Things to do... EYFS


	For
	To do
	Done

	Parents
	Policies & procedures - update;

Make a policies & procedures booklet with shortened versions of each for easy reference;
Put one copy of all P&Ps in folder, give out rest on CD if parents request a copy (commit to saving resources).
	

	
	Write parents a letter / leaflet introducing the EYFS.  This might be useful - http://www.childmindinghelp.co.uk/forum/showthread.php?t=14921
Stay positive & upbeat about the benefits to their child;

Read to teenagers to check I have avoided jargon.
	

	
	Explain to parents about needing to share information with other settings;
Ask parents to sign a letter which I can give to other settings so they see I have parents permission to share information.
	

	
	Welcome booklet – update, including information about EYFS eg need for observations, assessments and written planning, security regulations (EYFS, p24), outings risk assessments (p24) etc.
	

	
	Contracts & permissions – update.  Check through the EYFS Statutory requirements p23 & 38 for information that must (and should) be collected
	

	
	Child information form – update.  Again, check through p23 and 38 for information about what must (and should) be included.
	

	
	Write a questionnaire asking parents what they think about my service – make it short & diary it to go out every 3-6 months.
Start a personal development file which includes these questionnaires and link to the SEF.
	

	
	Complaints form - re-write for EYFS; download Complaints information from Ofsted site for folder (Ofsted document reference – 080120); new complaints poster must be displayed.
	

	
	Medication forms – re-write for EYFS, so a signature is shown as permission for giving the medication... then a signature by me for giving... then a signature from parents to confirm they are aware it has been given.
	

	Other settings
	Write a letter of introduction & get it signed by parent;

Say who I am, how much I do with the children (not drinking tea all day!), what I want to achieve by contacting them.

Print an extra copy of each monthly newsletter to go to the other setting, so they can see I am professional.
	

	Children
	Put together 1 file for each child which will include their observations and next steps, pictures, photographs, comments from parents, comments from other settings... use next steps and comments to feed into daily planning;

Come up with an easy way of recording comments from parents & other settings, so they can be transferred into children’s files without losing them in the paperwork mountain.

Print a copy of each child’s learning and development (by age & stage) & use it as a base to put in evidence of achievement.
	

	
	Menus – think of some way of displaying these so children can see what they are eating each day.  Share with parents.
	

	
	Planning - work on simple ways of showing  individual & group planning without it taking all weekend;

Maybe use one sheet which shows everything I intend to do in a week in note form and which refers to the planning I already have in my folder. I do not want to write things out more than once!
	

	Ofsted
	Accessibility audit – put ‘access audit Childminder’ into Google and an excellent one comes up from Leeds Play Network which can easily be adapted;

Inclusion is going to be a biggie with EYFS, so whether you are accessible to all children and their families needs to be thought about carefully.  Some things just are not do-able in a house, but still show you have thought about them and made all reasonable adjustments.  Remember personal safety before committing to something like home visits for disabled parents!
	

	
	Continuous provision planning – the things I do every day. I do not want to have to write them out every time I do them, I want to concentrate on playing with the children;

Make a folder of ideas for continuous provision – sand, water, playdough, drawing, painting, reading books, construction etc... 

Include activity ideas / what children will learn linked to EYFS / risk assessments.  Lots of ideas in downloads on http://www.tes.co.uk/. 
	

	
	Other audits that might be a good idea – healthy setting, healthy eating, safeguarding... Research!
	

	
	Outings risk assessments – update & make sure there is one for each type of outing in the file.
	

	
	SEF – best get it done! It freezes the day they ring to say they are coming, so diary it for at least annually (better 6 monthly) and stop putting it off!

Tip – do it on home computer, upload by copying and pasting when ready... saves losing it if Ofsted’s system goes down or you press the wrong button.
	

	
	Independent Safeguarding Authority – this is mentioned in the Ofsted requirements for the older children’s register, so get some information about it and put it in files.
	

	
	Room thermometer – requirement (p35 of Statutory Framework) to keep rooms at a safe temperature for children so buy a thermometer and put it up! 

Monitor each day as part of morning risk assessment.
	

	
	Look at each of the Principles of the EYFS and check readiness... write a little bit about each and how I feel I am meeting it;

Think about what more I can do for each... this will also help for when writing the SEF.  Put in personal development file and diary to update regularly.
	

	
	Note that the older children’s register says different things from the EYFS! Write policies that reflect these (or add the information into current policies);

Compare!
	

	
	Make sure all Safeguarding booklets are up-to-date... request new copies from Local Safeguarding Children Board and diary to do annually. Download for files – 

http://www.everychildmatters.gov.uk/resources-and-practice/IG00182/ 
	

	
	Ofsted have messed about with all the links on their site – check the ones on the website work.
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