
©This document may not be circulated, copied or reproduced.   

 

Last modified 04.04.2016 

 

 

 

Early Years Foundation Stage 

 

Daily Routines and Care 

 

 

 

 

 

 



©This document may not be circulated, copied or reproduced.   

 

Last modified 04.04.2016 

 

Contents 

Introduction to Policy                                                                                                       

 

1) Caterpillars daily routine 

                                                                                         

2) Ladybirds daily routine                                                                                        

           

3) Fireflies daily routine                                                                                    

            

4) Butterflies daily routine                                                                                     

          

5) Pre-reception daily routine        

   

6) Reception daily routine  

         

Annex 1: Procedure for Bed Sleeper Checks  

Annex 2: Procedure for Cot Room Checks  

Annex 3: Procedure for Formula Milk   

Annex 4: Bottle and Milk signing in/administering form (Babies) 

Annex 5: Example of sleep check chart 

 

 

 

 

 

 

 

 

 

 

 

 

 



©This document may not be circulated, copied or reproduced.   

 

Last modified 04.04.2016 

Introduction 

 

One of the key pillars of GEMS settings is ‘quality care’.  All staff are responsible for 

ensuring that each child is safe, well and happy.  

The Head/Manager of each setting is responsible for ensuring that staff ratios are 

correct and that the care, safety and well being of each child is given top priority. 

 

Early Years practitioners are committed to providing personal care for the children 

that has been recognised as an assessed need, (such as applying sunscreen, 

ensuring personal hygiene, washing hands and face, assisting with toileting and 

nappy changing, cleaning a child after a toileting accident, attending to any medical 

needs etc) Intimate personal care includes hands-on physical care in personal 

hygiene and having physical presence or observation during such activities. 

Practitioners ensure that they:  

  

  maintain the dignity of the individual child.  

  are sensitive to their needs and preferences.  

  maximise safety and comfort.  

  protect against intrusion and abuse.  

  respect the child’s right to give or withdraw their consent.  

  encourage the child to care for themselves as much as they are able 

dependent on age and protect the rights of everyone involved.  

 

The diversity of individuals and communities is valued and respected. No child or 

family is discriminated against. In addition to this there are other vulnerable groups 

of children and young people that may require support with personal care on either 

a short, longer term or permanent basis due to SEN or a disability, medical needs or 

a temporary impairment. This could include: 

  

  children and young people with limbs in plaster following an accident  

  children and young people needing wheelchair support  

 children and young people with pervasive medical conditions  

 

……………………………………………… 

Bowlby (1969, 1988) proposed the theory of “attachment” claiming that children 

who are securely attached emotionally to their mothers in the first 12 to 18 months 

of their life, are able to use the adult as a safe base from which to explore.  This 

enables them to be more sociable and skilful in their interactions with peers and 

better able to form relationships with others both as children and as adults. 

Davenport (1997) suggests that although babies may develop a fear of strangers, 

particularly between six and seven months, they are able to form attachments with 

other adults and caregivers.  
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Age at Which Children form Attachments 

 3 – 4 months Babies generally don’t mind who is with them 

6 – 7 months 

They express their preferences clearly – stranger fear 

begins.  All this time they are attaching to their 

caregivers. 

6 – 18 months 
They start forming attachments if other adults are 

available and willing 

(Davenport 1997, p40) 

It is because the child needs to be able to develop secure attachments that a key 

person is allocated to each child.  The key person is responsible for the child’s all 

round development and liaison with parents.  This is an important part of enabling 

the child to form secure attachments in the setting.  Attachment may be categorised 

as follows: 

 

 secure: children often show distress as parents leave but greet them positively 

upon return; 

 insecure-avoidant: children are not distressed at their parents departure and 

ignore them upon return; 

 insecure-ambivalent/resistant: children are highly distressed by their parents 

departure and fail to settle upon reunion; 

 insecure-disorganised: children not categorised in the first three groups. 

It is important for parents/carers to visit the setting with the child so that they can 

share the experience and create a bridge from home to the setting.  This initial 

visit(s) is followed by two or three settling in sessions where the child is left in the 

setting with the staff and the parent/carer waits in the parent cafe. 

