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Parental Related Policies 

1. Key Principles

Children are respected as complete individuals.  Their needs, interests, home language, community and culture are an essential basis for developing the curriculum.

Children's emotional needs are of paramount importance if they are to succeed in any way.  What children can do, and not what they can't do, is the starting point in children's learning.

Children are entitled to a curriculum that is organised and planned to their individual interests and which meets their individual needs.

The curriculum should encourage children to be initiators and decision makers and enable them to construct their own knowledge through active learning.  Activities should be ability-appropriate to encourage success and achievement.

Children who have special needs require an individually considered planned approach to ensure that their needs are met.

The learning environment should include all kinds of positive and visual images for both senses and all ethnic groups, with or without disabilities, e.g. the home corner should include all kinds of things which can be adapted to cover all kinds of cultural and differing backgrounds.  Books and puzzles should reflect all kinds of family backgrounds.

A parent/carer is the child's first educator and the most important person in the child's life.  All parents/ carers have the right to share in the care and education whilst their child is in the Pre-school. A library book is taken home to share each week. Please be aware that there will be a £10 charge for lost books as the library do fine the pre-school.

Children learn through interaction with adults and other children.  It is recognised that adults play a crucial part in children's learning but it is also important that children are given space and time without adult intervention to use and develop their imagination through play.

Planning, monitoring and recording should be used to evaluate the progress for the children and should be used to evaluate the progress of the provision for the children, and should be an integral part of the management programme.

2. Aims and Objectives

Stockland & Yarcombe Preschool has adopted the Early Years Alliance Preschool Constitution, and has therefore agreed to the following aims:

"The aim of the Preschool is to enhance the development and education of children primarily under statutory school age by encouraging parents to understand and provide for the needs of their children through community groups."

Our Preschool hopes to achieve the above aim by following the objectives below:

a)
Offering appropriate play facilities and training courses, together with the right of parents to take responsibility for and to become involved in the activities of such groups, ensuring that such groups offer opportunities for all children whatever their race, culture, religion, means or ability;

b)
Encouraging the study of the needs of such children and their families and promoting public interest in and recognition of such needs in the local areas;

c)
Instigating and adhering to and furthering the aim of the Early Years Alliance.

In addition to the above EYA objectives, which we have agreed to, we also have the following objectives:

d)
To create an unbiased, happy and relaxed atmosphere in which children can thrive physically, emotionally, socially and intellectually to achieve their full potential;

e)
To provide a high standard of childcare, by ensuring staff receive regular training, support and feedback;

f)
To ensure regular communication between staff, parents/carers and committee members in order to develop and sustain the Preschool;

g)
to liaise with outside agencies to ensure that the Preschool remains fully informed with changing policies and ideas regarding early years childcare;

h)
To encourage parents/carers to take an active role in their child's Preschool learning and development through regular events such as fundraising, parent/helper rota, special events and outings.

3. Admissions Policy 


The Preschool is registered and inspected by the Office for Standards in Education (OFSTED) under the Children's Act 1994 and adheres to the National Standards for Under Eights Day Care and Childminding (Sessional Care) 2001.

Our registration is for twenty six children aged between 2 years and 5 years. We keep a place vacant, if financially viable, to accommodate an emergency admission.

Admissions Procedure
Names are entered onto a register by the Administration and Support Manager as parent/carers approach the group. The Administration and Support Manager will also record the date of when they are going to start and how many sessions they will attend. The Play Leader will speak to them about fees and funding (detailed further within the policy). The Play Leader will show them the ‘who’s collecting me’ book for when a carer collects the child who the staff do not know and will show them how to fill it in.

Places are allocated by the Play Leader according to the number of sessions available.  When demand is great, an assessment will be made based on whether the child is funded, distance they live from Preschool and attending siblings. If a parent wants a session that is already full they will be put on a waiting list and their child will be offered a place for that session as and when it becomes available. Parents may request the sessions they require for their child the half term before their child is due to start at Preschool.

Parents/Carers will be asked to fill out a registration form so that Preschool have accurate information about:

· Where they live and with whom, along with telephone numbers and emergency contact details

· Names by which the child prefers to be called and the names the children know their carers by

· Medical information including who their doctor is, whether their inoculations are up to date and if they have any special requirements dietary or medical including allergies or illnesses.

· Parental consents for emergency and first aid procedures, observations, photographs, advertising, and taking the children out of the setting to explore their local environment.

Admission Fees & Rules

Toddler to Preschool Transition

We actively encourage children to attend our Preschool Baby and Toddler group from birth onwards. There is no charge for those under 1 year of age. 

Toddlers over 1 are encouraged to attend Toddler Group under the supervision of parents for a fee of £2.00 which includes a snack for children and refreshments for caregivers.

This early familiarity with the Preschool environment assists transition and enables staff to get to know and gain confidence of families of children who go on to attend. 
Between the ages of 2 and 5 years, pre-school sessions are available on Monday, Wednesday and Thursday all day and Friday mornings charged at £4.25 per hour for 2 year olds and £4.00 per hour for 3-4 year olds. We are an approved 2gether setting for those 2 year olds eligible for government funding (from the term following their 2nd birthday).

Between the age of 2 and 3 years (up until the child is funded by the Government), the transitional period from toddler to pre-school, there are 3 options that can be followed as set out below:

OPTIONS

1. A parent can decline the option to enter their child into Preschool and remain attending Toddler Group on Fridays from 9.30am – 11.30am. The parent remains solely responsible for the child. The child DOES NOT undertake any Preschool defined activities – The charge for each session being £2.00.

2. A parent can enter their child into Preschool for available sessions of their choice. During that time the child is the responsibility of the Preschool staff and will be involved in ALL Preschool defined activities. The charge being £4.25 per hour.

3. A parent can do a combination of both 1 & 2 above e.g. Attend Preschool on a Wednesday and then attend as a Toddler on Friday. The distinct difference on the Friday being the parent has sole responsibility during the period of 9.30am to 11.30am and the child does not attend Pre-School defined activities. The charges applied in this instance would be £4.25 per hour for the Wednesday & £2.00 for the Friday session.

ALL CHARGES INDICATED ABOVE ARE IN ACCORDANCE WITH APPENDIX A OF THIS POLICY; ADVERTISED FEES (our advertising poster that is distributed in public places within the surrounding area).

Preschool Attendance (Once Government funded)

Once the child has reached their third birthday they become funded by the Government from the next available FULL term for up to 15 hours a week. The parent still has a choice as to how many days their child will attend, as mentioned in the Admission Procedure above.

Funding is applied for to reflect the exact number of hours that have been agreed with the Play Leader and so Preschool will gain funding for those specific hours.

Variations from the original agreement can be catered for, but in all instances the decision is based purely on whether there is sufficient space on the specified day to keep in line with required staff to child ratios.

1. A parent can request for their child to attend an additional day on a “one-off basis”, subject to ratios. If this is possible a one-off charge of £4.00 per hour is applied.

2. A parent can increase their child’s attendance providing it is a permanent change throughout the entire Term. The Preschool would not apply a charge in this instance as back dated funding can be applied for.

3. A parent can increase their child’s attendance, but if this results in the child’s hours being in excess of the permitted 15 hours (or 30 hours for eligible families) funded by the Government, a charge of £4.00 per hour for each additional hour attended is made.

Settling into Preschool
Parents and carers are encouraged to visit the group during session time, prior to the child's admission and are given the opportunity to discuss the admission either in person at the group, or at home, or by telephone.

Parents/carers are able to stay with their child at the group until both are happy about the separation.  This could be anything from one to one hundred and one sessions, as all children respond in an individual way.  Preschool staff will liaise closely with parents/carers about when it may be a convenient time to leave the child, usually 

once the child has gained confidence within the setting.

Any parent who attends a pre-school session for the settling in period or for any other reason will be required to sign the visitors book and will be asked to leave their mobile phone in the car or hand it over to a member of staff for safekeeping.  Pre-school is a mobile phone free zone.
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OPENING TIMES – TERM TIME ONLY
	Available Sessions & Admission Fees

	Age
	Fees
	Day

	Pre-school

(3-5 yrs)
	Government Funded up to 15 hours per week (or up to 30 hours per week for eligible families)
£4.00 per hour for additional hours over funding.
	Morning sessions 

(9am-12.15) Mon, Wed, Thurs, Fri
Lunch Club 

(12.15-1.15pm) Mon, Wed & Thurs

Afternoon sessions

 (1.15-3.15pm) Mon, Wed, Thurs

	Pre-school

(2yrs -3 yrs)
	£4.25 per hour

(Approved setting for 2gether funding for eligible 2 year olds)
	As above

	Baby & Toddler Group
	0-1yr – Free

1-3yrs - £2.00 
	Friday

9.30am – 11.30am
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4. Inclusion Policy

AIMS

We aim to promote an inclusive environment, by welcoming every family and accepting each other’s individualism. Prejudices will not be tolerated and will be dealt with according to our disciplinary procedure in the case of staff or by our behavioural management policy in the case of children.

Each child is treated as an individual with their own needs and requirements. 

SENCO

Our named SENCO is Play Leader Sarah Bilson. A copy of the SENCO job description is appended at the end of this policy.

ADMISSION ARRANGEMENTS

Before any child starts at the setting the parent/carer is required to fill in a registration form, which requests information about the child’s abilities and needs. Each child’s needs are assessed by the preschool leader on a case by case basis and any special arrangements put in place as appropriate. These are then communicated to other members of staff. For more information refer to admissions policy.

PARTNERSHIP WITH PARENTS

The preschool is committed to working in partnership with parents and carers and aims to involve them in all aspects of the preschool. Refer to Parental Involvement Policy.

IDENTIFICATION AND ASSESSMENT

All children are allocated a key worker when they start at preschool. Continuous observations are made on every child and are recorded by their key worker. If any areas of concern are identified the graduated response is adopted (see special needs policy).

FACILITIES STAFFING AND TRAINING

Access to the Preschool can be reached from the car park via the steps or the wheel chair ramp that leads to the main doors and into the entrance and toilet area; there is a second set of doors that opens into the main hall. From the hall there is free flowing access to both the Preschool room and from there through safety glass doors to the outside area with use of a wheel chair ramp leading back into the hall.  Within the Preschool room we have chairs and some height adjustable tables, which can be positioned in different ways for different activities and access.

Staff are encouraged and supported by the committee to receive training to keep up to date with relevant positive practices, such as Paediatric first aid, SENCO, Behavioural management, OFSTED up-dates, Health and Safety training. 

CURRICULUM RESOURCES AND LEARNING ENVIRONMENT

We aim to observe children’s interests on an individual basis, so we can plan and provide learning through play and socialisation, adapting where necessary for any special requirements for individuals.  Children learn a great deal from every day activities and we try to encourage them to become independent learners who will always ‘try’ as well as being socially able people who are confident in their own ability to communicate their wants and needs as well as their opinions.

We actively encourage the children to choose what they would like to play with each day, and we have visual aids attached to the doors of the cupboards, which help the children make their decisions. 

We run a lunch club which helps the children to understand the etiquette of dining in a busy environment, and we encourage parents to pack healthy lunches that are manageable for the child to unpack, unwrap and devour! This helps develop independence in caring for themselves, as well as gaining personal satisfaction in their own abilities.

A toddler session is held once a week on Friday and is parent lead. We provide a soft play area with toys, books and equipment for younger children . Babies and toddlers are welcome to make use of the facilities as long as their parents are responsible for them.  Preschool activities take place in the preschool room and outdoor space during this period, and toddler group is entirely parent run and parent lead. As the toddlers reach 2 years they may start Preschool, which is generally a smooth process for most.  

LINKS WITH SUPPORT SERVICES

Preschool liaises with other settings which children may attend, this helps us and them to be kept informed of the child’s individual development and can aid plans to help each child to progress further. Staff keep up to date with relevant changes to individual’s progress through contact when necessary with outside agencies such as; speech therapists, physiotherapists, special educational need settings, other Preschool’s, nurseries and day care settings. Please see Working in Partnerships with Other Agencies policy. 
TRANSFER TO SCHOOL

As the children approach their last term, Preschool and the Primary school share an integration process. Children are taken on visits to meet their teachers and class mates, within the school environment. The Children are encouraged to join in with free play as well as more structured activities. This helps to familiarise them with the new setting and assists a smooth transition to school. Staff work closely with school to ensure that teachers and soon to be pupils know each other well and have confidence in each other.
CONFIDENTIALITY

The Preschool operates a strict policy with regards to confidentiality. Personal information regarding children is shared on a need to know basis and parental consent is sought before sharing information with external agencies. Breaches of this policy by staff are dealt with through the Disciplinary and Grievance Procedures. See our Confidentiality Policy. 

COMPLAINTS

Parents with concerns about their child or the Preschool are encouraged to discuss them in confidence with the Preschool leader. If concerns are still unresolved the complaints procedure should be adopted.

5. Arrivals & Departures Policy 

An adult will be close to the door at all times during the arrivals and departure period, to ensure that no child 'escapes' or leaves on their own or with the wrong adult.

The Play Leader will not allow a child to leave the premises with any adult except his/her parent/carer, unless previously advised.  An authorisation sheet must be filled out by the parent/carer informing staff of who will be collecting their child, along with a contact number and where necessary a code word can be used (for instance when staff have never met the person collecting the child before) This will be kept confidential.

Parents/carers will be asked to wait outside the main door until the session finishes.  All the children will be gathered in the main classroom and as the person who is collecting them comes into the hall, the child's name is called out and they may go to that person in an orderly fashion.

While parents/carers are on the premises, they are responsible for their own child.

The security bolts on the main entrance to the hall are an extra precaution for the children's safety.  All parents/carers must accompany their child/ren through the door on arrival and departure, making sure the door is closed after them.

Play workers have other commitments after session time and are unable to stay later for parents/carers arriving late. Preschool asks parents/carers who find themselves late for collecting their child/ren, to contact the Preschool or another parent/carer, so other collection arrangements can be made. Preschool will charge ₤10.00 for every 10 minutes that the parent/carer is late, after the session has ended, this will be used to cover costs.

FOR CURRENT COVID-19  SAFE DROP OFF AND COLLECTION PROCEDURES APPLICABLE IN 2020-2021, PLEASE REFER TO THE DETAILED COVID-19 POLICY. 

6. Registration and Key Person Procedure 

Registration

Parent/carer makes an enquiry:


a)
by telephone to the Play Leader or Committee Member


b)
in person to the Play Leader during a session.


c) 
by email or via the website to the Administrator 

The following details are recorded at the initial enquiry stage - name, address, contact telephone number, name and age of the child.

Arrangements are made for the parent/carer to receive a Preschool Prospectus and an opportunity for them to visit a Preschool session.

The Play Leader will ask the parent/carer to fill in a Registration Form, which is kept on the premises and is confidential.  The Play Leader will advise the parent/carer of start dates for their child; term dates and any social/ fundraising events, including a copy of the most recent newsletter.

The Play Leader will also advise the parent/carer to read a copy of the Preschool's Operational Plan, copies of which are found on the side in the classroom; this includes all the Policies and Procedures for the running of the Preschool.

Key Person

The Play Leader will allocate a Key Person for each child; a Key Person is responsible for a small group of children, to identify their individual needs and has responsibility for promoting each child's holistic development through observation, record keeping, curriculum planning and sometimes Individual Education Plans (IEP's).

The Key Person will co-ordinate information about the individual child's needs and progress, and will be responsible for sharing, discussing and communicating to the parents/carers and children  on a regular basis, helping to identify any issues between the home and any other settings.  Key Persons will be available at the beginning and end of the session. Parent meetings are held termly to discuss each child’s personal development and to agree on the promotion of next steps.

The way the system is run will be constantly monitored and at staff meetings if any issues have arisen then they can be voiced and action taken, e.g. one Key Person having an unrealistic workload, or not bonding with a certain child or their family. 

7. Use of Space

Stockland & Yarcombe Preschool is situated within Stockland Victory Hall.  We rent our space in order to run the Preschool for four mornings a week.  We liaise with the Village Hall Committee through a nominated representative on our Committee who provides a valuable link between the two bodies. They attend regular meetings in person or during COVID-19 via zoom.
Please find below a floor plan of the Village Hall. The areas in the blue are where the children can go, the areas in red are exclusively for the use of Preschool.

The Classroom
The room is divided into several areas including the book corner which is in the centre of the room between the windows. It has books on display on two sides and bean bags to sit on.

The role play area includes a writing table, kitchen, dressing up clothes, dolls, pushchairs and other toys to inspire their imagination.  The role play area is often changed into a hair dressers, post office, bank, shop, ice cream [image: image6.png]in partnership with

Devon

County Council



parlour or anything else that the children desire.

The sitting corner is for circle time, drinks and story time.

As you enter the classroom on the right there is a painting area. The computer area is arranged with chairs so that the children can sit and learn how to use the computer.

There are separate tables designed for water and sand play by the doors leading out into the garden.

The cupboards and shelves are low for the children to access toys that they wish to play with.

There are two tables in the middle of the room for puzzles, science, maths, literacy or creative activities and a third is a drawing table to encourage mark making into their play.

The Main Hall

The hall is set up with wheeled toys e.g. scooters, bikes, trikes, as well as more physical equipment like the climbing frame, collapsible tunnels and trampolines. Noisy play is situated at the far end of the hall, away from the classroom.  These things are set out before the children arrive, but the children help choose smaller toys and also help to put the toys away at the end of the session.

During the toddler sessions, we have chairs placed around a carpet with toddler toys on to provide an area protected from the bikes and trikes.  There is also a playpen available which parents can place their small babies including play mats, bouncy chairs and play gyms.
Outside Space

The preschool courtyard area is provided with a pirate ship for imaginary play, in addition to climbing equipment which is suitable for both older and younger children. The children and staff grow decorative plants in the summer time as part of exploring the world around them. The gate is secured by an upper and lower shoot bolt. The upper bolt is secured from the inside by a coded padlock, the code for which is known to staff only.
Children make use of the preschool garden, which is located next to the village playground, 30 metres from the courtyard gate. The garden provides opportunities to dig, grow fruits and vegetables, and to explore. The garden has recently been redeveloped by parent volunteers and incorporates a wendy house and tires filled with different natural materials for digging. Den building and balancing activities are to be found. A storage shed is here and is kept securely locked to avoid children entering it. When children are in the garden the shed door is kept closed for safety reasons. There is a natural wood seating area for outdoor snack time which is covered by a tarpaulin. 

Children may also make use of other areas of the village field when undertaking outdoor activities e.g. Sports Day, den building, conker collecting etc. They are closely monitored by staff at all times as per the outings procedure on these occasions. 

