sessions we will open some of the high windows to ventilate the room as much as 

possible, as we are unable to leave our front door open for air.  Also small high windows in both toilets can 

be left open, when no one is using that area. As we have building construction on site at the moment, then 

we will have to close windows at times, if there is any dust.  

Building works: the contractors are still on site during Playgroup hours although they do not have access to 

the building where the children will be playing.  The building area is safely cordoned off and has metal 

railing around the entrances to prevent anyone entering the building site.  Contactors have been asked by the 

Salvation Army to keep noise to a minimum during the morning’s session. 

Supporting children and families settling back into Ladybirds when reopen:  Claire and Sarah will be 

in contact with families, as they have been throughout lockdown and discuss with each family the best way 

forward to help each individual child with their personal, social and emotional development.  Also support 

parents who may well be feeling anxious about their child returning. As children who attend Ladybird 

should only attend one setting then staff will get in touch with the other setting to share records and next 

steps of learning for relevant children. Parents/child to complete an all about me form when returning. 

Safeguarding: parents and carers will also be asked to advise Ladybirds Playgroup if there are any changes 

regarding the child’s welfare, health and wellbeing that it would help Ladybirds to be made aware of.   



Key Workers: for some children, these might change as Andy is furloughed but affected families will be 

informed prior to reopening 

Details of change in drop off and collection: will be sent out to parents by email and explained verbally 

over the telephone prior to their first session back.  Staff will review and notify parents if they feel a 

staggered drop off and collection time may help congestion. 

 Parents will be asked if only one parent/carer to drop off or collect where possible.  Only children 

will be permitted into the hall unless in extreme emergency. 

 Procedure:  

 Parents will be asked to remain by the displayed sign on the metal railings at 2 meters apart until 

the front door is free.   

 One parent and child will come at a time, to drop off the child at the front door where there will 

be a table outside with hand sanitiser and ample pens to sign the register with.  (parents will be 

asked to try and bring their own pen with them but a supply of pens will be there and the pens 

will be wiped down and cleaned) Children’s bag/lunch bag/water bottle will be left on the table 

and then the member of staff will greet the child. 

 The child will say good-bye to the parent and be taken into the building with their belongings to 

wash their hands, before they go into the hall.  (Staff to remember to wipe down the door bell if 

required).  This will all be completed before the next child can be greeted.  

 The same arrangement on collection of child at the end of the session 

 If parents need to speak to staff prior to session, during or after, they are asked to telephone the Ladybird 

mobile to speak to a member of staff or to arrange a time to meet and discuss their concerns.   

 Parents are ask to notify Ladybirds if their child is not attending the session and the reason why? 

 

Any changes of information from staff at Ladybirds: will be communicated to parents via email and 

obviously if more urgent a telephone call.  So parents should please check their email regularly and keep us 

up to date of any change in personal details prior to leaving their child at playgroup.   

Collection of any outstanding fees:  will be sent by email as an invoice and parents are ask to settle 

payment wherever possible by online payment. 

Cleaning of the Ladybirds hall:  Staff will be cleaning the hall prior to the arrival of the children, where 

required during the session and at the end of the session.  A deep clean of the hall will be completed at the 

end of the week.  The hall will not be used by any other groups. The only other users will be the 2 Salvation 

Army Officers Captains Rob and Georgina Symons and their cleaner. 

Displaying symptoms of Covid-19: 

 What to do if a child/family member is displaying symptoms:  These might be 

o Covid-19 symptoms might be a high temperature – this means the child feels hot to touch on 

their chest or back (you do not need to measure their temperature) 

o A new, continuous cough – this means coughing a lot for more than an hour, or 3 or more 

coughing episodes in 24 hours (if a child usually has a cough, it may be worse than usual) 

o Loss or change to sense of smell or taste – this means the child noticed they cannot smell or taste 

anything, or things smell or taste different to normal 

 

Please notify Playgroup and keep your child at home and note all the household should self-isolate at home. 

Seeking up to date advice using 111 online Covid Service. 

 Circumstances that may require a child/family to self-isolate even though they are not displaying 

symptoms might also be in the case if a child/staff member of their group has tested positive.  This 

would involve closing the Playgroup for the recommended time. 

 Staff who are displaying symptoms, or have experienced symptoms in the last 7 days are not 

permitted to work and will be advised to self-isolate at home for 7 days.  If that member of staff 

tested positive then this would involve closing the Playgroup for the necessary amount of time. 



 Should a child or member of staff show displaying symptoms during a playgroup session: child or 

member of staff would need to isolate.  With a child as we can’t completely isolate them as we only 

have the one room, then we would put the child to one side of the room and block it off by tables.  A 

member of staff with sit with the child using PPE equipment (staff are trained in use of this 

equipment with government guidance). Parent would be asked to collect their child.  Other parents 

would be contacted to arrange collection of their children if necessary and a deep clean of the whole 

area would be completed when clear to do so. 

 

How the layout and resources of Ladybirds may be different:  As we will be removing the soft toys, 

bean bags, mats and anything else that cannot be easily cleaned, we will try and make the hall look as 

attractive and appealing to the children as we can.  We will be ensuring that we plan activities that each 

individual child to enjoy and engaging in.  Unfortunately there will be no sand, lentils, water play or 

dressing up.  Unfortunately we will have to ask that children do not bring any toys from home to playgroup 

with them. 

Children will need to bring to playgroup with them: Coat, cardigan/jumper (as windows will be open for 

ventilation unless really cold), change of clothes (very important), sun hat, water bottle, either fruit to share 

or their own fruit in a named box, packed lunch boxes.  Also a pair of slippers or socks that they can wear 

during a playgroup session, when they are in the hall.  This is to avoid outside shoes being worn inside the 

hall.  Children should be reminded not to go bare footed when at Playgroup.  Obviously outside shoes will 

be worn when going outside. (Staff will support children in changing their shoes) 

Children’s safety: A lot of consideration has been taking into ensuring that children are kept safe at 

Ladybirds and will be encouraged to keep themselves safe. 

Sun Safety: Please make sure that you have applied sun cream to your child at home before they arrive at 

Playgroup. 

Outside Play: We will still be taking children outside and have permission to use the Rose and Crown 

Public Houses Garden.  Both staff will supervise children as they hold the walking lead and carefully cross 

the road at the traffic lights.  Risk assessments are in place to monitor and consider any hazards. 

Additional Spaces: Should families show more interest in spaces for children returning during summer term 

Ladybirds would use the following criteria for children returning eg Vulnerable children, Children of critical 

workers, 3-4 year old children transitioning to Nursery School in September, Children on the Early Support 

pathway, two year old funding, Children of parents working outside the home, Children of parents working 

in the home, Any other children.  When all 8 spaces are full then the Local Authority would be informed and 

support Ladybirds and families is trying to find a suitable position. 
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