 

The staff/key person must be introduced to the adult responsible for collecting the 

child. Children will not be released to adults who have not been introduced to the 

staff prior to collection and have been authorised by the parent(s). All parents are 

required to complete a photo collection form when the child is starting in the 

setting, giving permission for responsible adults (mother, husband, partners, grand- 

parents, other relatives, close friends) with a password known to them all with 

contact phone numbers, to be able to collect the child if necessary. 

 

 

Parents may book morning, afternoon or whole day sessions. A choice of flexible 

hours are offered on the booking forms. A minimum of either 3 full days or 4 
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sessions per week for term time or 48wks attendance at Sherfield School Nursery 

(Little GEMS) and Pre-reception, is recommended in order that children and staff can 

form secure attachments. 

Reception class is full-time school with the availability of Breakfast and After school 

clubs. 

Wrap Around and ad-hoc sessions are available for all of the Early Years children. 

 

The managers and practitioners must ensure that a daily routine is established that 

is familiar to staff, children and parents.  The daily routine includes: 

 

 breakfast (if booked) 

 arrival and registration; 

 hot meals at Sherfield School Little GEMS Nursery, Pre-reception and 

Reception  

 snacks, morning and afternoon; 

 a light tea for children booked in for After School Club 

 toilet; 

 rest/sleep if required; 

 home time. 

 

 

Each of the settings/rooms is required to conduct a daily risk assessment, the Head 

of Nursery also complete a termly risk assessment, liaising with the Facilities 

Manager. The pre-Reception co-ordinator also completes a termly risk assessment. 

 

The exterior doors and gates to the setting must always be secure. All persons 

entering and leaving the premises must sign in and out (children must also be 

signed in on arrival and out when collected). Parking must be in the designated 

areas.  Smoking is not permitted anywhere on the premises. Dogs (unless Guide 

Dogs) are not permitted. 

 

Entry to each of the settings/rooms must be via a door entry system – children must 

not be able to enter or leave an area unsupervised. 

 

 

Cross References:  Health & Safety Policy; Child Protection and Safeguarding Policy; 

First Aid and Medical policies. 
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Sherfield School Nursery (Little GEMS) 

Caterpillars Daily Care Routine 3-18/20months 

 

 Welcome early starters and serve breakfast if required. Children to wear 

bibs whilst feeding. Children with special dietary requirements/allergies 

to use placemat awareness system. 

 Welcome children and parents, take messages. 

 Snack time, morning and afternoon – wash children’s hands and serve 

drinks (in a beaker); encourage children to eat and drink independently. 

 Nappy changing – scheduled changing times are approximately 3 times a 

day, once before morning snack, once before lunch and once after the 

afternoon snack. Also after tea/before home time for children staying 

later.  

 The children are checked regularly in between these times and changed 

as necessary. 

 Lunchtime – wash children’s hands using a wet paper towel. Children to 

wear bibs. Children with special dietary requirements/allergies to use 

placemat awareness system. 

 Food is prepared for the individual child, e.g. pureed, chopped or 

mashed. Carers assist with feeding as necessary. Beakers provided for 

drinks. 

 Children who are going home at 12.30 are met by parents, feedback from 

key person or member of staff in the child’s room and given information 

of child’s session with daily record form. 

 Sleep times – children sleep depending on their routines at home. 

 Children are placed in the cot room to sleep at various times throughout 

the day. Children who sleep on beds after lunch (older children) are 

settled down by the carer. 

 Children are checked regularly during sleep time with use of a baby 

monitor, timer and physical checks. 

 Children are woken at appropriate times for afternoon snack. Assist with 

hand washing.  

 Amount of child’s sleep time, lunch and activities plus general comments 

recorded on daily routine form for parent feedback at 3.30pm or during 

After School Club.  

 Preparation for home time, nappy change/toileting etc.  

 Wash children’s hands. Light tea given at 4pm. Children with special 

dietary requirements/allergies to use placemat awareness system. 

 Caterpillars and Ladybirds children join together in baby setting for After 

School Club. Nappy change/toileting as necessary. 

 Activities and free play available during After School club.  