8. Planning

Throughout their time at Preschool children are offered opportunities to learn and work towards achieving the Development Matters which lead on to the first school year where they will work towards completing the Early Learning Goals set out in the QCA Practice Guidance for the Early Years Foundation Stage, through both adult-led activities, activities derived from the children’s interests and a freedom to choose from all the carefully chosen activities and equipment within the setting. We work to Curriculum plans composed of:

Yearly plans (long term plan)

· Termly plans (medium term plans)

· Weekly plans (short term plans)

· Daily plans (incorporated in the weekly plans)

· Independent Play Plans and Individual Education Plans (IEPs)

The Development matters documents are taken as the basis of our yearly (long term) Curriculum Plan, and are used individually to make sure we cover the children’s learning and development throughout each term (medium term plans). The activities we plan for throughout the week (short term plans), give each child a chance to explore and experiment in their own time practicing and possibly mastering areas with in the Development matters. The Daily Plans shows what the children have chosen for the day or what the adults have planned for the day.

Independent Play Plans and Individual Education Plans are made for any child who needs extra attention or input from staff. Some of these could be:

· A child whose achievements exceed the desired goals and needs to be provided with opportunities which extend their knowledge, understanding and skills.

· A child who required additional support in order to achieve all or some of the goals, and needs to be given extra individual help and encouragement.

· A child who appears to need additional support in order to achieve a specific skill.

· A looked after child.

This support could be offered to the child by conventional or diverse methods.

Projects
The Early Years Foundation Stage now covers children from 0- 5 and has four central focuses which are each broken down in to another four areas that help to cover a wide range of learning and development. A curriculum is developed and planned from observation of the children’s experiences through play, socialisation and favoured activities. Play workers will guide and help the children to explore their wider world, supplying them with a range of media that will help them discover new techniques to master new skills. Projects may be spontaneous in accordance to the children's interests or local events taking place, and other projects may include a more structured learning outcome such as learning about shapes, colours, numbers or phonics.
The launch of the new EYFS in  Spring/Summer 2021 is looked forward to and will be studied in detail and integrate closely into the preschool’s practice. 

	Central Focus areas
	Principles
	Early Learning Goals

	A Unique Child
	Child Development
	

	
	Inclusive Practice
	

	
	Keeping Safe
	

	
	Health and Well-being
	

	
	

	Positive Relationships
	Respecting Each Other
	

	
	Parents as Partners 
	

	
	Supporting Learning
	

	
	Key Person
	

	
	

	Enabling Environments
	Observation, Assessment and Planning
	

	
	Supporting Every Child
	

	
	The Learning Environment
	

	
	The Wider Context
	

	
	

	Learning and Development
	Play and Exploration
	

	
	Active Learning
	

	
	Creativity and Critical Thinking
	

	
	Areas of Learning and Development
	Personal, Social and Emotional

	
	
	Communication and Language

	
	
	Mathematics

	
	
	Knowledge of the World

	
	
	Physical Development

	
	
	Expressive Art and Design

	
	
	Literacy


9. Parental Involvement Policy

Parents, as main educators of their children, are encouraged to be involved in all aspects of the group, including management through the Committee. This is in order to strengthen and build on parental responsibility and increase both enjoyment of parenting and understanding of child development.

Our aim is to enhance the development and education of children under statutory school age by encouraging parents to understand and provide for the needs of their children through community groups. We believe that parents, play leaders and volunteers are essentially partners in the development of good care and education practices.

We aim to encourage parents/carers to be involved within the Preschool at all levels and stages. A parents' committee manages the group and parents are welcomed into the sessions and invited to stay as long as they wish.
Parents are also encouraged to be involved in other 'hidden' aspects of pre-school life e.g. washing the dressing up clothes, or keeping toys in good condition or repaired, attending meetings, helping to prepare activities, fundraising etc.

Parents will be given full information about the group when applying for a place for their child, and will be made aware of all relevant policies and procedures that the Preschool runs by, including settling-in arrangements.

Parents have the right to access their child/rens folders at any time, which contain pieces of work the child has done, observations by their keyworker/person and their record of achievement, in addition to any Tapestry observations.
Parents can come and talk to staff about their child/rens development when they drop their child off at the start of the session or at the end of the session, or they can arrange a time that is more convenient for them. During COVID-19 we can arrange zoom consultations or one to one outdoor masked conversations with staff where this is appropriate and safe for all parties concerned as contact at drop off and collection is limited.
Parents will be made aware that there is a procedure for registering children and a system for fairly distributing sessions to all families (Admissions policy page).

Procedures to record suggestions/ comments/ concerns/ complaints will also be explained (Complaints procedure).

10. The Role of the Toddler Parent/Carer

Please note that currently Toddler Group is not taking place as it is not appropriate during the ongoing COVID-19 pandemic to bring groups of external visitors into the preschool setting. An alternative venue has been sought and will be separately risk assessed, for which please see COVID-19 policy document folder. The principles outlined below still hold true in addition to COVID specific safety advice.

This letter has been produced as a guideline for any parent/carer who attends a toddler session. The aim is to highlight how the morning is structured and the kind of things that we need your help doing to make sure the toddler session runs smoothly alongside the Preschool session. If you are unsure of the following, then please ask a member of staff who will be happy to help you.

On Fridays the Toddler session is parent lead. Preschool committee will provide tea and coffee and snacks, but parent input is gratefully appreciated, and parents are encouraged to take on and assist with the running of Toddler Group.
We consider toddlers to be under the age of 2 years and 9 months. This is free for children under one year and we ask for a small contribution of £2 per family over a year.

As a general rule the role of the toddler parent/carer is at all times to be responsible for their own child/ren and to help out where necessary. Safety is always an important issue. As a parent/carer you are an extra pair of eyes, if a child is in danger or if you feel one child is causing another child upset or injury then please inform a member of staff immediately so the situation can be dealt with according to Preschool procedures.

In order to comply with regulations, if a child other than your own asks you to help them go to the toilet then please ask their own parent/carer to assist them. DO NOT accompany that child to the toilet. We ask all parents at Toddler Group to please use the public toilets that are situated by the main entrance, and to ensure that only you take your child to the toilet. This procedure is to protect yourselves from accusations of abuse. Please ensure that any used nappies are taken home with you, and that baby wipes are not flushed down the toilets.
9.30
Toddlers are welcome to start arriving from this time onwards.

10.30
Bell goes - Time to wash hands for drinks, snack and story time.

-
Toddlers attend the carpet area in the hall.  Please encourage them to sit whilst eating. We supply children with a cup of milk or water and a selection of fruit/raisins.


-
Offers for putting the kettle on for refreshments will be greatly received, make sure a friend has responsibility for your toddler. Hot drinks must be consumed by either of the two kitchen areas where it was made and MUST NEVER be carried across the hall or Pre-school room.

11.15
Bell goes - Tidy up time. Everyone sits on the carpet whilst staff/parents put away large equipment. The children will then be encouraged to help to clear away the mess that they have helped to make. We feel it is important to set an example, which will hopefully encourage them to follow suit. Help with wiping down tables, paint areas, cleaning of any craft utensils and sweeping any areas, will be very much appreciated.

11.20
Group activity / Song Time. We would very much like you and your toddler to join in with this part of the morning.  It helps them learn self-discipline and develops their concentration ready for when they move on to a Preschool setting. We believe that children learn from example and so ask parents to lead their children by joining in with what ever activity is being undertaken. If you or your toddler do not wish, or for younger toddlers who may not be ready for certain activities, to take part, be considerate to the others participating.

11.30
      The toddler session finishes.

11. Parental Response and Feedback

All staff members are available between 9:15am and 9:30am if any parents/carers have a particular concern or issue that they wish to raise.

We have notice boards in the main hall, our class room and on the Preschool door, all of which have useful information relevant to parents/carers, starting school, policies and procedures and about Preschool life etc we also have our newsletter that goes out to each family every week, to help keep everyone informed of events concerning Preschool. Planning activites are posted weekly on the private parents only Facebook page. We are aware that during COVID-19 communication via some of these traditional channels is difficult, and are increasing our digital communications as a result.
Parents are encouraged to attend the Annual General Meetings (AGM) to join the committee and take an active role in Preschool life.

There is a Suggestions / Comments / Concerns / Complaints form, (located on the Preschool door) that is available for parents/carers to use and pop into our suggestions and comments box which will be followed up dependent on its nature and according to our complaints procedure, copies of the form can be found underneath the suggestion box or on top of the children’s drawers if a parent/carer wishes to take it away and fill it out.

Questionnaires are sent out annually asking parents to give their views on the settings provisions, helping us to keep up to date with the needs of the families who use the setting. When all the information has been collected then decisions can be made depending on the factors received and the manageability of the factors for the staff in their working practice.

12. Complaints Procedure 

Our Preschool believes that children and parents are entitled to expect courtesy and prompt, careful, attention to their needs and wishes. We welcome suggestions on how to improve our Preschool and will give prompt and serious attention to any concerns about the running of the Preschool. We anticipate that most concerns will be resolved quickly by an informal approach to the Preschool leader. If this does not achieve the desired result, we have a set of procedures for dealing with concerns.

We aim to bring all concerns about the running of our Preschool to a satisfactory conclusion for all of the parties involved.

Methods
To achieve this, we operate the following complaints procedure.

How to complain

Stage 1

· Any parent who is uneasy about an aspect of the Preschool's provision talks over, first of all, his/her worries and anxieties with the Preschool Leader Sarah Bilson. 

Stage 2

· If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to Stage 2 of the procedure by putting the concerns or complaint in writing to the Preschool Leader and the committee Chair Person. The Preschool Leader and Chair will reply within 28 days. 

· Most complaints should be able to be resolved informally at Stage1 or at Stage2. 

Stage 3

· The parent requests a meeting with the preschool leader and the Chair Person. Both the parent and the Leader should have a friend or partner present if required. An agreed written record of the discussion is made. All of the parties present at the meeting sign the record and receive a copy of it. 

· This signed record signifies that the procedure has concluded. 

Stage 4

· If at the Stage 3 meeting the parent and preschool cannot reach agreement, an external mediator is invited to help to settle the complaint. This person should be acceptable to both parties, listen to both sides and offer advice. A mediator has no legal powers but can help to define the problem, review the action so far and suggest further ways in which it might be resolved. 

· The mediator keeps all discussion confidential. S/he can hold separate meetings with the Preschool personnel (Preschool Leader and Committee Chair Person) and the parent, if this is decided to be helpful. The mediator keeps an agreed written record of any meetings that are held and of any advice s/he gives. 

Stage 5 

· When the mediator has concluded her/his investigations, a final meeting between the parent, the Preschool Leader and the Committee Chair Person. The purpose of this meeting is to reach a decision on the action to be taken to deal with the complaint. The mediator's advice is used to reach this conclusion. The mediator is present at the meeting if all parties think this will help a decision to be reached.

· A record of this meeting, including the decision on the action to be taken, is made. Everyone present at the meeting signs the record and receives a copy of it. This signed record signifies that the procedure has concluded. 

The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and Devon Children and Families Partnership.
Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, where there seems to be a possible breach of our registration requirements, it is essential to involve Ofsted as the registering and inspection body with a duty to ensure the Early Years Foundation Stage is adhered to. 

Ofsted Contact details;

· Tel No. 0300 123 1231 to make a complaint or if you have concerns about any service Ofsted inspects/regulates. (8am to 6pm)
· Address – Ofsted, Piccadilly Gate, Store Street, Manchester, M1 2WD
· Email – www.ofsted.gov.uk
The suggestions, comments, concerns or complaints box is on the Preschool door and is purple in colour, there are slips as shown below, underneath the box and on top of the children’s draws for people to either fill out there and then or to take away and deliver more discreetly if they so wish.

Sample:

Suggestions / Comments / Concerns / Complaints
Date:

Time: 


Nature of: Suggestions / Comments / Concerns / Complaints (delete as appropriate)

Name (optional): 

Date: 


The information recorded on this form will be logged onto the complaints record provided by the National Standards and dealt with accordingly, see example over leaf.

A record of complaints should be kept for at least 3 years.

Preschool must provide Ofsted, on request, a written record of all complaints made during any specified period, and the action which was taken as a result of each complaint.

Complaints Record

	Date of Complaint
	
	

	A: Source of Complaint

	Parent (in writing, or email)

Parent (in Person)

Parent (phone call)
	
	Staff Member

Anonymous

Ofsted (include complaint no. if known)

Other (please state)
	

	B: Nature of Complaint

	Standard 1: Suitable Person

Standard 2: Organisation

Standard 3: Care, Learning and Play

Standard 4: Physical Environment

Standard 5: Equipment

Standard 6: Safety

Standard 7: Health


	
	Standard 8: Food and Drink

Standard 9: Equal Opportunities

Standard 10: Special Needs

Standard 11: Behaviour

Standard 12: Working in Partnership 

with Parents and Carers

Standard 13: Child Protection

Standard 14: Documentation


	

	Please give details of the complaint:




	C: How it was dealt with

	Internal Investigation

Investigation by Ofsted

Investigation by other agencies (give details)


	
	

	Please give details of any internal investigation or attach any outcome letter from Ofsted:



	D: Actions and Outcomes

	Internal actions

Actions agreed with Ofsted

Changes to conditions of registration

Other action taken by Ofsted

No Action

Actions imposed or agreed with other agencies


	
	

	Please give details:



	Has a copy of this record been shared with parents?  Yes / No

	Name of Recorder:
	Outcome notified to Parent?:

(within 28 days?)

Date:

	Position:

Signature:
	Date Completed:


13. Outings Procedure

If an outing is planned away from the village, an email is sent home and a consent form is signed by the Child’s parent/carers.  Parents/carers are also encouraged to join in the outing if possible. Parents/carers will also be informed of any visits to the school and may accompany their child if they wish.

A risk assessment is undertaken by the Play Leader for every outing and is dependent on factors such as location, distance to be travelled and by what means as well as the intended purpose of the visit. Under usual circumstances we try to maintain a ratio of 1:6 but can take a ratio of 1:8 where necessary. However, if we are taking children out in cars the Play Leader is comfortable with a 1:2 ratio. We make sure that a staff member qualified in First Aid is on the trip, along with a first aid kit and registration forms in case of emergencies.

If the Preschool is responsible for providing the transport, checks will be made and recorded;

· Name, address and details of the driver(s) 

· Insurance

· seat belts fitted

· correct car seats for the individual child dependent on age and size

· Valid MOT and TAX ( photocopy)

Contracted drivers will be responsible for providing and having in place all the adequate safety measures for carrying children safely. No child will be left in a vehicle unattended at any time.

We make sure that children attending without their own parent/carer are only left alone with staff and volunteers who are fully DBS checked, unless the parent has specifically specified that they wish their child to attend with another parent/carer of their own choosing, this will be recorded. If parent/carers are attending the outing they are at all times responsible for their own children.

We make sure that the utmost care is taken at times of particular risk, such as crossing roads, in crowds, or climbing in a play area.

During COVID-19, no children will travel in cars with staff members due to the enclosed space and increased risk of transmission.



14.  Closure Policy

The staff/committee will conduct a daily risk assessment to ensure the safe opening of the Preschool. This will be based on safety, accessibility, travel safety, sanitation and heating. (the education union considers that classrooms should be at least 18°C, even though the Approved Code of Practice to the regulations states a normal temperature for workplaces of at least 16°C, as children are less able to withstand low temperatures than adults.) This temperature requirement is enshrined in the Preschool’s contract with the Village Hall, who have undertaken to ensure this constant temperature is provided.
The Preschool will try to run alongside the school in cases of severe weather, etc and will follow the school’s lead on closure.

Reasons for closure;

The Preschool will close if there isn’t sufficient heating, water or electric or if ratios are out due to staff being unable to access the hall due to weather conditions. e.g. snow, flooding, etc. We would also close if there was any issue compromising the safety of the children, staff, and parents of visitors. This includes levels of transmission of COVID-19 locally and nationally, and government guidance or advice regarding national lockdowns. 
Procedure;

The Chair and Preschool Leader will consult and endeavour to have a verdict on opening by 8am that day. The Administration and Support Team will then be contacted and will send emails out to all relevant parties using the email contact system on the computer. The Administration and Support team would also post the information on Facebook.  The Preschool website will also be updated to inform parents of any closure and a sign will be put on the Preschool door.

15. Entrance Policy

At Stockland and Yarcombe Preschool we aim to make your child’s transition to Preschool as smooth as possible and to do this we look at each child as an individual and ensure we liaise with you, the parents/carers to adopt the best, individual plan for you and your child.

We insist that all Registration Documents and Data Protection forms are completed prior to your child being left with us to ensure we can contact you at any point should it be necessary. Therefore, please make sure you inform us of any changes to your contact details as soon as they happen. (Please see our Admissions and Inclusion Policies)

We would encourage you to visit our Preschool with your child prior to their start date to allow you all time to familiarise yourselves with the setting, staff and routine. Attending our weekly Toddler Sessions will also prove beneficial in aiding settling into Preschool. (Please see our The Role of the Toddler Parent/Carer Policy). During COVID-19, we understand that these usual settling procedures are not possible. You are welcome to visit preschool with your child after preschool is closed, adhering to social distancing guidelines and wearing a mask. These visits always take place when no children are present, and prior to staff beginning their daily deep clean to minimise any possible infection risk.
After your child has been with us for a couple of weeks we will hold a mutually convenient meeting to allow you time to speak to your child’s Key Person. This will allow both parties the chance to advise on the progress and settling time of your child and devise any plans in moving forward in your child’s continuing development, ensuring that no concerns slip through the net. This will also give you the opportunity to request hour/day changes should you so wish. 

Your child’s Key Person will also complete ‘settling in’ documents, including photographs of your child participating in different activities in accordance with the Seven Areas of Learning as set out in the EYFS. Your child’s progress will continue to be monitored and observed and will be recorded in their own personal Record of Development which you may have access to at any time. Please speak to your Key Person for details.

Between the ages of 2 and 3 years your child’s Key Person will conduct a ‘2 year old check’ which will involve developmental checks and, with your permission, we may request notes from your Health Visitor.

If you have any issues you would like to raise about your child’s settling period or ongoing happiness and development at Preschool then please do not hesitate to speak to their Key Person.

16. Exit Policy
If for any reason you decide to remove your child from Preschool prior to them moving up to school the September after they turn 4 years old, then please notifyi Preschool in writing giving at least half a term’s notice. If you are paying for your child’s fees you will be charged for the remainder of your notice period whether your child attends their Preschool sessions or not.

If you are considering removing your child please speak first to the staff who will be more than happy to chat through any concerns and make changes where possible.
Welfare Related Policies

1. Data Protection Policy & Procedures
General Data Protection Regulation
This policy is intended to ensure that personal information is dealt with correctly and securely and in accordance with the Data Protection Act 1998, and the EU General Data Protection Regulation 2018. This legislation will continue to apply beyond the UK’s departure from the European Union. It will apply to information regardless of the way it is collected, used, recorded, stored and destroyed, and irrespective of whether it is held in paper files or electronically.
Enquiries

Further advice and information is available from the Information Commissioner’s Office, www.ico.gov.uk or telephone 0303 123 1113.
Fair Obtaining and Processing

Stockland and Yarcombe Pre-school undertakes to obtain and process data fairly and lawfully by informing all data subjects of the reasons for data collection, the purposes for which the data are held, the likely recipients of the data and the data subjects’ right of access. 

“processing” means obtaining, recording or holding the information or data or carrying out any or set of operations on the information or data.

“data subject” means an individual who is the subject of personal data or the person to whom the information relates.

“personal data” means data, which relates to a living individual who can be identified. Addresses and telephone numbers are particularly vulnerable to abuse, but so can names and photographs be, if published in the press, Internet or media.

“parent” has the meaning given in the Education Act 1996, and includes any person having parental responsibility or care of a child.

At Stockland and Yarcombe Pre-school we hold personal data on the children in our care as well as staff and committee members. We make every effort to protect this information.

Examples of the personal data held can include the following:

· Name

· Address

· Date of Birth

· National Insurance number

· Medical Information

· Bank Details

All information is stored in lockable cupboards/filing cabinets and information stored on computers is password protected.

Data Integrity

Stockland and Yarcombe Pre-school undertake to ensure data integrity by the following methods:

Data accuracy: Data held will be as accurate and up to date as is reasonably possible. The Preschool will facilitate this by regularly reminding all data subjects to check the accuracy of data held relating to them and/or their child(ren).

Data adequacy and relevance: Data held about people will be adequate, relevant and not excessive in relation to the purpose for which the data is being held. In order to ensure compliance with this principle, the Preschool will check records regularly for missing, irrelevant or seemingly excessive information and may contact data subjects to verify certain items of data.

Length of time: Data held about individuals will not be kept for longer than necessary for the purposes registered, in accordance with data protection guidelines.   Further details can be found in the following policies: 

· Children's Records Policy
· Confidentiality and Client Access to Records Policy 
· Information Sharing Policy 
· Provider Records Policy 
· Privacy Notices 
· Safeguarding Children and Child Protection Policy
Authorised Disclosures

The Pre-school will, in general, only disclose data about individuals with their consent. However there are circumstances under which the Pre-school may need to disclose data without explicit consent for that occasion.

These circumstances are strictly limited to:

· Pupil data disclosed to authorised recipients related to education and administration necessary for the Pre-school to perform its statutory duties and obligations.

· Pupil data disclosed to authorised recipients in respect of a child’s health, safety and welfare.

· Pupil data disclosed to parents in respect of their child’s progress, achievements, attendance, attitude or general demeanour within or in the vicinity of the Preschool.

· Staff data disclosed to relevant authorities e.g. in respect of payroll and administrative matters.

· Personal data. Only authorised staff are allowed to make external disclosures of personal data. Data used within the Pre-school by the Committee and staff will only be made available where the person requesting the information is a professional legitimately working with the Pre-school, who needs to know the information in order to do their work. Should a safeguarding concern/issue arise, both pupil and personal data will be shared as detailed in the safeguarding children policy and procedures. The Pre-school will not disclose anything on pupils’ records which would be likely to cause serious harm to their physical or mental health.

A “legal disclosure” is the release of personal information to someone who requires the information to do his or her job within or for the Pre-school.

An “illegal disclosure” is the release of information to someone who does not need it, or has no right to it, or one which falls outside the Pre-school’s registered purposes.

Data Security

Stockland and Yarcombe Pre-school undertake to ensure the security of personal data with regard to all measures mentioned in this policy. Any queries or concerns about security of data in the Pre-school should in the first instance be referred to the Chairperson of the committee or the Pre-school leader.

Physical Security

Appropriate building security measures are in place, such as locks on the filing cabinets. Only authorised persons are allowed into the cabinets. Details stored on the computer are password protected. Paper-based records are locked away securely when not in use. Visitors to the Pre-school are required to sign in and out and are, where appropriate, accompanied.

Breaches or Loss of Data

Individual members of staff can be personally liable in law under the terms of the Data Protection legislation. They may also be subject to claims for damages from persons who believe that they have been harmed as a result of inaccuracy, unauthorised use or disclosure of their data. A deliberate breach of this data protection policy will be treated as disciplinary matter, and serious breaches could lead to dismissal. The ICO will be informed of any significant breach whether accidental or intentional.

Disposal of information kept

All personal details, when no longer required, will be disposed of sensibly by use of shredder.

Training

The Preschool Administrator and committee Chairperson have undertaken specific GDPR training. Staff and committee members are required to sign a disclosure form to say that they have read and understood the requirements of the Data Protection Act 1988, GDPR 2018 and the Pre-school policies and procedures and are aware of all security measures. There is an induction to talk new staff and committee members through the policies and procedures, to explain their relevance and answer any possible questions.

Privacy Notices and Consent

Privacy notices detailing how relevant data is collected, stored and used by the Pre-school are shared with parents, staff and committee members on joining. Written consent is sought at this time to collect, store and where appropriate, share that data as necessary. Please refer to our privacy notices for further information. 

Data Protection Agreements

In line with the Pre-school’s role as a Data Controller we ensure we have Data Protection Agreements with any Data Processors we complete business with. This includes the following: 

· Payroll

· A professional photographer for end of year group and individual photographs

1.1 Working in partnership with other agencies

Policy statement

We work in partnership with local and national agencies to promote the well-being of all children. We will never share your data with any organisation to use for their own purposes.
Procedures

· We work in partnership, or in tandem, with local and national agencies to promote the well-being of children.

· We have procedures in place for the sharing of information about children and families with other agencies. These are set out in our Privacy Notice, Information Sharing Policy, Safeguarding Children and Child Protection Policy and the Supporting Children with Special Educational Needs Policy.

· Information shared by other agencies with us is regarded as third party information. This is also kept in confidence and not shared without consent from that agency.

· When working in partnership with staff from other agencies, we make those individuals welcome in our setting and respect their professional roles.

· We follow the protocols for working with agencies, for example on child protection.

· We ensure that staff from other agencies do not have unsupervised access to the child they are visiting in the setting and do not have access to any other child(ren) during their visit.

· Our staff do not casually share information or seek informal advice about any named child/family.

· When necessary, we consult with and signpost to local and national agencies who offer a wealth of advice and information that help us to develop our understanding of the issues facing us and who can provide support and information for parents. For example, ethnic/cultural organisations, drug/alcohol agencies, welfare rights advisors or organisations promoting childcare and education, or adult education.

1.2  Information sharing 

 ‘Sharing information is an intrinsic part of any frontline practitioners’ job when working with children and young people. The decisions about how much information to share, with whom and when, can have a profound impact on individuals’ lives. It could ensure that an individual receives the right services at the right time and prevent a need from becoming more acute and difficult to meet. At the other end of the spectrum it could be the difference between life and death.’

Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015)
Policy statement
We recognise that parents have a right to know that the information they share with us will be regarded as confidential, as well as to be informed about the circumstances when, and the reasons why, we are obliged to share information.

We record and share information about children and their families (data subjects) in line with the six principles of the General Data Protection Regulations (GDPR) (2018) which are further explained in our Privacy Notice that is given to parents at the point of registration The six principles state that personal data must be:

1. Processed fairly, lawfully and in a transparent manner in relation to the data subject.

2. Collected for specified, explicit and legitimate purposes and not further processed for other purposes incompatible with those purposes.

3. Adequate, relevant and limited to what is necessary in relation to the purposes for which data is processed.

4. Accurate and where necessary, kept up to date.

5. Kept in a form that permits identification of data subjects for no longer than is necessary for the purposes for which the data is processed.

6. Processed in a way that ensures appropriate security of the persona data including protection against accidental loss, destruction or damage, using appropriate technical or organisational measures

We are obliged to share confidential information without authorisation from the person who provided it, or to whom it relates, if it is in the public interest. That is when:

· it is to prevent a crime from being committed or to intervene where one may have been, or to prevent harm to a child or adult; or

· not sharing it could be worse than the outcome of having shared it.

The responsibility for decision-making should not rely solely on an individual, but should have the back-up of the management team. The management team provide clear guidance, policy and procedures to ensure all staff and volunteers understand their information sharing responsibilities and are able to respond in a timely, appropriate way to any safeguarding concerns.

The three critical criteria are:

· Where there is evidence that the child is suffering, or is at risk of suffering, significant harm.

· Where there is reasonable cause to believe that a child may be suffering, or is at risk of suffering, significant harm.

· To prevent significant harm arising to children and young people or adults, including the prevention, detection and prosecution of serious crime.

Procedures

Our procedure is based on the GDPR principles as listed above and the seven golden rules for sharing information in the Information sharing Advice for practitioners providing safeguarding services to children, young people, parents and carers. We also follow the guidance on information sharing from the Devon Children and Families Partnership (previously the Devon Safeguarding Children Board).
1. Remember that the General Data Protection Regulations 2018 and human rights law are not barriers to justified information sharing as per the Children Act 1989, but provide a framework to ensure that personal information about living individuals is shared appropriately.

· Our policy and procedures on Information Sharing provide guidance to appropriate sharing of information both within the setting, as well as with external agencies.

2. Be open and honest with the individual (and/or their family where appropriate) from the outset about why, what, how and with whom information will, or could be shared, and seek their consent, unless it is unsafe or if we have a legal obligation to do so. A Privacy Notice is given to parents at the point of registration to explain this further.
In our setting we ensure parents:

· Receive a copy of our Privacy Notice and information about our Information Sharing Policy when starting their child in the setting and that they sign our Registration Form to say that they understand the circumstances in which information may be shared without their consent. This will only be when it is a matter of safeguarding a child or vulnerable adult;

· have information about our Safeguarding Children and Child Protection Policy; and

· have information about the other circumstances when information will be shared with external agencies, for example, with regard to any special needs the child may have or transition to school.

3. Seek advice from other practitioners if you are in any doubt about sharing the information concerned, without disclosing the identity of the individual where possible.

· Our staff discuss concerns about a child routinely in supervision and any actions are recorded in the child’s file.

· Our manager routinely seeks advice and support from their line manager about possible significant harm.
· Our Safeguarding Children and Child Protection Policy sets out the duty of all members of our staff to refer concerns to our manager or deputy, as designated person, who will contact children’s social care for advice where they have doubts or are unsure.

· Our managers seek advice if they need to share information without consent to disclose.

4. Share with informed consent where appropriate and, where possible, respect the wishes of those who do not consent to share confidential information. You may still share information without consent if, in your judgement, there is good reason to do so, such as where safety may be at risk. You will need to base your judgement on the facts of the case. When you are sharing or requesting personal information from someone, be certain of the basis upon which you are doing so. Where you have consent, be mindful that an individual might not expect information to be shared. 

· We base decisions to share information without consent on judgements about the facts of the case and whether there is a legal obligation. 
· Our guidelines for consent are part of this procedure.
· Our manager is conversant with this and is able to advise staff accordingly.

5. Consider safety and well-being: Base your information sharing decisions on considerations of the safety and well-being of the individual and others who may be affected by their actions.

In our setting we:

· record concerns and discuss these with our designated person and/or designated officer from the management team for child protection matters; 

· record decisions made and the reasons why information will be shared and to whom; and

· follow the procedures for reporting concerns and record keeping as set out in our Safeguarding Children and Child Protection Policy.

6. Necessary, proportionate, relevant, adequate, accurate, timely and secure: Ensure that the information you share is necessary for the purpose for which you are sharing it, is shared only with those individuals who need to have it, is accurate and up-to-date, is shared in a timely fashion, and is shared securely.

· Our Safeguarding Children and Child Protection Policy and Children's Records Policy set out how and where information should be recorded and what information should be shared with another agency when making a referral.

7. Keep a record of your decision and the reasons for it – whether it is to share information or not. If you decide to share, then record what you have shared, with whom and for what purpose.

· Where information is shared, we record the reasons for doing so in the child's file; where it is decided that information is not to be shared that is recorded too.

Consent

When parents choose our setting for their child, they will share information about themselves and their families. This information is regarded as confidential. Parents have a right to be informed that we will seek their consent to share information in most cases, as well as the kinds of circumstances when we may not seek their consent, or may override their refusal to give consent. We inform them as follows:
· Our policies and procedures set out [our/my] responsibility regarding gaining consent to share information and when it may not be sought or overridden.

· We may cover this verbally when the child starts or include this in our prospectus.

· Parents sign our Registration Form at registration to confirm that they understand this.

· We ask parents to give written consent to share information about any additional needs their child may have, or to pass on child development summaries to the next provider/school.

· We give parents copies of the forms they sign.

· We consider the following questions when we assess the need to share:

· Is there a legitimate purpose to us sharing the information?

· Does the information enable the person to be identified?

· Is the information confidential?

· If the information is confidential, do we have consent to share?

· Is there a statutory duty or court order requiring us to share the information?

· If consent is refused, or there are good reasons for us not to seek consent, is there sufficient public interest for us to share information?

· If the decision is to share, are we sharing the right information in the right way?

· Have we properly recorded our decision?

· Consent must be freely given and informed - that is the person giving consent needs to understand why information will be shared, what will be shared, who will see information, the purpose of sharing it and the implications for them of sharing that information as detailed in the Privacy Notice.

· Consent may be explicit, verbally but preferably in writing, or implicit, implied if the context is such that sharing information is an intrinsic part of our service or it has been explained and agreed at the outset.
· Consent can be withdrawn at any time. 

· We explain our Information Sharing Policy to parents.

Separated parents

· Consent to share need only be sought from one parent. Where parents are separated, this would normally be the parent with whom the child resides. Where there is a dispute, we will consider this carefully. 

· Where the child is looked after, we may also need to consult the Local Authority, as ‘corporate parent’ before information is shared.

All the undertakings above are subject to our paramount commitment, which is to the safety and well-being of the child. Please also see our Safeguarding Children and Child Protection Policy.
Legal framework

· General Data Protection Regulations (GDPR) (2018)

· Human Rights Act (1998)
Further guidance
· Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015) 

· What to do if you’re worried a child is being abused: Advice for practitioners (HM Government 2015)
· Working together to safeguard children: A guide to inter-agency working to safeguard and promote the welfare of children (HM Government 2015)

1.3 Confidentiality and client access to records

Policy statement
‘Share with informed consent where appropriate and, where possible, respect the wishes of those who do not consent to share confidential information. You may still share information without consent if, in your judgement, there is good reason to do so, such as where safety may be at risk. You will need to base your judgement on the facts of the case.’

Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HMG 2015)
In our setting, staff and managers can be said to have a ‘confidential relationship’ with families. It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality early years care and education in our setting. We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children. We have record keeping systems in place that meet legal requirements; the means that we use to store and share that information takes place within the framework of the General Data Protection Regulations (2018) and the Human Rights Act (1998).
Confidentiality procedures
· Most things that happen between the family, the child and the setting are confidential to our setting. In exceptional circumstances information is shared, for example with other professionals or possibly social care or the police.

· Information shared with other agencies is done in line with our Information Sharing Policy. 

· We always check whether parents regard the information they share with us to be confidential or not.

· Some parents may share information about themselves with other parents as well as with our staff; we cannot be held responsible if information is shared by those parents whom the person has ‘confided’ in. 
· Information shared between parents in a discussion or training group is usually bound by a shared agreement that the information is confidential to the group and not discussed outside of it. We are not responsible should that confidentiality be breached by participants.
· We inform parents when we need to record confidential information beyond the general personal information we keep (see our Children's Records Policy and Privacy Notice) - for example with regard to any injuries, concerns or changes in relation to the child or the family, any discussions with parents on sensitive matters, any records we are obliged to keep regarding action taken in respect of child protection and any contact and correspondence with external agencies in relation to their child.

· We keep all records securely (see our Children's Records Policy and Privacy Notice).
· Information is kept in a manual file, or electronically. Our staff may also use a computer to type reports, or letters. Where this is the case, the typed document is deleted from the PC and only the hard copy kept.
· Where it is helpful to keep an electronic copy, we download it onto a memory stick, labelled with the child’s name and kept securely in the child’s file. No documents are kept on the hard drive. This is because the settings’ PC’s do not have facilities for confidential user folders
.

· Our staff discuss children’s general progress and well being together in meetings, but more sensitive information is restricted to our manager and the child’s key person, and is shared with other staff on a need to know basis.

· We do not discuss children with staff/ other professionals who are not involved in the child’s care, nor with other parents or anyone else outside of the setting.

· Our discussions with other professionals take place within a professional framework and not on an informal or ad-hoc basis.

· Where third parties share information about an individual us; our practitioners and managers check if it is confidential, both in terms of the party sharing the information and of the person whom the information concerns.
Client access to records procedures

Parents may request access to any confidential records we hold on their child and family following the procedure below:

· The parent is the ‘subject’ of the file in the case where a child is too young to give ‘informed consent’ and has a right to see information that our setting has compiled on them.

· Any request to see the child’s personal file by a parent or person with parental responsibility must be made in writing to manager.
· We acknowledge the request in writing, informing the parent that an arrangement will be made for him/her to see the file contents, subject to third party consent. 
· Our written acknowledgement allows one month for the file to be made ready and available. We will be able to extend this by a further two months where requests are complex or numerous. If this is the case, We will inform you within one month of the receipt of the request and explain why the extension is necessary
· A fee may be charged for repeated requests, or where a request requires excessive administration to fulfil.
· Our manager informs their line manager and legal advice may be sought before sharing a file.
· Our manager goes through the file with their line manager and ensures that all documents have been filed correctly, that entries are in date order and that there are no missing pages. They note any information, entry or correspondence or other document which mentions a third party. 

· We write to each of those individuals explaining that the subject has requested sight of the file, which contains a reference to them, stating what this is. 
· They are asked to reply in writing to our manager giving or refusing consent for disclosure of that material.
· We keep copies of these letters and their replies on the child’s file.
· ‘Third parties’ include each family member noted on the file; so where there are separate entries pertaining to each parent, step parent, grandparent etc. we write to each of them to request third party consent.

· Third parties also include workers from any other agency, including children's social care and the health authority for example. Agencies will normally refuse consent to share information, preferring instead for the parent to be redirected to those agencies for a request to see their file held by that agency.
· Members of our staff should also be written to, but we reserve the right under the legislation to override a refusal for consent or to just delete the name of the staff member and not the information. We may grant refusal if the member of staff has provided information that could be considered ‘sensitive’ and the staff member may be in danger if that information is disclosed; or if that information is the basis of a police investigation. However, if the information is not sensitive, then it is not in our interest to withhold that information from a parent. In each case this should be discussed with members of staff and decisions recorded.
· When we have received all the consents/refusals [our manager takes a photocopy of the complete file. On the copy of the file, [our manager removes any information that a third party has refused consent for us to disclose and blank out any references to the third party, and any information they have added to the file, using a thick marker pen.
· The copy file is then checked by the line manager and legal advisors to verify that the file has been prepared appropriately.
· What remains is the information recorded by the setting, detailing the work initiated and followed by them in relation to confidential matters. This is called the ‘clean copy’.
· We photocopy the ‘clean copy’ again and collate it for the parent to see.