 Feedback to parents at end of the session. 
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Sherfield School Nursery (Little GEMS)  

Ladybirds Daily Care Routine 18/20mths-26mths 

 

 Welcome early starters and breakfast served if required, children to wear 

aprons. Children with special dietary requirements/allergies to use 

placemat awareness system. 

 Welcome children, parents, speak to staff member from child’s room, 

take messages if necessary. 

 Registration, calling of children’s names, encouraging response of ‘good 

morning’. 

 Nappy changing/toileting, children are checked regularly and changed as 

necessary as well as before outdoor play, going home and/or/after sleep 

time. 

 Assist children to wash hands followed by snack time, morning and 

afternoon, with encouragement to use cups (feeder cups if needed) and to 

feed themselves. 

 Assist children to wash hands followed by lunchtime. 

 Lunchtime – children to wear aprons, have assistance with cutting up food 

and feeding. Training cups provided for drinks if needed. 

 Children with special dietary requirements/allergies to use placemat 

awareness system. 

 Children who are going home at 12.30 met by parents, feedback from key 

person or member of staff in child’s room and given information of 

child’s session with daily routine form. 

 Children settled down for regular sleep time. 

 Children checked regularly during sleep time, use of baby monitor and 

physical checks. 

 Children woken at appropriate times for afternoon snack. Assist with 

hand washing. 

 Amount of child’s sleep time, lunch and activities plus general comments 

recorded on daily routine form for parent feedback at 3.30pm or during 

After School Club.  

 Preparation for home time, nappy change/toileting etc.  

 Wash children’s hands. Light tea given at 4pm. Children with special 

dietary requirements/allergies to use placemat awareness system. 

 Caterpillars and Ladybirds children join together in baby setting for After 

School Club. Nappy change/toileting as necessary.  

 Activities and free play available during After School club.  

 Feedback to parents at end of the session.  
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Sherfield School Nursery (Little GEMS)  

Fireflies Daily Care Routine 2-3yrs 

 

 Welcome early starters and breakfast served if required, children to wear 

aprons. Children with special dietary requirements/allergies to use 

placemat awareness system. 

 Welcome children, parents, speak to key person or member of staff in 

child’s room and take messages if necessary. 

 Registration, calling of children’s names, encouraging response of ‘good 

morning’. 

 Nappy changing/toileting, children are checked regularly and changed as 

necessary as well as before outdoor play, going home and/or/after sleep 

time. 

 Assist children to wash hands followed by snack time, morning and 

afternoon, with encouragement to use cups and to feed themselves. 

 Assist children to wash hands followed by lunchtime. 

 Lunchtime – children to wear aprons, have assistance with cutting up food 

and feeding as necessary. Children with special dietary 

requirements/allergies to use placemat awareness system. 

 Children with special dietary requirements to use placemat awareness 

system. 

 Children who are going home at 12.30 met by parents, feedback from key 

person or member of staff in child’s room and given information of 

child’s session with daily routine form. 

 Children settled down for regular sleep time. 

 Children checked regularly during sleep time, use of baby listening 

monitor and physical checks. 

 Children woken at appropriate times for afternoon snack. Assist with 

hand washing. 

 Amount of child’s sleep time, lunch and activities plus general comments 

recorded on daily routine form for parent feedback at 3.30pm or during 

After School Club.  

 Preparation for home time, nappy change/toileting etc.  

 Children to wash hands and a light tea given at 4pm. Fireflies and 

Butterflies children join together in Nursery conservatory for After School 

Club. Nappy change/toileting as necessary. 

 Activities and free play available during After School club.  

 Feedback to parents at end of the session.  
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Sherfield School Nursery (Little GEMS)  

Butterflies Daily Care Routine 3yrs + 

 

 Welcome early starters and breakfast served if required. Children with 

special dietary requirements/allergies to use placemat awareness system. 

 Welcome children, parents, speak to key person or member of staff in 

child’s room take messages if necessary. 

 Registration, calling of children’s names, encouraging response of ‘good 

morning’. 

 Assistance with toilet training, children are checked regularly and 

changed as necessary as well as before outdoor play, going home and/or 

sleep time. 

 Assist to wash hands followed by snack time, morning and afternoon,   

 Children to use the toilet and wash hands before lunchtime. 