· Our manager informs the parent that the file is now ready and invites him/ her to make an appointment to view it.

· Our manager and their line manager meet with the parent to go through the file, explaining the process as well as what the content of the file records about the child and the work that has been done. Only the person(s) with parental responsibility can attend that meeting, or the parent’s legal representative or interpreter.

· The parent may take a copy of the prepared file away; but, to ensure it is properly explained to and understood by the parent, we never hand it over without discussion.

· It is an offence to remove material that is controversial or to rewrite records to make them more acceptable. Our recording procedures and guidelines ensure that the material reflects an accurate and non-judgemental account of the work we have done with the family.

· If a parent feels aggrieved about any entry in the file, or the resulting outcome, then we refer the parent to our complaints procedure. 

· The law requires that the information we hold must be held for a legitimate reason and must be accurate (see our Privacy Notice). If a parent says that the information we hold is inaccurate, then the parent has a right to request for it to be changed. However, this only pertains to factual inaccuracies. Where the disputed entry is a matter of opinion, professional judgement, or represents a different view of the matter than that held by the parent, we retain the right not to change that entry, but we can record the parent’s view of the matter. In most cases, we would have given a parent the opportunity at the time to state their side of the matter, and it would have been recorded there and then.

· If there are any controversial aspects of the content of a child’s file, we must seek legal advice. This might be where there is a court case between parents, where social care or the police may be considering legal action, or where a case has already completed and an appeal process is underway.

· We never ‘under-record’ for fear of the parent seeing, nor do we make ‘personal notes’ elsewhere.

Telephone advice regarding general queries may be made to The Information Commissioner’s Office Helpline 0303 123 1113.
All the undertakings above are subject to the paramount commitment of our setting, which is to the safety and well-being of the child. Please see also our policy on Safeguarding Children and Child Protection.
Legal framework

· General Data Protection Regulations (GDPR) (2018)

· Human Rights Act (1998)
Further guidance
· Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015).
1.4   Transfer of records to school

Policy statement

We recognise that children sometimes move to another early years setting before they go on to school, although many will leave our setting to enter a nursery or reception class.

We prepare children for these transitions and involve parents and the receiving setting or school in this process. We prepare records about a child’s development and learning in the Early Years Foundation Stage in our setting; in order to enable smooth transitions, we share appropriate information with the receiving setting or school at transfer.
Confidential records are shared where there have been child protection concerns according to the process required by Devon Children and Families Partnership (previously the Devon Safeguarding Children Board).
The procedure guides this process and determines what information we can and cannot share with a receiving school or setting. Prior to transferring information, we will establish the lawful basis for doing so (see our Privacy Notice). 

Procedures
Transfer of development records for a child moving to another early years setting or school

· Using the Early Years Outcomes (DfE 2013) guidance and [our/my] assessment of children's development and learning, the key person will prepare a summary of achievements in the seven areas of learning and development.

· The record refers to:

· any additional language spoken by the child and his or her progress in both languages;

· any additional needs that have been identified or addressed by our setting;

· any special needs or disability, whether a CAF was raised in respect of special needs or disability, whether there is an Education, Health and Care Plan, and the name of the lead professional.

· The record contains a summary by the key person and a summary of the parent’s view of the child.

· The document may be accompanied by other evidence, such as photos or drawings that the child has made.

· When a child transfers to a school, most local authorities provide an assessment summary format or a transition record, which we will follow as applicable.

· If there have been any welfare or protection concerns, we place a star on the front of the assessment record.
Transfer of confidential information

· The receiving school or setting will need to have a record of any safeguarding or child protection concerns that were raised in our setting and what was done about them.

· We will make a summary of the concerns to send to the receiving setting or school, along with the date of the last professional meeting or case conference.  Devon Children and Families Partnership (previously the Devon Safeguarding Children Board).will stipulate the forms to be used and provide these for us to use.

· Where a CAF has been raised in respect of any welfare concerns, we will pass the name and contact details of the lead professional on to the receiving setting or school.

· Where there has been a s47 investigation regarding a child protection concern, we will pass the name and contact details of the child’s social worker on to the receiving setting or school – regardless of the outcome of the investigation.

· We post or take the information to the school or setting, ensuring it is addressed to the setting or school’s designated person for child protection and marked as 'confidential’.
· We do not pass any other documentation from the child's personal file to the receiving setting or school.

Legal framework
· General Data Protection Regulations (GDPR) (2018)

· Freedom of Information Act (2000)
· Human Rights Act (1998)
· Children Act (1989)
Further guidance
· What to do if you're worried a child is being abused: Advice for practitioners (HM Government 2015)

· Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015)
· Working Together to Safeguard Children (HM Government 2018)

· Keeping Children Safe in Education (HM Government 2019)
1.5    Provider records

Policy statement

We keep records and documentation for the purpose of maintaining our business. These include:

· Records pertaining to our registration.

· Landlord/lease documents and other contractual documentation pertaining to amenities, services and goods.

· Financial records pertaining to income and expenditure.

· Risk assessments.

· Employment records of our staff including their name, home address and telephone number.

· Names, addresses and telephone numbers of anyone else who is regularly in unsupervised contact with the children.
We consider our records as confidential based on the sensitivity of information, such as with employment records. These confidential records are maintained with regard to the framework of the General Data Protection Regulations (2018), further details are given in our Privacy Notice and the Human Rights Act (1998).

This policy and procedure should be read alongside our Privacy Notice, Confidentiality and Client Access to Records Policy and Information Sharing Policy.
Procedures

· All records are the responsibility of our management team who ensure they are kept securely.

· All our records are kept in an orderly way in files and filing is kept up-to-date.

· Our financial records are kept up-to-date for audit purposes.

· We maintain health and safety records; these include risk assessments, details of checks or inspections and guidance etc.

· Our Ofsted registration certificate is displayed.

· Our Public Liability insurance certificate is displayed.

· All our employment and staff records are kept securely and confidentially.

We notify Ofsted of any:

· change in the address of our premises;

· change to our premises which may affect the space available to us or the quality of childcare we provide;

· change to the person managing our provision;

· significant event which is likely to affect our suitability to look after children; or

· other event as detailed in the Statutory Framework for the Early Years Foundation Stage (DfE 2017).
Legal framework
· Genera Data Protection Regulations (GDPR) (2018)

· Human Rights Act 1998

Other useful Early Years Alliance publications

· Accident Record (2013, updated 2016, )

· Accounts Record (2015)

· Safeguarding Children (2013)

· Recruiting Early Years Staff (2016)

· People Management in the Early Years (2016), Building a Resilient Workforce in the Early Years (2019)
· Financial Management (2010)

· Medication Administration Record (2015)

· Daily Register and Outings Record (2015)

· Managing Risk (2009)

· Complaint Investigation Record (2015)
· Education Inspection Framework (2019)
1.6    Parental involvement

Policy statement

We believe that children benefit most from early years education and care when parents and settings work together in partnership.
Our aim is to support parents as their children's first and most important educators by involving them in their children's education and in the full life of our setting. We also aim to support parents in their own continuing education and personal development.
Some parents are less well represented in early years settings; these include fathers, parents who live apart from their children, but who still play a part in their lives, as well as working parents. In carrying out the following procedures, we will ensure that all parents are included.

When we refer to ‘parents’, we mean both mothers and fathers; these include both natural or birth parents, as well as step-parents and parents who do not live with their children, but have contact with them and play a part in their lives. ‘Parents’ also includes same sex parents, as well as foster parents.
The Children Act (1989) defines parental responsibility as 'all the rights, duties, powers, responsibilities and authority which by law a parent of a child has in relation to the child and his property’. (For a full explanation of who has parental responsibility, refer to the Pre-school Learning Alliance publication Safeguarding Children.)
Procedures
· Parents are made to feel welcome in our setting; they are greeted appropriately, there is adult seating and provision for refreshment. 

· We have a means to ensure all parents are included - that may mean that we have different strategies for involving fathers, or parents who work or live apart from their children.

· We make every effort to accommodate parents who have a disability or impairment.

· We consult with all parents to find out what works best for them.

· We ensure on-going dialogue with parents to improve our knowledge of the needs of their children and to support their families.

· We inform all parents about how the setting is run and its policies, through access to written information, including our Safeguarding Children and Child Protection policy and our responsibilities under the Prevent Duty, and through regular informal communication. We check to ensure parents understand the information that is given to them.

· Information about a child and his or her family is kept confidential within our setting. We provide you with a privacy notice that details how and why we process your personal information. The exception to this is where there is cause to believe that a child may be suffering, or is likely to suffer, significant harm, or where there are concerns regarding child’s development that need to be shared with another agency. We will seek parental permission unless there are reasons not to in order to protect the safety of the child. Reference is made to our Information Sharing Policy on seeking consent for disclosure.

· We seek specific parental consent to administer medication, take a child for emergency treatment, take a child on an outing and take photographs for the purposes of record keeping.

· The expectations that we make on parents are made clear at the point of registration.

·  We make clear our expectation that parents will participate in settling their child at the commencement of a place according to an agreed plan.

·  We seek parents’ views regarding changes in the delivery of our service.

· Parents are actively encouraged to participate in decision making processes according to the structure in place within our setting.
· We encourage parents to become involved in the social and cultural life of the setting and actively contribute to it.
· As far as possible our service is provided in a flexible way to meet the needs of parents without compromising the needs of children.
· We provide sufficient opportunity for parents to share necessary information with staff and this is recorded and stored to protect confidentiality.
· Our key persons meet regularly with parents to discuss their child’s progress and to share concerns if they arise.
· Where applicable, our key persons work with parents to carry out an agreed plan to support special educational needs.
· Where applicable, our key persons work with parents to carry out any agreed tasks where a Protection Plan is in place for a child.
· We involve parents in the shared record keeping about their children - either formally or informally – and ensure parents have access to their children's written developmental records.

· We provide opportunities for parents to contribute their own skills, knowledge and interests to the activities of the setting.

· We support families to be involved in activities that promote their own learning and well-being; informing parents about relevant conferences, workshops and training.

· We consult with parents about the times of meetings to avoid excluding anyone.

· We provide information about opportunities to be involved in the setting in ways that are accessible to parents with basic skills needs, or those for whom English is an additional language; making every effort to provide an interpreter for parents who speak a language other than English and to provide translated written materials.

· We hold meetings in venues that are accessible and appropriate for all.

· We welcome the contributions of parents, in whatever form these may take.

· We inform all parents of the systems for registering queries, complaints or suggestions and we check to ensure these are understood. All parents have access to [our/my] written complaints procedure.

· We provide opportunities for parents to learn about the curriculum offered in the setting and about young children's learning, in the setting and at home. There are opportunities for parents to take active roles in supporting their child’s learning in the setting: informally through helping out or taking part in activities with their child, or through structured projects engaging parents and staff in learning about children’s learning.
In compliance with the Safeguarding and Welfare Requirements, the following documentation is also in place at our setting:

· Admissions Policy.

· Complaints procedure.

· Record of complaints.

· Developmental records of children.
Other useful Pre-school Learning Alliance publications

· Complaint Investigation Record (2015)

· Engaging Mothers & Fathers (2010)

· Safeguarding Children (2013)
· The First and Foremost Series (2008)

· Playcards for the Home Environment (2016)
2.   Safeguarding Policy
Stockland and Yarcombe Preschool

Safeguarding and Child Protection Policy

Purpose and Aims

The purpose of Stockland and Yarcombe pre-school’s safeguarding and child protection policy is to provide a secure framework for the workforce in safeguarding and promoting the welfare of those children/young people who attend our setting. The policy aims to ensure that:

•
All our children are safe and protected from harm.

•
Other elements of provision and policies are in place to enable children to feel safe and adopt safe practices;

•
Staff, children, committee, visitors, volunteers and parents are aware of the expected behaviours’ and the settings legal responsibilities in relation to the safeguarding and promoting the welfare of all of our children.

Ethos 

‘Every child deserves the best possible start in life and the support that enables them to fulfil their potential. A secure, safe and happy childhood is important in its own right.’ Statutory Framework for the Early Years Foundation Stage (EYFS)

Safeguarding in Stockland and Yarcombe Pre-school is considered everyone’s responsibility and our setting aims to create the safest environment within which every child has the opportunity to achieve their full potential. Stockland and Yarcombe Pres-school recognises the contribution it can make in ensuring that all children registered or who use our setting have trusted adult/key worker with whom they feel safe and that they will be listened to and appropriate action taken. We recognise that this especially important for children who are unable to communicate e.g. babies and very young children that they have strong attachment to their care givers.  We will work to ensure children’s safety by working in partnership with other agencies i.e. Early Help, MASH, Social Care, Police as well as seeking to establish effective working relationships with parents, carers and other colleagues to develop and provide activities and opportunities that will help to equip our children with the skills they need. This will include materials and learning experiences that will encourage our children to develop essential life skills and protective behaviours. 

This policy has been developed in accordance with the principles established by the Children Act 1989; and in line with the following: 

•
“Working Together to Safeguard Children 2018”  

•
“What to do if you are worried a Child is being Abused” 2015  

•
“Keeping Children Safe in Education” 2019  

•
“The Prevent Duty” 2015 

•
“Information Sharing; Advice for practitioners providing safeguarding services to children, young people, parents and carers” 2018 

Responsibilities and expectations

The management committee takes extremely seriously its responsibility under section 11 of the Children Act and duties under “working together” to safeguard and promote the welfare of children; to work together with other agencies to ensure adequate arrangements exist within our setting to identify, and support those children who are suffering harm or are likely to suffer significant harm. We recognise that all staff and management have a full and active part to play in protecting our children from harm, and that the child’s welfare is our paramount concern.

The committee should also ensure the following:- 

•
that the safeguarding and child protection policy is made available to parents and carers.

•
that all staff and volunteers are properly checked to make sure they are safe to work with the children who attend our setting.

•
that the setting has procedures for handling allegations of abuse made against members of staff (including the Playleader/Manager) or volunteers. 

•
the safe and appropriate use of cameras, mobile phones, technology and on line equipment within the setting. 

•
the Counter Terrorism and Security Act 2015 which places a duty on early years and childcare providers “to have due regard to the need to prevent people from being drawn into terrorism” (The Prevent Duty) is implemented, taking into account the Local Safeguarding Children’s Board ‘Prevent’   policies, protocols  and procedures and ensuring the Fundamental British Values are implemented as stated in the EYFS. 

•
a Designated Safeguarding Lead (DSL)  is appointed who has lead responsibility for dealing with all safeguarding issues in our setting. 

o
The Designated Safeguarding  Lead is Sarah Bilson. If they are not available then contact

o
The Deputy Designated Safeguarding Lead is Jane Stapleforth. (This person can also be contacted with any safeguarding concerns). 

•
Identify the Named Member of the Committee for Safeguarding 

o
Safeguarding Committee Named Person is Haley Powell
•
Our procedures will be annually reviewed and up-dated. 
The responsibilities for the Designated Safeguarding Lead (DSL) are:- 
•
to ensure that all safeguarding issues raised in setting are effectively responded to, recorded and referred to the appropriate agency.

•
To ensure all adults are alert to circumstances when a child and family may need access to early help  

•
All adults, (including volunteers) new to our setting will be made aware of this policy and the procedures for child protection, the name and contact details of the DSL and have these explained, as part of their induction into the setting. 

•
Be responsible for arranging the settings safeguarding training for all staff and volunteers who work with the children and young people. The DSL  must ensure that the  safeguarding training takes place at least every three years for all with regular updates during this period; which they can deliver in-house provided they are linked in to the support and quality assurance process offered by the Local Authority and the Devon Children and Families Partnership (formerly the Devon Safeguarding Children’s Board).  

•
to attend or ensure that a senior member of staff who has the relevant training and access to appropriate supervision, attends where appropriate, all  child protection case conferences, reviews,  core groups, or meetings where it concerns a child in our care and to contribute to multi-agency strategy discussions to safeguard and promote the child’s welfare.

•
for ensuring the acceptable, safe use and storage of all camera technology, images, and mobile phones through the implementation, monitoring and reviewing of the appropriate polices and procedures. This includes the on-line Safety Policy which includes Camera & Image Policy, Mobile Phone Policy, Acceptable Use Policy.

•
Implementing the Fundamental British Values. 

•
To ensure allegations regarding adults in the setting are effectively responded to and referred to the appropriate agency. 
All Child Protection concerns need to be acted on immediately. If you are concerned that a child may be at risk or is actually suffering abuse, you must tell the DSL.
All Adults, including the DSL, have a duty to refer all known or suspected cases of abuse to the relevant agency including  MASH (Multi Agency Safeguarding Hub), Children and Young Peoples Service (CYPS) – Social Care, or the Police. Where a disclosure is made to a visiting staff member from a different agency, e.g. Early Years Consultants, Health Visitors, it is the responsibility of that agency staff to formally report the referral to the Setting’s DSL in the first instance and to follow their organisations procedures. Any records made should be kept securely on the Child’s Protection file.

Recognising concerns, signs and indicators of abuse 

Safeguarding is not just about protecting children from deliberate harm. For our setting it includes such things as child safety, bullying, racist abuse and harassment, visits, intimate care and internet safety etc. However it must be acknowledged that technology itself will not present the greatest risk, but the behaviours of individuals using such equipment will. The witnessing of abuse can have a damaging affect on those who are party to it, as well as the child/adult subjected to the actual abuse, and in itself will have a significant impact on the health and emotional well-being of the child

The table below outlines the four main categories of abuse as defined by the Department of Health ‘Working Together to Safeguard Children’ document 2010/2018. Adults should be aware that that the possible indicators are not a definitive list although children’s poor behaviour may be a sign that they are suffering harm or that they have been traumatised by abuse, some children may present these behaviours for reasons other than abuse. However, it is important to know the indicators of abuse and to be alert to the need to consult further.

	Type of Abuse 
	Possible Indicators 

	Neglect The persistent failure to meet a child’s basic physical and psychological needs, likely to result in the serious impairments of the child’s health or development. Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: 

provide food, clothing and shelter; 

· protect a child from physical and emotional harm or danger; 

· ensure adequate supervision; 

· ensure access to appropriate medical care or treatment. 
	· Obvious signs of lack of care including: 

· Problems with personal hygiene; 

· Constant hunger; 

· Inadequate clothing; 

· Emaciation; 

· Lateness or non-attendance at the setting; 

· Poor relationship with peers; 

· Untreated medical problems; 

· Compulsive stealing and scavenging; 

· Rocking, hair twisting, thumb sucking; 

· Running away; 

· Low self-esteem. 

	· Physical Abuse 
May involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces illness in a child 


	· Physical signs that do not tally with the given account of occurrence conflicting or unrealistic explanations of cause repeated injuries delay in reporting or seeking medical advice. 

	· Sexual Abuse 
Forcing or enticing a child to take part in sexual activities, not necessarily involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve physical contact, penetrative or non-penetrative acts and also includes involving children in watching pornographic material or watching sexual acts. 
	· Sudden changes in behaviour 

· Displays of affection which are sexual and age inappropriate 

· Tendency to cling or need constant reassurance 

· Tendency to cry easily 

· Regression to younger behaviour – e.g. thumb sucking, acting like a baby 

· Unexplained gifts or money 

· Depression and withdrawal 

· Wetting/soiling day or night 

· Fear of undressing for PE 

	· Emotional Abuse 
The persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development. It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. 
	· Rejection 

· Isolation 

· child being blamed for actions of adults 

· child being used as carer for younger siblings

affection and basic emotional care giving/warmth, persistently absent or withheld. 


Children who have special educational needs and/or disabilities 

All children have the right to be safe, yet research shows that disabled children are three times more likely to be abused. A number of factors have been identified as to reasons why these children are more at risk (see bullet points) and as a setting we are aware of these and endeavour to protect all our children.

· a general reluctance of people to believe that disabled children are abused

· limited opportunities to seek help from someone else

· a skills gap between disability and child protection workers

· inadequate teaching about personal safety skills e.g. NSPCC pants campaign

· issues relating to the child’s specific disability or special educational need, e.g. difficulties in communicating or an inability to understand what is happening.
Prevent 

The Counter Terrorism & Security Act 2015 

The Act places a Prevent duty on settings to have “due regard to the need to prevent people from being drawn into terrorism”. 

Settings subject to the Prevent Duty will be expected to demonstrate activity in the following areas 

•
Assessing the risk of children being drawn into terrorism 

•
Demonstrate that they are protecting children and young people from being drawn into terrorism by having robust safeguarding policies. 

•
Ensure that their safeguarding arrangements take into account the policies and procedures of the Local Safeguarding Children Board -Devon Children and Families Partnership.  

•
Make sure that staff have training that gives them the knowledge and confidence to identify children and families at risk of being drawn into terrorism, and to challenge extremist ideas which can be used to legitimise terrorism 

•
Expected to ensure children are safe from terrorist and extremist material when accessing the internet in the setting 

What to do if you are concerned 

If a child makes an disclosure or allegation of abuse against an adult or other child or young person, it is important that you:

•
Stay calm and listen carefully. 

•
Reassure them that they have done the right thing in telling you. 

•
Do not investigate or ask leading questions. Ask 

•
Let them know that you will need to tell someone else. 

•
Do not promise to keep what they have told you a secret. 

•
Inform your Safeguarding Designated Officer as soon as possible. 

•
Make a written record of the allegation, disclosure or incident which you must sign, date and record your position using the setting safeguarding record log forms.
If you are concerned that a member of staff or adult in a position of trust poses a danger to a child or young person or that they might be abusing a child or young person you should report your concerns to the DSL. Where those concerns relate to the DSL, however, this should be reported to the Chair of Committee using the settings ‘Whistle blowing’ policy.

Whistleblowing 

We recognise that children cannot be expected to raise concerns in an environment where staff fail to do so. All staff should be aware of their duty to raise concerns about the attitude or actions of colleagues via our whistleblowing and complaints policies and appropriate advice will be sought from the LADO or Safeguarding Team where necessary.

Managing Allegations 

We are aware of the possibility of allegations being made against members of staff or volunteers that are working or may come into contact with children and young people whilst in our setting. Allegations will usually be that some kind of abuse has taken place. This could include inappropriate behaviour displayed by members of staff or other persons working with the children such as inappropriate sexual comments, excessive one to one attention beyond the requirements their role and responsibilities, inappropriate sharing or images. They can be made by children and young people or other concerned adults. Allegations are made for a variety of reasons:

•
Abuse has actually taken place. 

•
Something has happened to the child that reminds them of a past event – the child is unable to recognize that the situation and people are different; Children can misinterpret your language or your actions. 

•
Some children recognise that allegations can be powerful and if they are angry with you about something they can make an allegation as a way of hitting out. 

•
An allegation can be a way of seeking attention. 

If an allegation is made against an adult in a position of trust whether they be members of staff or volunteers this should be brought to the immediate attention of the DSL who will advise the Chair of Committee. In the case of the allegation being made against the DSL this will be brought to the immediate attention of the Chair of Committee. The DSL/Chair of Committee will need to discuss with the Local Authority Designated Officer (LADO) the nature of the allegations made against the adult, in order for the appropriate action to be taken. This may constitute an initial evaluation meeting or strategy discussion depending on the allegation being made. 
Chair of Committee will need to:

•
Refer to the Local Authority Designated Officer (LADO) immediately and follow up in writing within 48 hours. Consider safeguarding arrangements of the child or young person to ensure they are away from the alleged abuser. 

•
Contact the parents or carers of the child/young person if advised to do so by the LADO. 

•
Consider the rights of the staff member for a fair and equal process of investigation. 

•
Advise Ofsted of allegation within 14 days of the allegation

•
Ensure that the appropriate disciplinary procedures are followed including whether suspending a member of staff from work until the outcome of any investigation if this is deemed necessary. 

•
Act on any decision made in any strategy meeting. 

•
Advise the Disclosure and Barring Service where a member of staff has been removed, dismissed or would have been removed as a result of the allegations being founded. 
A copy of “What to do if you’re worried a child is being abused, Advice for Practitioners” booklet is kept with this policy.  This sets out the guidelines on dealing with incidents, disclosures and the procedures that must be followed.

Confidentiality 

•
We recognise that all matters relating to child protection are confidential. 

•
The DSL will disclose personal information about a child or young person to other members of staff on a need to know basis only. 

•
However, all staff must be aware that they have a professional responsibility to share information with other agencies in order to safeguard children. 

•
All staff must be aware that they cannot promise a child to keep secrets which might compromise the child’s safety or well-being or that of another. 

•
We will always undertake to share our concerns with parents and guardians and their consent is sought in accordance with Early help and MASH procedures unless doing so would increase the risk of harm to the child. If in doubt regarding sharing information with parents and guardians, we will consult with the MASH consultation team. 

•
We will take no names consultations with our MASH team to discuss concerns we may have, but we understand that if they then ask for a name we will disclose those details and it will become an enquiry. 

Training

All members of staff and volunteers will have access to safeguarding training at least every three years in line with Devon Safeguarding Children’s Board (DCFP). We will also, as 

part of our induction, issue information in relation to our Safeguarding policy and any policy related to safeguarding and promoting our children/young people’s welfare to all newly appointed staff and volunteers. There will also regular safeguarding updates in staff team meetings, termly one to ones and annual reviews.
Our DSL will undertake further safeguarding training, Group 3 DCFP Multi-agency Safeguarding course or Group 3 Refresher Courses. This will be undertaken at least every three years which updates their awareness and understanding of the impact of the wide agenda of safeguarding issues. This will support both the DSL and deputy DSL to be able to better undertake their role and support the setting in ensuring our safeguarding arrangements are robust and achieving better outcomes for the children in our setting. This includes taking part in multi-agency training in addition to safeguarding training.
Our Committee will have access to safeguarding training and our Named Committee Member for Safeguarding will also undertake additional awareness training at least every three years. They will also be advised to undertake additional training to support their role in Handling Allegations against adults who work with children and young people, including our staff and volunteers.
Our safeguarding arrangements are reported on an annual basis to our Committee and our Safeguarding policy is reviewed annually, in order to keep it updated in line with local and national guidance/legislation. An additional Safeguarding Audit takes place annually in addition to the annual assessment of all policies and procedures to ensure best practice.
We will include our Safeguarding Policy in our settings prospectus/website and will post copies of our policy throughout the setting. We are also able to arrange for our policy to be made available to parents whose first language is not English, on request.

Mobile Phones and Cameras

Stockland and Yarcombe Preschool has policies and procedures in place with regard to the use of mobile phones and cameras in the setting and on visits. These may be found in Section 12 of the Policies relating to Staff and Committee members and are regularly referenced throughout this policy document. 

Related Setting Policies
Stockland and Yarcombe Preschool’s safeguarding covers more than the contribution made to child protection in relation to individual children.  It also encompasses issues such as child health and safety, bullying and a range of other issues, for example, arrangements for meeting the medical needs of children, providing first aid, setting security, drugs and substance misuse, etc.  

This policy will cross reference to related setting policies and other protocol: 

Behaviour 




Reviewed: February 2021 

Staff Behaviour Policy 


Reviewed: February 2021

Anti-bullying




Reviewed: February 2021





Confidentiality 



Reviewed: February 2021

Drugs and substances 


Reviewed: February 2021

Attendance              



Reviewed: February 2021

E-Safety Policy           


Reviewed: February 2021

•
Camera & Image Policy                     Reviewed: February 2021

•
Mobile Phone Policy                          Reviewed: February 2021

•
Acceptable Use Policy                       Reviewed: February 2021

Health and Safety            


Reviewed: February 2021

Racial Discrimination         


Reviewed: February 2021

Equality and Diversity            

 
Reviewed: February 2021

Educational Visits            


Reviewed: February 2021

Code of Conduct 



Reviewed: February 2021

Whistle Blowing 



Reviewed: February 2021

Managing Allegations 


Reviewed: February 2021

Physical Restraint  



Reviewed: February 2021

Safe Recruitment 



Reviewed: February 2021

Information Sharing 



Reviewed: February 2021

COVID-19 Policy



Reviewed: February 2021

Approved  (Chair of Committee signature)  Haley Powell

Adopted on  10/4/2020

Review Date  21/02/2021

The above list is not exhaustive and as new policy guidance and legislation develops within the remit of Safeguarding we will review and update our policies and procedures as appropriate and in line with the Devon Children Families Partnership and Local Authority.

Useful Contacts: 

Devon Children Families Partnership  https://www.dcfp.org.uk/  

South West Child Protection Procedures http://www.proceduresonline.com/swcpp/  

Devon Early Years and Childcare Service www.devon.gov.uk/eycs   
Child Exploitation and Online Protection Agency www.ceop.org.uk 
NSPCC https://www.nspcc.org.uk/preventing-abuse/safeguarding/ 
Multi-agency Safeguarding Hub (MASH) 0345 155 1071 

email: mashsecure@devon.gov.uk

MASH Consultation Line 0345 155 1071 (ask for Consultation Line)

Early Help co-ordination centre 0345 155 1071 (ask for Early Help)

https://www.dcfp.org.uk/early-help/  

Out of hours for CYPS (Social Care): 

5pm -9am and at weekends and public holidays, please contact:

Emergency Duty Service 0845 6000 388 (low-rate call)

Police Central Referral Unit: 0845 605 116

EYCS Consultation Service: 

If you have concerns about a child but are unsure whether to make a MASH enquiry.  The numbers are: 

Nikki Phillips – Locality Manager for Exeter and East Devon                   01392 383000 

Melissa Filby – Locality Manager for Northern and Mid Devon                 01392 383000

Susan Bolt  - Locality Manager for South West Devon                             01392 383000

DCFP

DCFP Office:                        01392 383000

Child Protection Chairs and Local Authority Designated Officers for managing allegations against staff:

Allegations against staff LADO Referral Co-ordinator

01392 384964

https://www.dcfp.org.uk/training-and-resources/managing-allegations/

Devon’s Domestic Abuse Helpline 0345 155 1074
Multi-Agency Safeguarding Hub – MASH

•
Manages contacts and enquiries received from any source (usually CYPS and Police 121A reports)

•
Develops a document recording the concern information and all other available information in the Hubs within agreed timescales and an Early Years and Families manager makes an informed decision using all of the available information.

•
Develops concern information into an Early Years and Families referral if  services are required under section 17 or section 47 of The Children Act 1989

•
Liaises with the Early Response Service for children and young people who need services but do not meet The Children Act 1989 threshold

•
Provides consultation to agency enquirers about thresholds, appropriate action to be undertaken and services.

The Hub contributes to improved outcomes for safeguarding children because it has the ability to swiftly collate and share information held by the various agencies and to provide a multi-agency risk assessment of each case for ‘actual or likely harm’.

Current Safeguarding Issues 

The following Safeguarding issues are all considered to be child Protection issues and should be referred immediately to the most relevant agency. The issues featured below are linked to guidance and local procedures which can be found on the South West Child Protection Procedures at http://www.proceduresonline.com/swcpp/ (Direct links to the policies listed below are included where available). 

E-Safety Children and young people can be exploited and suffer bullying through their use of modern technology such as the internet, mobile phones and social networking sites. In order to minimize the risks to our children and young people. Stockland and Yarcombe Pre-school will ensure that we have in place appropriate measures such as security filtering, and an acceptable use policy linked to our E-Safety policy. We will ensure that staff are aware of how not to compromise their position of trust in or outside of the setting and are aware of the dangers associated with social networking sites.
Our E-safety policy will clearly state that mobile phone, camera or electronic communications with a child or family at our setting is not acceptable other than for approved setting business. Where it is suspected that a child is at risk from internet abuse or cyber bullying we will report our concerns to the appropriate agency. 

Child sexual exploitation (CSE) The sexual exploitation of children and young people under 18 involves exploitative situations, contexts and relationships where young people, (or a third person or persons) receive something, (e.g. food, accommodation, drugs, alcohol, cigarettes, affections, gifts, money) as a result of them performing and/or others performing on them, sexual activities. Child sexual exploitation can occur through the use of technology without the child’s immediate recognition; for example being persuaded to post sexual images on the internet/mobile phones without immediate payment or gain. In all cases those exploiting the child/young person have power over them by virtue of their age, gender, intellect, physical strength and/or economic or other resources. Violence, coercion and intimidations are common, involvement in exploitative relationships being characterised in the main by the child’s or young person’s limited availability of choice, resulting from their social/economic and/or emotional vulnerability. (DCSF 2009) Link to guidance 

Good practice – Individuals 
Recognise the symptoms and distinguish them from other forms of abuse 

•
Treat the child/young person as a victim of abuse 

•
Understand the perspective / behaviour of the child/young person and be patient with them 

•
Help the child/young person to recognise that they are being exploited 

•
Collate as much information as possible 

•
Share information with other agencies and seek advice / refer to Social Care 
Good practice – Organisations 

•
Ensure robust safeguarding policies and procedures are in place which cover CSE 

•
Promote and engage in effective multi-agency working to prevent abuse 

•
Work to help victims move out of exploitation 

•
Cooperate to enable successful investigations and prosecutions of perpetrators 

Peer on Peer Abuse 

Children can abuse other children and this referred to as ‘peer on peer abuse’ , this can take many forms including those listed in the table above as well as bullying, sexual violence and harassment etc. Staff will raise concerns when there are issues of peer on per abuse and DSL will consider what support might be needed for both the victim and perpetrators. 

Forced marriages (FM) FM is now a specific offence under s121 of the Anti-Social Behaviour, Crime and Policing Act 2014 that came into force on 16 June 2014. 
A FM is a marriage conducted without the valid consent of one or both parties, and where duress is a factor Forced marriage is when someone faces physical pressure to marry (e.g. threats, physical violence or sexual violence) or emotional and psychological pressure (e.g. if someone is made to feel like they’re bringing shame on their family). This is very different to an arranged marriage where both parties give consent.
FM is illegal in England and Wales. This includes: 

•
taking someone overseas to force them to marry (whether or not the forced marriage takes place) 

•
marrying someone who lacks the mental capacity to consent to the marriage (whether they’re pressured to or not) 

Under-age Marriage In England, a young person cannot legally marry until they are 16 years old (without the consent of their parents or carers) nor have sexual relationships.

Female Genital Mutilation (FGM) FGM is child abuse and a form of violence against women and girls, and therefore should be dealt with as part of existing child safeguarding/protection structures, policies and procedures. 
FGM is illegal in the UK. In England, Wales and Northern Ireland, the practice is illegal under the Female Genital Mutilation Act 2003. 

Other than in the excepted circumstances, it is an offence for any person (regardless of their nationality or residence status) to: 

•
perform FGM in England, Wales or Northern Ireland (section 1 of the Act); 

•
assist a girl to carry out FGM on herself in England, Wales or Northern Ireland (section 2 of the Act); and 

•
Assist (from England, Wales or Northern Ireland) a non-UK person to carry out FGM outside the UK on a UK national or permanent UK resident (section 3 of the Act). 

Ritualistic Abuse Some faiths believe that spirits and demons can possess people (including children). What should never be considered is the use of any physical or psychological violence to get rid of the possessing spirit. This is abusive and will result in the criminal conviction of those using this form of abuse even if the intention is to help the child.

Sexually Active under Eighteen years old  It is acknowledged by those working with young people that most young people under the age of 18 will have an interest in sex and sexual relationships. The Protocol for Sexually Active Young People under 18 years old has been designed to assist those working with children and young people to identify where these relationships may be abusive, and the children and young people may need the provision of protection or additional services. 

Safer Recruitment and Selection It is a requirement for all agencies to ensure that all staff recruited to work with children and young people are properly selected and checked. At Stockland and Yarcombe Pre-school we will ensure that we have a member on every recruitment panel who has received the appropriate recruitment and selection training. That all of our staff are appropriately qualified and have the relevant employment history and checks to ensure they are safe to work with children in compliance with the Key Safeguarding Employment Standards.

Honour Based Violence Honour based violence’ is a crime or incident, which has or may have been committed to protect or defend the honour of the family and/or community’. It is important to be alert to signs of distress and indications such as self-harm, absence from setting, infections resulting from female genital mutilation, isolation from peers, being monitored by family, not participating in setting activities, unreasonable restrictions at home. Where it is suspected that a child/young person is at risk form Honour based violence Stockland and Yarcombe Pre-school will report those concerns to the appropriate agency in order to prevent this form of abuse taking place.

Trafficked Children Child trafficking involves moving children across or within national or international borders for the purposes of exploitation. Exploitation includes children being used for sex work, domestic work, restaurant/ sweatshop, drug dealing, shoplifting and benefit fraud. Where Stockland and Yarcombe Pre-school is made aware of a child is suspected of or actually being trafficked/exploited we will report our concerns to the appropriate agency.

Domestic Abuse The Government defines domestic abuse as “Any incident of threatening behaviour, violence or abuse (psychological, physical, sexual, financial or emotional) between adults who are or have been intimate partners or family members regardless of gender or sexuality”. 

Staff need to understand what is required of them if children are members of the household where domestic abuse is known or suspected to be taking place. Our policy includes action to be taken regarding referrals to the Police and Children and Young People’s Services and any action to be taken where a member of staff is the alleged perpetrator or victim of domestic abuse. At Stockland and Yarcombe Pre-school we will follow our safeguarding policy and report any suspected concerns regarding Domestic Abuse to the relevant agency.
Private Fostering Private fostering is an arrangement made between the parent and the private foster carer, who then becomes responsible for caring for the child in such a way as to safeguard and promote his/her welfare.