 Lunchtime – children to wear aprons, if necessary, staff will assist with 

cutting up food.  

 Children with special dietary requirements/allergies to use placemat 

awareness system. 

 Children who are going home at 12.30 are met by parents, feedback from 

key person or member of staff in child’s room and information of child’s 

session with daily routine form.  

 Some younger children settled down for sleep time if still necessary. 

 Children woken at appropriate time for afternoon snack. Assist with hand 

washing. 

 Amount of child’s sleep time (if applicable), lunch and activities plus 

general comments recorded on daily routine form for parent feedback at 

3.30pm or during After School Club.  

 Preparation for home time, toileting etc.  

 Children to wash hands and a light tea given at 4pm. Children with 

special dietary requirements /allergies to use placemat awareness system. 

 Fireflies and Butterflies children join together in Nursery conservatory for 

After School Club. Toileting as necessary. 

 Activities and free play available during After School club.  

 Feedback to parents at end of the session.  
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Sherfield School  

 Pre-Reception class Daily Care Routine 

 

 Welcome early starters and breakfast served if required in the dining 

room (served in the Nursery during Wrap Around) Parents serve their child 

breakfast from the counter. 

 Welcome children, parents, speak to key person or member of staff from 

pre-Reception, take messages if necessary. 

 Registration, calling of children’s names, encouraging response of ‘good 

morning’. 

 Toileting – children are asked regularly and encouraged to use the toilet. 

Children are changed if wet/soiled. 

 Children wash hands followed by snack time, morning and afternoon. 

 Children to use the toilet and wash hands before lunchtime. 

 Lunchtime in the dining room – staff collect the children’s lunches. 

Children to attempt to cut up their own food. Staff to assist if necessary. 

 Children with special dietary requirements /allergies to use placemat 

awareness system. 

 Children who are going home at 12.30 met by parents, feedback from key 

person or member of staff in PR.  

 Preparation for home time at 3.30pm, children to collect their belongings 

when parents arrive. Feedback given by PR staff. 

 Light tea given at 4.30pm. Children with special dietary requirements 

/allergies to use placemat awareness system. 

 PR children are joined by Reception and Year 1 classes for After School 

Club. (PR children join with the Nursery for ASC during Wrap Around) 

 Activities and free play available during After School club.  

 Feedback given by PR staff to parents at end of the session.  

 A weekly newsletter sent by email goes out to all of the PR parents with 

information of the activities that the children have been taking part in 

plus any up-coming events etc. 
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Sherfield School  

Reception class Daily care routine 4-5yrs 

 

 Welcome children and parents, speak to Reception teacher or support 

teaching assistant, take messages if necessary. Parents serve their child 

breakfast from the counter. 

 Registration, calling of children’s names, encouraging response of ‘good 

morning’. 

 Children wash hands before snack time, morning and afternoon. 

 Children to use the toilet and wash hands before lunchtime. 

 Lunchtime – children to collect their own lunches from the counter, 

children attempt to cut up their own food, staff to assist if necessary. 

 Preparation for home time at the end of the school day, children to collect 

their own belongings and parents to collect children from the classroom. 

Feedback from Reception teacher or support teaching assistant.  

 Light tea given at 4.30pm. Children take their own choice of sandwiches. 

Reception children (and Year 1 children) join PR children in the PR 

classrooms. 

 Feedback to parents by the on-duty Reception/Year 1/ Teaching Assistant 

if children are staying on for After School Club. Light tea given at 4.30pm.  

 Activities and free play available during After School club.  

 Weekly emails and planner sent out for comments to all parents.   
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Annex 1: Procedure for Bed Sleeper Checks  

 At the beginning of the session make sure each child’s named basket has 

clean bedding. 

 When the children are put down to sleep on the beds a carer must stay with 

them, aiding the children to sleep.  

 Monitors must be switched on when all the children are asleep.  

 Record on each child’s daily record times they went to sleep and woke up. 

 Keep the register/signing in/out record close by in case of fire alarm/practice 

or evacuation of the building. Take this out with you. 

 Ensure regular checks are carried out on sleeping babies/children. 

 Every 10 minutes (or more if necessary) check the children. Always check 

each child individually and carefully ensuring they are breathing, stroking 

their cheek if necessary.    