A privately fostered child means a child under the age of 16 (18 if a disabled child) who is cared for and provided with accommodation by someone other than:

•
A parent. 

•
A person who is not a parent but has parental responsibility. 

•
A close relative. 

•
A Local Authority. 

 for more than 28 days and where the care is intended to continue. It is a statutory duty for us at Stockland and Yarcombe Pre-school to inform the Local Authority via MASH where we are made aware of a child or young person who may be subject to private fostering arrangements.
3. Sick Children Policy 
Any child suffering from vomiting, fever, diarrhoea or any other infectious diseases must be kept away from the Preschool for up to 48 hours after their symptoms have disappeared.

A sick child needs its parent/carer and, if a child becomes ill during the session the parent/carer will be contacted.  The child will be comforted until the parent/carer arrives.

OFSTED will be notified of any disease that a qualified medical person considers notifiable.

Parents/carers will be informed of occurrences of infection while maintaining confidentiality.

Records will be kept at Preschool of any serious illnesses contracted by staff or children.

This policy  is superceded in the case of symptoms of COVID-19 by our COVID-19 policy document, contained in the file kept with this main policy document. Please refer to this document for any instances relating to possible symptoms or cases of COVID-19 within the setting.

4. Lost or Uncollected Children Procedure

Lost Child

All children are marked on the register as they arrive through the main door with their parent/carer.  Play Leaders therefore know how many children they have for each session.

If, at anytime during the session a child goes missing, all the remaining children should be gathered in the sitting corner of the small classroom and one play worker will remain with them.  The other play workers and any parent helpers will search the premises, including all cupboards, toilets, storage rooms etc.  If the child is still not found, a search of the immediate surroundings should be conducted, and if this proves fruitless the parent/carer should be called immediately, together with the local police.

OFSTED will be informed of the incident through a written report about the incident along with an action plan of prevention for the future; the Play Leader will also log the event in the incident book.

Uncollected Child

If a child remains uncollected after a session, the Play Leader should contact the parent/carer, if the first and second contacts (found on the registration form) have been tried to no avail, then the Playleader should remain with the child at the premises until one of the contactees arrives (a late fee will be charged to the parent/carer – Arrivals and Departures Policy page 7).  If no-one collects the child after 4 hours; then the police and social services should be contacted:

Social services…0345 155 1078 …………………………………………………………………

Police……………08452777444………or…………101………………………………………..

5.   Special Needs Policy

Our Preschool aims to have regard to the DfEE Code of Practice on special educational needs and also to the guidelines supplied to private and voluntary providers of Preschool education. We aim to provide appropriate learning opportunities, for all children.

· Children with special needs, like all other children, are admitted to the Preschool after consultation between parents, Preschool Leader and key worker. 

· Our aim is to provide for the developmental needs of each child in the group. 

· All children in the group, irrespective of their special needs, are encouraged wherever possible and appropriate to participate in all the group’s activities. 

· Our system of observation and record-keeping, which operates in conjunction with parents, enables us to monitor children's needs and progress on an individual basis. 

· The needs and progress of children who have special educational needs are monitored by our group’s special educational needs co-ordinator (SENCO) who also ensures that accurate records are being kept. Sarah Bilson is our nominated SENCO. 

· Our key worker system ensures that each adult is especially responsible for, and close to, a group of children, so each child receives plenty of adult time and attention. 

· We work closely with the parents of all the children in the group to ensure that the group draws upon the knowledge and expertise of parents in planning provision for the child .

· the child’s progress and achievements are shared and discussed with parents on a regular basis. 

· Parents know the identity of the group’s special educational needs co-ordinator. 

· Our staff attend whenever possible in-service training on special needs arranged by the Preschool Learning Alliance and other professional bodies. 

In advance of a child with special needs admission to the Preschool we will meet with the parents/carers to discuss practical needs and confidentiality issues including the involvement of other external agencies. 

We would discuss with parents matters such as diet, skin and hair care, routines, special words, comforters, family names, religion, health and medical conditions, likes and dislikes. 

We will review staffing levels and look at equipment needs and access arrangements before a child starts. Any necessary adaptations would be talked through with parents to ensure a chair bound child could gain access. 

We will record such discussions and note any action to be taken if there is difficulty meeting the needs of individual children. This is likely to require sensitive communication with parents and the possible involvement of other agencies for advice and assistance. Provision of general adaptions would be discussed prior to admission with all staff being aware of limitations in terms of height of tables etc. Toilet adaptation would also need to be considered. 

Our SENCO has attended training arranged by various professional bodies on the fundamental principles of the Code of Practice(1994) for the Identification and Assessment of Special Educational Needs and on the five stages leading towards statementing in the Code. 

A SEN file on the Preschool premises containing SENCO course literature and training attendance certificates, useful area contacts and our SEN operational plan which describes the actions we take if we have a child with Special Educational Needs.

Our SENCO will work in cooperation with our nominated equal opportunities coordinator to ensure positive images both in activities and posters. Staff will raise awareness of the whole Preschool through topics etc. 

Assessment

If concerns arose from the usual observations carried out at Preschool, the first step would be for the key worker to discuss these and seek advice from the SENCO. A meeting would be arranged with the parents/carers to share views and seek permission to work on a one to one basis with the child for a set period of time. This would enable further evidence gathering to take place before contacting the relevant agencies. 

Record Keeping 

Documentation will be kept to include records of conversations and meetings.

Broad and balanced curriculum 

 A child with special needs will be given the opportunity to participate fully in the Preschool curriculum. It will be adapted to suit that child’s individual needs/wants. The child will be encouraged to participate in all activities if they feel able.

Resources

External bodies will be contacted to provide additional funding and equipment needed to be able to support the child within the setting. 

Links

The SENCO has links with relevant agencies for advice and support and contact details are available to both staff and parents/carers. 
6. Nappy changing Policy

At Stockland and Yarcombe Preschool we aim to ensure that children’s nappies are changed in a caring and hygienic manner with minimum distress to the child in a way agreed with the parents.

We provide a clean, warm and safe nappy changing area with all the necessary equipment in accordance with environmental health regulations. This includes the use of disposable gloves, a waterproof changing mat and a hand wash area with paper towels. New disposable gloves are used for each child and the changing mat is always cleaned with an antibacterial spray after every use. Used nappies are placed in a nappy bin which is emptied daily.

When changing a child, the practitioner will endeavour to ensure she/he is within the visibility of another practitioner whilst still protecting the dignity and privacy of the child.

7. Equal Opportunities Policy

AIMS

It is our aim:-

· to offer equal opportunities regardless of race, culture, gender, academic ability, physical disability or class.

· to provide an environment free from social, sexual or cultural prejudice for all members of our Preschool.

· to achieve an environment in which children can be respected as individuals and in which the varied experiences of our children can enrich the life of the Preschool.

Equal Opportunities

Multi-Cultural

It is our Preschool policy:-

· to incorporate a balanced view of the world through a multi-cultural approach.

· to justify a multi-cultural approach by recognising that the children are world citizens who will meet a wide variety of cultures throughout their lives.

· to continually evaluate and assess our practice, which should not be at the expense of indigenous cultures.

· to raise issues in an open and positive manner informally and through the curriculum.

· to provide staff development using resources available. A knowledge and understanding of a multi-cultural philosophy is vital to enable our policy to function effectively.

Gender

It is our Preschool policy:-

· to promote non-sexist attitudes in both children and staff.

· to allow children equal access to opportunities which will equip them for adult and working life and help them develop to their full potential.

· to work towards the eradication of sex-stereotyping (this includes all assistants, volunteers and the committee.)

Within the Preschool system there are many ways in which distinct treatment occurs causing one sex to be treated less favourably than the other, these may occur either consciously of unconsciously. In order to work toward the eradication of such differences we should ask ourselves the following:-

· are all children able to try out new roles in play and learning activities (having a girl as a farmer, a boy as a nurse)?

· do all children have an equal chance to use equipment and resources?

· do all our displays and teaching aids present a non-sexist attitude?

· are our responses to bad behaviour the same to both boys and girls?

· are men and women from other cultures presented to the children in a non-stereotypical way?

· do all children have equal access to outside space and other play facilities?

· are boys and girls within the class treated as one entity and not split in unnecessary ways?

Race

It is our Preschool policy:-

· that no child should be treated in any way differently, or in a derogatory manner, because of their race.

· that no adult should be treated in any way differently, or in a derogatory manner because of their race.

· to challenge racism in the context of a caring Preschool community.

In order to fulfil the above, the following types of behaviour will not be tolerated:-

· provocative behaviour, i.e. the wearing of any racist badges or insignias.

· the use of verbal abuse or name calling of a racist nature.

· the encouragement of others to behave in a racist way.

· the ridiculing of an individual for cultural differences, eg food, dress, music etc.

· the telling of racist jokes or stories.

What the Law states:-

Equality Act 2010:-

“Without prejudice to their obligation to comply with any other provision of this

Act, it shall be the duty of every local authority to make appropriate arrangements with a view to securing that their various functions are carried out with due regard for the need:-

· to eliminate unlawful racist discrimination, and

· to promote equality of opportunity and good relations between persons of different racial groups”

What is classed as racist behaviour?

Racist behaviour is defined by the commission for Racial Equality as:-

“any hostile or offensive act by a person of one racial and ethnic origin against a person of another racial group of ethnic origin, or any incitement to commit such an act in:-

· such a manner that interferes with the peace and comfort of the aggrieved person.

· that the person aggrieved fear for their safety.

· that the quality of life of the person aggrieved is reduced.”

Academic Ability

Every child has an entitlement to a positive, helpful learning environment, with carefully planned activities which covers a range of needs.

Class

It is our Preschool policy:-

· that children should not be treated in any way differently because of an assumed social class.

· that assumptions will not be made as regards class difference, i.e. when doing a topic such as ‘homes’ we should not assume that all children sleep in a different room to their parents, etc.

Physical Disability

It is our Preschool policy that:-

· children should not be treated in any way differently to others due to their individual physical disabilities and needs.

· a provision should be made for the individual special needs of any disabled children within or Preschool community.

· a physically disabled child has a right to take part in all activities within the Preschool environment in so far as their individual disability allows them to.

Choice of Resources

In order for our equal opportunities policy to work effectively it is essential that all resources used within Preschool should reflect our policy.

Books, posters and other materials illustrating the use of racist, sexist stereotypical or in any way derogatory images are unacceptable.

Staff and Committee’s Responsibility

We believe that the staff and Committee of the Stockland and Yarcombe Preschool have a responsibility to watch over all our children and challenge any discriminatory practice which occurs.

The staff and Committee should:-

· promote equal opportunities when short listing candidates for vacant posts and in making appointments to established staff.

· promote equal opportunities in the general organisation of the Preschool.

· promote equal opportunities in the Preschool curriculum.

8. Behaviour Management Policy

Sarah Bilson (Play Leader) is responsible over all, for the welfare of the children attending the Preschool and should be notified by staff, of any child/ren displaying behaviours that are out of character. Preschool children are learning social skills as well as developing cognitive understanding. At Preschool we reinforce desirable behaviours and support the development of self-discipline while helping the children where necessary, to make adjustments to their existing patterns of behaviour. Good discipline is most properly based on trusting relationships, within which it comes to matter to children, what an adult requires.

We believe that children and adults flourish best in an ordered environment in which everyone knows what is expected of them. Where children are free to develop their play and learning without fear of being hurt or hindered by anyone else. In order to do this:

1. Rules governing the conduct of the group and the behaviour of the children are discussed and agreed within the group and explained to all newcomers. These rules are revised regularly and when necessary.

2. All adults present in the group are responsible for ensuring that the rules are applied consistently, so that the children have the security of knowing what to expect and can build up useful habits of behaviour.

3. All adults are aware that their own friendliness, care and courtesy provide a positive model for the children.

4. Care is taken to praise and endorse behaviours which the group sees desirable, such as kindness and willingness to share, so that there is no risk of these children receiving adult attention for undesirable behaviour.

5. An atmosphere of care and respect in which rules provide a secure frame work for everyone’s activities, will help children build up positive patterns of behaviour.

When children behave in unacceptable ways:

1. Physical punishment such as smacking or shaking, or denying them of food and drink is never used.

2. Children are never sent out of the room by themselves, nor isolated. There will always be an adult keeping a close eye on them

3. Techniques that single out and humiliate individuals, such as the ‘naughty chair’ are never used.

4. Children are given one to one adult support in seeing what’s working towards a better pattern.

5. In cases of serious misbehaviours, such as racial, bullying or other abuse, the unacceptability of the behaviour and attitudes are made clear immediately, by means of explanation rather than personal blame.

6. In any case of misbehaviour, it is always made clear to the children in question that it is the behaviour that is unwanted NOT the child themselves.

7. We try to respect cultural differences.

8. Adult handling of behaviour problems is developmentally appropriate, respecting individual children’s level of understanding and maturity. Adults do not shout or raise their voices in a threatening way.

9. Adults do not use any form of physical intervention (e.g. holding, unless it is to prevent personal injury to the child, others or damage to property). The incident will be recorded; the parent/carer will be informed on that day and asked to sign any records

10. If undesirable behaviour continues long after the child has been explained to, the child will be given a series of 3 warnings, if these warnings prove unsuccessful then the child will be moved away to sit quietly, having time to think about their actions - known as ‘time out’. When they feel they are ready to re-join the group, behave accordingly and apologise they may return.

9. Health and Safety Policy 

Policy Statement

Our setting believes that the health and safety of children is of paramount importance.  We make our setting a safe and healthy place for children, parents, staff and volunteers.

• We aim to make children, parents, staff and volunteers aware of health and safety issues and to minimise the hazards and risks to enable the children to thrive in a healthy and safe environment.
•  Our member of staff responsible for health and safety is Sarah Bilson (pre-school manager).

•  Sarah Bilson is competent to carry out these responsibilities and has undertaken health and safety training and regularly updates her knowledge and understanding.

•  We display the necessary health and safety poster in the hall, on the notice board at pre-school. Relevant government publications relating to COVID-19 safety are also clearly displayed. Specific health and safety procedures relating to COVID-19 are contained in the broader COVID-19 policy document.
Insurance cover
We have public liability insurance and employers’ liability insurance.  The certificate for public liability insurance is displayed on our notice board.

Procedures

Awareness raising

•  Our induction training for staff and volunteers includes a clear explanation of health and safety issues, so that all adults are able to adhere to our policy and procedures as they understand their shared responsibility for health and safety.  The induction training covers matters of employee well-being, including safe lifting and the storage of potentially dangerous substances.

•  Records are kept of these induction training sessions and new staff and volunteers are asked to sign the records to confirm that they have taken part.

•  Health and safety issues are explained to the parents of new children, so that they understand the part played by these issues in the daily life of the setting.

•  As necessary, health and safety training is included in the annual training plans of staff, and health and safety is discussed regularly at staff meetings.

•  We operate a no-smoking policy.

•  Children are made aware of health and safety issues through discussions, planned activities and routines.
Safety of adults

•  Adults are provided with guidance about the safe storage, movement, lifting and erection of large pieces of equipment.

•  When adults need to reach up to store equipment or to change light bulbs, they are provided with safe equipment to do so.

•  All warning signs are clear and in appropriate languages.

•  Adults do not remain in the building on their own or leave on their own after dark.

•  The sickness of staff and their involvement in accidents is recorded.  The records are reviewed termly to identify any issues that need to be addressed.

•  We keep a record of all substances that may be hazardous to health – such as cleaning chemicals, or gardening chemicals if used.  This states what the risks are and what to do if they have contact with eyes or skin or are ingested.  It also states where they are stored.

•  We keep all cleaning chemicals in their original containers.

Windows

•  Low level windows are made from materials that prevent accidental breakage or are made safe.

•  Windows are protected from accidental breakage or vandalism from people outside the building.

•  Windows above the ground floor are secured so that children cannot climb through them.

Doors

•  We take precautions to prevent children’s fingers from being trapped in doors.

Floors

•  All floor surfaces are checked daily to ensure they are clean and not uneven, wet or damaged.

Electrical/gas equipment

•  All electrical/gas equipment conforms to safety requirements and is checked regularly.
•  Our boiler/electrical switch gear/meter cupboard is not accessible to the children.

•  Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught not to touch them.

•  Storage heaters are checked daily to make sure they are not covered.

•  There are sufficient sockets to prevent overloading.

• The temperature of hot water is controlled to prevent scalds.

•  Lighting and ventilation is adequate in all areas including storage areas.

Storage

•  All resources and materials, which are used by the children are stored safely.

•  all equipment and resources are stored or stacked safely to prevent them accidentally falling or collapsing.

Outdoor area

•  Our outdoor area is securely fenced.

•  Our outdoor area is checked for safety and cleared of rubbish before it is used.

•  Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides.

•  Where water can form a pool on equipment, it is emptied before children start playing outside.

•  Our outdoor sand pit is covered when not in use and is cleaned regularly.

•  All outdoor activities are supervised at all times.

Hygiene

•  We seek information from the Health Protection Agency to ensure that we keep up-to-date with the latest recommendations.

•  Our daily routines encourage the children to learn about personal hygiene.

•  We have a daily cleaning routine for the setting, which includes the play room(s), kitchen, rest area, toilets and nappy changing areas.

•  We have a schedule for cleaning resources and equipment, dressing-up clothes and furnishings.
•  The toilet area has a high standard of hygiene, including hand washing and drying facilities and disposal facilities for nappies.

•  We implement good hygiene practices by:

· Cleaning tables between activities

· Cleaning and checking toilets regularly

· Wearing protective clothing – such as aprons and disposable gloves, as appropriate

· Providing sets of clean clothes

· Providing tissues and wipes and

· Ensuring individual use of flannels, towels and toothbrushes.
Additional deep cleaning is currently taking place due to COVID-19, please refer to the COVID-19 policy document and deep cleaning check sheet.
Activities and resources

•  Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages and stages of the children currently attending the setting.

•  The layout of play equipment allows adults and children to move safely and freely between activities.

•  All equipment is regularly checked for cleanliness and safety, and any dangerous items are repaired or discarded.

•  All materials including paint and glue are non-toxic

•  Sand is clean and suitable for children’s play
•  Physical play is constantly supervised.

•  Children are taught to handle and store tools safely.

•  Children who are sleeping are checked regularly.

• Children learn about health, safety and personal hygiene through the activities we provide and the routines we follow.

•  Any faulty equipment is removed from use and is repaired.  If it cannot be repaired it is discarded.

•  Large pieces of equipment are discarded only with the consent of the manager and the management team.

Legal framework

•  Health and Safety at Work Act (1974)

•  Management of Health and Safety at Work Regulations (1999)

•  Electricity at Work Regulations (1989)

•  Control of Substances Hazardous to Health Regulations (COSHH) (2002)

•  Manual Handling Operations Regulations (1992 (As Amended 2004))

•  Health and Safety (Display Screen Equipment) Regulations (1992)

Further Guidance

•  Health and Safety Law:  What You Need to Know (HSE Revised 2009)

•  Health and Safety Regulation…A Short Guide (HSE 2003)

•  Electrical Safety and You:  A Brief Guide (HSE 2012)

•  Working with Substances Hazardous to Health:  what You Need To Know About COSHH (HSE Revised 2009)

•  Getting to Grips with Manual Handling – Frequently Asked Questions: A Short Guide (HSE 2011)

MAINTAINING CHILDREN’S SAFETY AND SECURITY ON PREMISES

We maintain the highest possible security of our premises to ensure that each child is safely cared for during their time with us.

Procedures

Children’s personal safety

•  We ensure all employed staff have been checked for criminal records via an enhanced disclosure through the Disclosure and Barring Service.
We ensure all employed staff have been checked and certified as suitable to work with children by OfSTED.
•  Adults do not normally supervise children on their own.

•  All children are supervised by adults at all times.

•  Whenever children are on the premises at least two adults are present.

•  We carry out risk assessments to ensure children are not made vulnerable within any part of our premises, nor by any activity.

Security

•  Systems are in place for the safe arrival and departure of children.

•  The times of the children’s arrivals and departures are recorded.

•  The arrival and departure times of adults – volunteers and visitors – are recorded.
•  Our systems prevent unauthorised access to our premises.

•  Our systems prevent children from leaving our premises unnoticed.

•  The personal possessions of staff and volunteers are securely stored during sessions.

Other useful Pre-school Learning Alliance publications

•  Dynamic Risk Management in the Early Years (2017)
•  Managing Risk (2009)
10. Fire Safety Policy

1. Fire doors will never be obstructed with furniture/equipment etc.

2. Fires/heaters/electrical points/wire and leads will be adequately guarded and inspected by a qualified electrician on a regular basis.

3. Staff will be aware of the position of the fire extinguishers in the hall, which will also be inspected and tested on a regular basis, arranged by the Hall Management Committee.

4. Fire drills will occur regularly and all staff, parents and children will be informed on the procedures, which are pinned on the notice board by the hall entrance door.

5. There is a fire blanket in the Preschool kitchen area, and two fire extinguishers (foam and CO2) in the Preschool classroom.  These will be inspected and tested on a regular basis, arranged by the Hall Management Committee.

6. There is a mains powered smoke detector in the Preschool classroom.

On Discovering A Fire … (notice)

1.
Blow whistle (found in red money box on table outside Preschool room).

2.
Everyone stops and listens.

3.
Play Assistant goes to safest/nearest exit.

4.
Play Leader instructs everyone to go to the Play Assistant.

5.
Play Assistant leads everyone to Assembly Point - according to the exit.

6.
Play Leader checks premises for 'lost' children.

7.
Play Leader collects register and telephone on way out.

8.
Play Leader checks register/head count.

9.
Once everyone is accounted for dial 999.

10.
No-one is to re-enter building until person in charge has pronounced it safe to do so.

· Preschool landline is located on table by Preschool double doors next to register

· Nearest alternative land line is in the Primary School

· Address of Preschool is: Victory Hall, Stockland, Honiton, Devon, EX14 9EF

Assembly Points


Preschool outside play area, against fence


Car Park by main entrance, against shed


Village field, adjacent to tennis courts


11. First Aid Policy

Staff members receive regular First Aid training to make sure that they are up to date with current procedures. There will always be a trained First Aider on hand when a Preschool session is in progress. At least two members of staff must be qualified First Aider’s, with one at least being present during each session.

The First Aid box can be found in the cupboard beneath the kitchen counter to the right of the cooker, within the Preschool room. The cupboard is identified by the green sticker with the white cross; it is fitted with a child lock and is inaccessible to the children.

A committee member is always given the role of Health and Safety Representative and this person together with the Play Leader ensures that the contents of the first aid box are checked frequently.  Other staff members will also alert the Health and Safety Representative or Play Leader when stocks are low. Ofsted recommends the following to be included:

· One first aid guidance card and contents list

· One resuscitation face shields

· Twenty individually wrapped adhesive dressings (plasters) of assorted

· sizes

· Two sterile eye pads

· Four triangular bandages – individually wrapped

· Six medium sterile dressings (approx 12 cm x 12 cm)

· Two large sterile dressings (18 cm x 18 cm)

· Five low-adherent dressing with perforated plastic surface (ie: Melolin)

· One roll of hypo-allergenic tape (ie: Micro-pore)

· Ten packs of ‘5 sterile gauze’ swabs (for cleaning wounds)

· One finger bandage and applicator

· Round-ended scissors

· Three pairs disposable non-latex gloves

Useful additions could include:

· Two small plastic bags – for disposal of soiled wipes and dressings

· Notepad and pencil

· Safety pins 
All items need to be replaced once used and kit should be checked after each use. Every 3 months a full audit of the First Aid Kit should be taken, either by the Committee Member for Health and Safety or a member of staff. These audits should be recorded on a check sheet kept with the First Aid Kit. During COVID-19, PPE should be kept on the premises and easily available to staff. Please refer to the COVID-19 policy document for more details.
An accident and incident book is kept on the premises, and will record all accidents however slight.  Minor injuries can give rise to more serious symptoms later and accurate details are vital.

Particulars must be recorded as soon as possible, while details are fresh in the memory. Parents/carers must be shown the information and asked to sign the book as confirmation, when they collect their child.

Procedures for dealing with an accident:

1. Ensure the area around the accident is safe.

2. Give appropriate First Aid. 

3. If injury needs further attention but is not life-threatening telephone parent/carer immediately.

4. If injury is life-threatening call an ambulance immediately.

5. Comfort and reassure the other children, especially those who witnessed the accident.

6. Fill in the accident or incident book.

7. Send details to the insurance company of any serious head injury in case the accident gives rise to a claim.
12. Administration of Medicines Policy

Our Public Liability insurance extends to cover the administration of medicines provided that:

1.
Oral medication

a)
It is prescribed by the child’s GP and has the manufacturer’s instructions and ingredients clearly written upon it. The child’s name must be clearly written on the medication. The medicine must be kept as stated in the fridge or stored out of the reach of the children, but never locked away in case of emergency.

And

b)
The Preschool has the parent/carers written consent and clear instructions on how to administer such medication and dosage; also when the last dose was given to the child.  Asthma inhalers and nebulisers are treated as “oral medication” for the purpose of our insurance.

2.
Life-saving medication (e.g. adrenaline injections/epipens for anaphylactic shock caused by reactions to substances such as nuts etc).


Written permission from the parents must be required as well as a written doctors note. Staff must be properly trained to use them. A clear record must be kept after the event: the incident that occurred, why it happened, what action was taken, who was present/administered the medication, (must always be Play Leader or Deputy) times/dates and where possible the parents/carers signature to confirm what took place. The procedure for contacting parents must be followed. The parents’ must be called immediately. Failing contact, the child’s emergency numbers should be called.

3.
Seasonal requirements:-

a)
During the summer month’s parents/carers are asked to cover all exposed skin in sun cream before they come to Preschool, as the children often play outside, as well as providing suitable head wear that is labelled. In exceptional circumstances e.g. where a child's skin is particularly sensitive; sun-cream can be left at Preschool for Staff to apply where necessary. Written permission is required. Sun cream should be clearly labelled with the child’s name and expiry date and given to staff members to be stored safely.

b)
During colder months there may be more coughs and colds. If your child is recovering from symptoms and is being treated with Calpol or Nurofen, we suggest that it is administered before coming to pre-school and then after, rather than during the session.

Long or short term medical forms must be completed and kept until the child is 21 years and 6 months.

Administration of Short Term Medicine

Relating to Standard 7.7

N.B. Medicines administered in the setting will usually be prescribed by a doctor and should be in their original packaging with the date and dosage clearly visible.

A new form should be completed for each new treatment. No blanket permission should be given.

	Name of child:



	Reason for and type of medicine to be administered:



	Date medication to be commenced:

	Date medication to be ceased:

	Signature of parent/carer:                                                Date:

	Signature of childcare provider:                                        Date:


	Date and time medicine previously administered by parent/carer
	Signature of parent/carer
	Date, time and dosage medicine administered by setting 
	Signature of staff who administered medicine
	Countersignature of parent/carer

	
	
	
	
	


Administration of Long Term Medicine
	Name of child:



	Reason for and type of medicine to be administered:



	Date medication to be commenced:

	Date medication to be ceased:

	Signature of parent/carer:                                                Date:

	Signature of childcare provider:                                        Date:


	Time of administration
	Date of administration
	Comments 
	Signature of staff
	Signature of parent/ carer

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Administration of Medical Treatment
Medicines must be prescribed by a health professional and should be in original packaging with the date, dose and batch number clearly visible.

	Name of child


	

	Name of parent/carer/ guardian


	

	Name of medicine/treatment


	

	Medicine issue date


	

	Medicine expiry date


	

	Dosage


	

	Times to administer dosage


	

	Staff administering


	

	Review date


	

	Training given by


	

	Signature of trainer


	

	Training updated


	

	Special instructions


	


13. Hygiene Policy

NB- During the COVID-19 pandemic, this policy is supplemented by the cleaning practices outlined in the separate COVID-19 policy document.
1. Before the start of the session, the Play Leader should check all facilities and equipment used by the children and make sure they are clean.  Cloths and cleaning fluids for the lavatory and bought specifically for the Preschool can be found in the lavatory on the window sill.  A cleaning rota for the lavatory is shared between Pre-school staff.

2. Our Committee's Hall Representative will liaise with the cleaning staff of the Hall, to ensure that the Hall is cleaned regularly.

3. As part of the induction process, staff will be informed about good hygiene practice and will be kept up to date through training and/or information that comes through the Committee.

4. All staff and parent helpers are to wash their hands after going to the lavatory, before handling food or preparing drinks and after wiping noses.  Any cuts or abrasions should be covered with waterproof plasters.

5. Children are encouraged to wash their hands using soap and water after going to the lavatory, before eating any snacks and after blowing their nose.  Disposable towels are provided for hand drying.

6. The Committee and staff will ensure that all equipment including toys, furnishings, dressing-up clothes etc are all cleaned regularly.

7. The Play Leader should ensure that any animals brought onto the premises are safe to be in the proximity of children and do not pose a health risk.  All children should wash their hands after handling any animals.

8. Play sand is changed regularly to protect from contamination.

9. Play dough will be changed regularly and only dough that has a high salt content or that has been cooked will be stored.

10. Any equipment used for food or drink that is cracked or broken (harbouring germs) will be discarded immediately.

11. Waste materials will be separated into recycling and other.  These will then be taken away by staff or Committee for disposal.

Body fluids spillage

1. Put on disposable gloves, collect carrier bags/ paper towels/ disinfectant.

2. Remove child from contaminated area/ clothing.

3. Put paper towels over spillage, to mop it up.

4. Clean area with disinfectant, wipe dry.

5. Contaminated clothes should be placed in carrier bag, tied up and labelled. 

6. Contaminated paper towels and gloves should also be put into a carrier bag, tied up and disposed of.

14. Food and drink policy

Statement of intent

Stockland and Yarcombe Preschool regards snack and meal times as an important part of the Preschool’s session/day. Eating represents a social time for children and adults and helps children to learn about healthy eating. During COVID-19, sadly our usual shared ethos has had to pause to reduce possible cross contamination and transmission, but we hold true to the below values which will be reinstated as soon as safely possible.
Aim

At snack times, we aim to provide nutritious food, which meets the children's individual dietary needs. 

Methods

• Before a child starts to attend the Preschool, we find out from parents their children's dietary needs and preferences, including any allergies.

• We record information about each child's dietary needs in her/his registration record and parents sign the record to signify that it is correct.

• We regularly consult with parents to ensure that our records of their children's dietary needs - including any allergies - are up to date. 

• We display current information about individual children's dietary needs so that all staff and volunteers are fully informed about them.

• We implement systems to ensure that children receive only food and drink that is consistent with their dietary needs and preferences as well as their parents' wishes.

• We provide nutritious food at snack time, usually fruit or raw vegetables.

• We take care not to provide food containing nuts or nut products and are especially vigilant where we have a child who has a known allergy to nuts.

• We require staff to show sensitivity in providing for children's diets and allergies. Staff do not use a child's diet or allergy as a label for the child or make a child feel singled out because of her/his diet or allergy.

• We organise meal and snack times so that they are social occasions in which children and staff participate.

• We use meal and snack times to help children to develop independence through making choices, serving food and drink and feeding themselves.

• We provide children with utensils that are appropriate for their ages and stages of development and that take account of the eating practices in their cultures.

• We have fresh drinking water constantly available for the children. We inform the children about how to obtain the water and that they can ask for water at any time during the session.

• We inform parents who provide food for their children about the storage facilities available in the Preschool.

• In order to protect children with food allergies, we have rules about children sharing and swapping their food with one another.

• For children who drink milk, we provide semi-skimmed milk.

Packed lunches

Children staying for lunch club are required to bring packed lunches and our staff:

• inform parents of our policy on healthy eating.

• encourage parents to provide sandwiches with a healthy filling, fruit, and milk based deserts such as yoghurt. We discourage sweet drinks and can provide children with water or milk;

• discourage packed lunch contents that consist largely of crisps, processed foods, sweet drinks and sweet products such as cakes or biscuits.

Health and Hygiene

The Preschool ensures;

· A high level hygiene throughout the setting, especially within the food preparation areas.

· All food stuffs provided will be fresh, nutritious and well balanced, keeping sugars and fats to a minimum.

· All hands, fruit and vegetables will be washed before preparation.

· Adults will refrain from handling foods when they or anyone else at home are suffering from any weeping sores, open wounds, infectious illnesses or diseases.

· Children are encouraged to bring in a drinking beaker, which they can access at all times from the kitchen work top, which is accessible from the sitting corner. In addition to their own drinks, drinking water is provided at all times.

· Milk is provided in plastic cartons by an outside delivery service and is stored in the fridge and consumed within the allocated time. Out of date milk will never be given to the children.

· Children are asked to remain sitting until their mouths are empty, to avoid choking, before going on to the next activity.

· Utensils that are used for food preparation are cleaned daily with hot, soapy water and left to air dry. At the end of each term they will be sterilized with a bacterial cleaner that is suitable for use with food.

· All staff, children, volunteers, parents/carers and visitors will adhere to the Health and Safety Policy as well as the Hygiene Policy.

15. Risk assessment Policy

Policy Statement 

Stockland and Yarcombe Preschool believes that the health and safety of children is of paramount importance. We make our setting a safe and healthy place for children, parents, staff and volunteers by assessing and minimising the hazards and risks to enable the children to thrive in a healthy and safe environment. 

The basis of this policy is risk assessment. Pre-school Learning Alliance risk assessment processes follow five steps as follows: 

· Identification of risk: Where is it and what is it? 

·  Who is at risk: Childcare staff, children, parents, cooks, cleaners etc? 

· Assessment as to the level of risk as high, medium, low. This is both the risk of the likelihood of it happening, as well as the possible impact if it did.

· Control measures to reduce/eliminate risk: What will you need to do, or ensure others will do, in order to reduce that risk?

· Monitoring and review: How do you know if what you have said is working, or is thorough enough? If it is not working, it will need to be amended, or maybe there is a better solution. 

Procedures 

Our risk assessment process covers adults and children and includes: 

· checking for and noting hazards and risks indoors and outside, and in our premises and for activities; (See Appendixes A – D) 

·  assessing the level of risk and who might be affected; 

·  deciding which areas need attention; and 

· developing an action plan that specifies the action required, the time-scales for action, the person responsible for the action and any funding required. 

· The risk assessment is reviewed regularly 

· We maintain lists of health and safety issues, which are checked daily before the session begins.

Daily, half-termly and termly checks are made on the premises and equipment. Daily checks are marked off the checklist every day (which is found on the Preschool door) 

Equipment is tailored to the age and stage of the children so, for example, on toddler group days the size of toy will be considered to reduce the risk of babies getting hold of small objects.

Risk assessments are carried out before each outing (which is anytime the children leave the Preschool premises) to ensure safety is maintained when out and about.(See Appendix E) This involves the Preschool Leader visiting the outing destination if possible prior to the visit and identifying any possible risks in relation to the age and stage of the children. This will then be carefully considered and avoided as far as is practically possible and ratios will be adjusted to allow the warranted supervision. If it is not possible to visit the outing destination prior to the visit, a phone call will be made to the destination asking for a copy of their risk assessment. In the case of a repeat visit to the same destination it is important to ask if there have been any changes since the last visit.

A full risk assessment does not, however, need to be carried out before every outing providing there is already a risk assessment in place for that type of outing. (e.g. reoccurring trips to the park) It is good practice for the risk assessments to be in writing although this is not a legal requirement.  However, potential hazards and risks must be recorded in writing.