 Make sure bedding is put into the wash at the end of the session as 

necessary. 
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Annex 2: Procedure for Cot Room Checks  

 

 At the beginning of the session ensure each child’s named basket has clean 

bedding. 

 Make the relevant cots up daily. 

 Switch monitors on when the first child is put in the cot room to sleep. 

 Ensure each child is placed in the cot on his or her back, with his or her feet 

touching the end of the cot. 

 Keep the register/signing in/out record close by in case of fire       

alarm/practice or evacuation of the building. Take this out with you. 

 Set the timer for 10 minutes to ensure checks are carried out. 

 Every 10 minutes (or more if necessary) check the children in the cot room 

and initial on the sleep check chart (on the sleep room door) always check 

each child individually and carefully ensuring they are breathing, stroking 

their cheek if necessary. 

 Record on the child’s daily feedback form the time they went to sleep and the 

time that they woke up.  

 Throughout the day check the room temperature in the cot room using a 

room thermometer. The correct temperature should between 16 degrees C 

and 20 degrees C. 

 Make sure bedding is washed as necessary. 
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Annex 3: Procedure for Formula Milk   

 

 Milk must be bought into the setting ready-made, in a bottle or in a carton 

with a sterilised bottle. Ensure all items are clearly labelled with the child’s 

name. Staff to also put child’s name tag on the neck of the bottle. 

 Advise parents to transport ready made bottles in a cool bag. 

 Ready-made bottles/cartons must be kept refrigerated. 

 Ask parent to sign the form (attached example) when bringing in bottles or 

cartons from home. 

 

When a bottle/carton is required:  

 If preparing a ready made bottle, take it out of the fridge checking the 

name.  

 Heat the bottle, if necessary, to the appropriate temperature in the bottle 

warmer. 

 Cartons are poured in to a bottle and cross-checked and signed by 2 staff 

to ensure it is the correct formula for the right baby/child. 

 Before the bottle is given 2 carers must check the labelled bottle and sign 

the cross-check form to ensure the child receives their own milk.  

 Check the temperature of the milk on your wrist.  

 Record how much of the milk the child left for the parents’ information, 

on their daily record.  

 Rinse the bottle and put it back in the child’s cool bag.  

 Occasionally some children may require medication in their bottles (such 

as gaviscon, movicol etc.) if this is required a medicine form should be 

filled out stating the dose, times the medication needs to be given along 

with a parents signature.  

 When putting medication into a bottle another carer must be present to 

witness it. Both must then sign the medicine form.  
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Annex 4:  Example of bottle/milk signing in form:  

 

Name of child: 

 

Type of 

milk: 

Own/Nursery No. of 

bottles: 

Parent  

signature 

Time 

given 

Staff 

Signature. 1 

Staff  

Signature. 2 
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Annex 5: Example of Sleep Check Chart 

 

7.30  9.10  10.50  12.30  14.10  15.50  17.30  

7.40  9.20  11.00  12.40  14.20  16.00  17.40  

7.50  9.30  11.10  12.50  14.30  16.10  17.50  

8.00  9.40  11.20  13.00  14.40  16.20  18.00  

8.10  9.50  11.30  13.10  14.50  16.30    

8.20  10.00  11.40  13.20  15.00  16.40    

8.30  10.10  11.50  13.30  15.10  16.50    

8.40  10.20  12.00  13.40  15.20  17.00    

8.50  10.30  12.10  13.50  15.30  17.10    

9.00  10.40  12.20  14.00  15.40  17.20    

 

7.30  9.10  10.50  12.30  14.10  15.50  17.30  

7.40  9.20  11.00  12.40  14.20  16.00  17.40  

7.50  9.30  11.10  12.50  14.30  16.10  17.50  

8.00  9.40  11.20  13.00  14.40  16.20  18.00  

8.10  9.50  11.30  13.10  14.50  16.30    

8.20  10.00  11.40  13.20  15.00  16.40    

8.30  10.10  11.50  13.30  15.10  16.50    

8.40  10.20  12.00  13.40  15.20  17.00    

8.50  10.30  12.10  13.50  15.30  17.10    

9.00  10.40  12.20  14.00  15.40  17.20    

 