Legal framework 

 Management of Health and Safety at Work Regulations 1992 
Further guidance 

 Five Steps to Risk Assessment (HSE 2016)

www.hse.gov.uk/pubns/indg163.pdf 

Dynamic Risk Management in the Early Years (PSA, 2017)

	RISK ASSESSMENT SCHEDULE - INSIDE
	
	DATE
	
	
	

	
	
	
	
	
	
	
	
	

	Settings Name:
	
	
	
	Person carrying out Risk Assessment:
	
	

	
	
	
	
	
	
	
	
	

	Risk Levels:  L = Low Risk   M = Medium Risk   H = High Risk
	
	
	
	
	

	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Doors, Windows and Glass (Security)
	 
	 
	 
	Who
	When
	Completed

	A
	Door security (Chain)
	 
	 
	 
	 
	 
	 
	 

	B
	Glass protected against accidents in doors & Windows
	 
	 
	 
	 
	 
	 
	 

	C
	Glass protected from intruders
	 
	 
	 
	 
	 
	 
	 

	D
	Window locks
	 
	 
	 
	 
	 
	 
	 

	E
	Premises secure at night & holidays
	 
	 
	 
	 
	 
	 
	 

	F
	Protected against Vandalism, arson & theft


	 
	 
	 
	 
	 
	 
	 

	G
	Sufficient precautions to prevent children leaving
	 
	 
	 
	 
	 
	 
	 

	H
	Sufficient precautions to prevent unauthorised access to children
	 
	 
	 
	 
	 
	 
	 

	I
	Personal possessions protected
	 
	 
	 
	 
	 
	 
	 


	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Floors
	 
	 
	 
	 
	 
	 

	A
	Carpet Area
	 
	 
	 
	 
	 
	 
	 

	B
	Messy Area
	 
	 
	 
	 
	 
	 
	 

	Electricity / Gas / Socket Covers & Hot Appliances
	 
	 
	 
	 
	 
	 

	A
	Electricity switchboard
	 
	 
	 
	 
	 
	 
	 

	B
	Boiler room
	 
	 
	 
	 
	 
	 
	 

	C
	Annual Safety Checks
	 
	 
	 
	 
	 
	 
	 

	D
	Adequate lighting in all areas
	 
	 
	 
	 
	 
	 
	 

	E
	Heaters
	 
	 
	 
	 
	 
	 
	 

	F
	Computers
	 
	 
	 
	 
	 
	 
	 

	G
	Cookers
	 
	 
	 
	 
	 
	 
	 

	H
	Sockets Covered
	 
	 
	 
	 
	 
	 
	 

	I
	Prevention of overloading
	 
	 
	 
	 
	 
	 
	 

	J
	Children taught not to touch them
	 
	 
	 
	 
	 
	 
	 

	Hygiene, Cleanliness and Minimising the Risk of Infection
	 
	 
	 
	Who
	When
	Completed

	A
	Hand-washing water thermostatically controlled
	 
	 
	 
	 
	 
	 
	 

	B
	Washing facilities for messy play equipment
	 
	 
	 
	 
	 
	 
	 

	C
	Separate washing facilities for hand washing
	 
	 
	 
	 
	 
	 
	 

	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Hazardous substances and equipment
	 
	 
	 
	Who
	When
	Completed

	A
	Cleaning equipment
	 
	 
	 
	 
	 
	 
	 

	B
	Non-toxic Paint & Glue 
	 
	 
	 
	 
	 
	 
	 

	Furniture, Equipment & Toys
	 
	 
	 
	Who
	When
	Completed

	A
	Furniture (Tables, Chairs, Cupboards etc)
	 
	 
	 
	 
	 
	 
	 

	B
	Used and new equipment checked when bought
	 
	 
	 
	 
	 
	 
	 

	C
	Toys 
	 
	 
	 
	 
	 
	 
	 

	Any Other Relevant Areas
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Step 5:  Review Date
	
	
	
	
	


	RISK ASSESSMENT SCHEDULE - KITCHEN
	
	DATE
	
	
	

	
	
	
	
	
	
	
	
	

	Settings Name:
	
	
	
	Person carrying out Risk Assessment:
	
	

	
	
	
	
	
	
	
	
	

	Risk Levels:  L = Low Risk   M = Medium Risk   H = High Risk
	
	
	
	
	

	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Kitchen / Food Prep / Access
	 
	 
	 
	Who
	When
	Completed

	A
	Clean surface (Non-Porous)
	 
	 
	 
	 
	 
	 
	 

	B
	No children access to kitchen unsupervised
	 
	 
	 
	 
	 
	 
	 

	C
	Cleaning equipment / Matches stored safely
	 
	 
	 
	 
	 
	 
	 

	Food and Drink
	 
	 
	 
	 
	 
	 

	A
	Food stored appropriately
	 
	 
	 
	 
	 
	 
	 

	B
	Food sell by date and spoiled food adhered too and disposed of appropriately
	 
	 
	 
	 
	 
	 
	 

	C
	Children's Allergies followed
	 
	 
	 
	 
	 
	 
	 

	D
	Procedures in place regarding eating practices
	 
	 
	 
	 
	 
	 
	 

	E
	Procedures in place for hot drinks
	 
	 
	 
	 
	 
	 
	 


	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	Current measures
	Further Requirements
	Assessment Action

	Electricity / Gas / Socket Covers & Hot Appliances
	 
	 
	 
	Who
	When
	Completed

	A
	Cookers
	 
	 
	 
	 
	 
	 
	 

	B
	Adequate lighting in all areas
	 
	 
	 
	 
	 
	 
	 

	C
	Annual Safety Checks
	 
	 
	 
	 
	 
	 
	 

	D
	Sockets Covered
	 
	 
	 
	 
	 
	 
	 

	E
	Prevention of overloading
	 
	 
	 
	 
	 
	 
	 

	F
	Electrical equipment
	 
	 
	 
	 
	 
	 
	 

	G
	Children taught not to touch them
	 
	 
	 
	 
	 
	 
	 

	Equipment
	 
	 
	 
	 
	 
	 

	A
	Utensils
	 
	 
	 
	 
	 
	 
	 

	B
	Crockery
	 
	 
	 
	 
	 
	 
	 

	C
	Pots and Pans
	 
	 
	 
	 
	 
	 
	 

	Any Other Relevant Areas
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Step 5:  Review Date
	
	
	
	
	


	RISK ASSESSMENT SCHEDULE - TOILETS
	DATE
	
	
	

	
	
	
	
	
	
	
	
	

	Settings Name:
	
	Area:  Toilets
	
	Person carrying out Risk Assessment:
	
	

	
	
	
	
	
	
	
	
	

	Risk Levels:  L = Low Risk   M = Medium Risk   H = High Risk
	
	
	
	
	

	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Hygiene
	 
	 
	 
	Who
	When
	Completed

	A
	Cleaning Equipment stored appropriately
	 
	 
	 
	 
	 
	 
	 

	B
	Water thermostatically regulated
	 
	 
	 
	 
	 
	 
	 

	C
	Hand-washing facilities
	 
	 
	 
	 
	 
	 
	 

	D
	Nappy Changing
	 
	 
	 
	 
	 
	 
	 

	E
	Nappy Disposal
	 
	 
	 
	 
	 
	 
	 

	F
	Only DBS checked staff allowed to have unsupervised access to children
	 
	 
	 
	 
	 
	 
	 

	Any Other Relevant Areas
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Step 5:  Review Date
	
	
	
	
	


	RISK ASSESSMENT SCHEDULE - OUTSIDE
	DATE
	
	
	

	Settings Name:
	
	
	Person carrying out Risk Assessment:
	
	

	
	
	
	
	
	
	
	
	

	Risk Levels:  L = Low Risk   M = Medium Risk   H = High Risk
	
	
	
	

	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Boundaries and Gates
	 
	 
	 
	Who
	When
	Completed

	A
	Fencing
	 
	 
	 
	 
	 
	 
	 

	B
	Hedges
	 
	 
	 
	 
	 
	 
	 

	C
	Walls
	 
	 
	 
	 
	 
	 
	 

	D
	Doors
	 
	 
	 
	 
	 
	 
	 

	E
	Gates
	 
	 
	 
	 
	 
	 
	 

	Water Hazards
	 
	 
	 
	 
	 
	 

	A
	Ponds in or nearby
	 
	 
	 
	 
	 
	 
	 

	B
	Water pooling on temporary surfaces or equipment
	 
	 
	 
	 
	 
	 
	 


	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Hazardous substances and equipment
	 
	 
	 
	Who
	When
	Completed

	A
	Herbicides or Pesticides
	 
	 
	 
	 
	 
	 
	 

	B
	Bolts/nuts/screws etc
	 
	 
	 
	 
	 
	 
	 

	C
	Rust
	 
	 
	 
	 
	 
	 
	 

	D
	Rubbish
	 
	 
	 
	 
	 
	 
	 

	Hazardous Plants
	 
	 
	 
	 
	 
	 

	A
	Plants
	 
	 
	 
	 
	 
	 
	 

	B
	Bulbs
	 
	 
	 
	 
	 
	 
	 

	C
	Berries
	 
	 
	 
	 
	 
	 
	 

	Pets and Other Animals
	 
	 
	 
	 
	 
	 

	A
	Pets
	 
	 
	 
	 
	 
	 
	 

	B
	Animal faeces
	 
	 
	 
	 
	 
	 
	 

	Electricity and Gas
	 
	 
	 
	 
	 
	 

	A
	Gas Bottles
	 
	 
	 
	 
	 
	 
	 


	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Surfaces
	 
	 
	 
	Who
	When
	Completed

	A
	Decking
	 
	 
	 
	 
	 
	 
	 

	B
	Ramps
	 
	 
	 
	 
	 
	 
	 

	C
	Grass
	 
	 
	 
	 
	 
	 
	 

	D
	Tarmac
	 
	 
	 
	 
	 
	 
	 

	E
	Edges/Sharp Protrusions
	 
	 
	 
	 
	 
	 
	 

	Furniture, Equipment & Toys
	 
	 
	 
	 
	 
	 

	A
	Climbing Frame
	 
	 
	 
	 
	 
	 
	 

	B
	Benches / Chairs etc
	 
	 
	 
	 
	 
	 
	 

	C
	Toys 
	 
	 
	 
	 
	 
	 
	 

	Any Other Relevant Areas
	 
	 
	 
	 
	 
	 

	Step 5:  Review Date
	
	
	
	
	


OUTINGS RISK ASSESSMENT

RISK ASSESSMENT ~ Outing Details

General Outing information

	Risk Assessment Completed by:



	Date :

Time :



	Destination Address & Contact number :



	Mode of transportation :



	Purpose of Outing :



	Staff Members attending + their contact details :



	Volunteers attending + their Contact details :



	No. of Children in each age range:
	0-2
	
	2-3
	
	3-5
	

	Staff Ratio:

	No. of consent forms:


RISK ASSESSMENT ~ TRANSPORT

	TRANSPORT RISK ASSESSMENT
	DATE  & Outing details



	Transport mode
	

	Company name

Address

Phone numbers
	


Wherever possible obtain photocopies of the legal documents that the Transport Company have for the vehicle they will be supplying.

	Checkbox type answer

Have the company been able to show or supply copies of …


	

	Valid MOT certificate

Proves the vehicle has passed Road safety test
	Y/N

	Vehicle Insurance

Proves the Vehicle is covered for a variety of claims 
	Y/N

	Are Vehicle Seat belts available?

Proves the Vehicle complies with current Seat belt laws
	Y/N

	Can the number of seats needed be catered for?

This ensures no one stands.
	Y/N

	Driver details  ~ Name

Will enable contact details in the event of any later query.


	

	Does the Driver need or already have a DBS certificate?
	Y/N




	Preschool Leader will have responsibility for ensuring …
	Check if necessary

	Checking Public liability insurance details are correct. 
	Y/N

	Everyone is aware who the named Supervisor/Leader is. (Please state)
	

	All adults are aware who the Named First Aider is. (Please state)


	

	Accident book is taken in order to record events in a timely fashion ~ this will be stored confidentially  
	Y/N

	All adults are aware of the procedures that need to be followed in the event of an emergency.

(Circulate Lost child/Outings & any other relevant policy & procedures prior to the outing ~ refresh memories on the day)
	Y/N

	All adults are aware of meeting times and areas (Please state)


	

	Register & contact details are taken in a format that ensures their confidentiality.
	Y/N

	Any permission slips needed are collected, taken along and stored confidentially.
	Y/N

	Stocked First aid kit taken.
	Y/N

	Any necessary Medications are named and stored appropriately.(Please state)


	

	Copy of medication requirements for all children.
	Y/N

	All adults are aware of any special precautions. (Please state)


	

	Mobile phone taken ~ Charged & with credit available.
	Y/N

	Day glow vests issued to each child/lead rope.
	Y/N

	Staff: child ratio is in accordance with day care Standards (Please state)


	

	Named Volunteer Parent Helpers

· 
	DBS checked

Y/N

Y/N

Y/N

Y/N

	Named DBS checked staff members attending

· 
	


	Journey route  

Parents & guardians may request a copy of this for their own information.

Note down road names & other identifying landmarks whilst you walk the route.

Note availability of Public toilets & road crossings if you wish.

	Beginning …

 


	Hazard
	Person at Risk
	Risk Level (H/M/L)
	Risk to Consider
	How can this risk be reduced?
	Who is responsible?

	
	
	
	
	
	


[image: image7.jpg]



	RISK ASSESSMENT SCHEDULE- MANAGEMENT RESPONSIBILITIES
	DATE
	
	

	Settings Name:
	
	
	
	Person carrying out Risk Assessment:
	
	

	
	
	
	
	
	
	
	
	

	Risk Levels:  L = Low Risk   M = Medium Risk   H = High Risk
	
	
	
	
	

	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Fire Safety
	 
	 
	 
	Who
	When
	Completed

	A
	No smoking Policy
	 
	 
	 
	 
	 
	 
	 

	B
	Smoke Detectors / Alarms
	 
	 
	 
	 
	 
	 
	 

	C
	Emergency procedures in place and practiced regularly
	 
	 
	 
	 
	 
	 
	 

	D
	Fire Equipment checked annually
	 
	 
	 
	 
	 
	 
	 

	E
	Fire Marshall and Fire Wardens in place
	 
	 
	 
	 
	 
	 
	 

	Medication
	 
	 
	 
	 
	 
	 

	A
	Policy for Administrating drugs
	 
	 
	 
	 
	 
	 
	 

	B
	Medication Log
	 
	 
	 
	 
	 
	 
	 

	C
	Storage of Drugs
	 
	 
	 
	 
	 
	 
	 

	D
	Insurance cover to administrate drugs
	 
	 
	 
	 
	 
	 
	 


	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	First Aid
	 
	 
	 
	 
	 
	 

	A
	First Aid Kit (checked and regularly topped up)
	 
	 
	 
	 
	 
	 
	 

	B
	List of First Aiders (include dates of training to ensure its up-to-date
	 
	 
	 
	 
	 
	 
	 

	C
	Accident Book Accessible
	 
	 
	 
	 
	 
	 
	 

	D
	People know how to fill it in
	 
	 
	 
	 
	 
	 
	 

	E
	Logging of potential hazards
	 
	 
	 
	 
	 
	 
	 

	Storage
	 
	 
	 
	 
	 
	 

	A
	Equipment / Materials stored safely
	 
	 
	 
	 
	 
	 
	 

	B
	Children's Access 
	 
	 
	 
	 
	 
	 
	 

	C
	Equipment used for accessing high equipment
	 
	 
	 
	 
	 
	 
	 

	D
	Procedures for moving large pieces
	 
	 
	 
	 
	 
	 
	 

	E
	Lifting procedures in place
	 
	 
	 
	 
	 
	 
	 

	Staff Training
	 
	 
	 
	 
	 
	 

	A
	Induction Programme
	 
	 
	 
	 
	 
	 
	 

	B
	Record of Achievements / Training
	 
	 
	 
	 
	 
	 
	 

	C
	Health & Safety at Work Poster displayed
	
	
	
	 
	 
	 
	 

	D
	Manual handling training 
	 
	 
	 
	 
	 
	 
	 

	E
	Proctective clothing
	 
	 
	 
	 
	 
	 
	 


	Step 1
	Step 2
	Step 3
	Step 4

	Area /Risk
	Risk Level
	Who might be harmed                       and how?
	What are you doing already?
	Further actions/requirements
	Assessment Action

	Records and Written Procedures
	 
	 
	 
	 
	 
	 

	A
	Emergency Contact List
	 
	 
	 
	 
	 
	 
	 

	B
	Allergies List
	 
	 
	 
	 
	 
	 
	 

	C
	Authorised people to collect children
	 
	 
	 
	 
	 
	 
	 

	D
	Record of Visitors
	 
	 
	 
	 
	 
	 
	 

	E
	Daily Register
	 
	 
	 
	 
	 
	 
	 

	F
	Policies
	 
	 
	 
	 
	 
	 
	 

	G
	Procedures in the event of allegations of abuse or neglect
	 
	 
	 
	 
	 
	 
	 

	H
	Dealing with uncollected children
	 
	 
	 
	 
	 
	 
	 

	Admin
	 
	 
	 
	 
	 
	 

	A
	Insurance Cover adequate
	 
	 
	 
	 
	 
	 
	 

	B
	Employers Liability Certificate (Keep for 40yrs)
	 
	 
	 
	 
	 
	 
	 

	C
	DBS up-to-date
	 
	 
	 
	 
	 
	 
	 

	D
	Inventory List up-to-date
	 
	 
	 
	 
	 
	 
	 

	Any Other Relevant Areas
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Step 5:  Review Date
	
	
	
	
	


16. E-safety policy

Position statement

Children’s safety is the pre-school’s most important aim. This includes matters of internet safety. We believe that children flourish best when they are offered the opportunity to experience using different forms of media and technology, aimed at their own personal developmental ability. We ensure that access to this technology is safe and protected.
Aim

We aim to teach children to use technology in a safe manner. We ensure that the programmes to which the children have access are suitable for their development level and that we support their learning in this area.
Context

It is the duty of the pre-school to ensure that every child in their care is safe and the same principles apply to the virtual, or digital, world. 
The pre-school has internet access which is restricted to the pre-school ipads and laptop.  This access is password protected and parental control measures have been installed on the ipads and laptop computer to ensure the suitability of content at all times.
All staff own mobile phones with WAP access and use their personal computers for work purposes. Our mobile phone and camera policy outlines security measures relating to these items, but the pre-school mobile is never used for internet access and is kept on the work-top during pre-school sessions, for emergency use only or when on outings.
When internet access is used at home for work purposes, committee and staff must follow the guidelines in the social networking policy.

Written consent from parents or carers is obtained via our data protection form before photographs of children are published on the pre-school website or used in promotional material. Photographs of pre-school children will never appear on social networking sites or internet-based programs unless as part of broader marketing material, agreed in advance with parents. Clearly identifiable photographs of Toddler Group children will not appear on social networking sites or internet based programs.
Staff computers are password-protected in line with our data protection policy.

Handling e-safety complaints

· Complaints of ICT misuse will be dealt with by the Chair of the committee
· Any complaint about staff misuse will be referred to the play leader or Chair of the committee.
· Staff are given information about infringements of use and possible sanctions.
17. Emergency Preparedness Plan

Statement of intent
An emergency is an event which threatens to disrupt the normal running of the pre-school. This includes fire, burglary, accidents, infectious diseases and adverse weather (including snow). This list is not exhaustive. The COVID-19 pandemic is a good example which has severely affected preschool. The action taken in response to it is under continual review, and parents have been consulted formally as to their opinion on our organisational response as part of the 2021 annual survey.
Emergencies may happen inside or outside the pre-school; during session times or outside hours. The key to coping with an emergency is good planning and preparedness.
This procedure outlines the steps to be taken in case of emergency to ensure good communication and orderly conduct, so that the welfare of the children, staff and other individuals is maintained. In a real emergency, it may be necessary for the person in charge to respond as they see fit and we recognise that this is often the case when dealing with real life situations which change rapidly and without warning. However, this procedure outlines a broad approach which should make coping with an emergency easier.
3portingchild

Preparation
All staff and the committee chairperson should have a copy of the emergency procedure and be familiar with its contents. In an emergency, there may not be access to the pre-school premises, so important details (child name/contact numbers/sessions attended) should also be kept securely with this procedure, offsite, by the administration & support manager. They are also responsible for making sure that these details are kept up-to-date.

The pre-school hall is leased to us by the hall committee and they are responsible for the building, but we are still responsible for anything internal in an emergency.

We prepare for emergencies by having an up-to-date fire and emergency evacuation procedure, through regular fire drills and by keeping records and contact lists up-to-date.

Action to take in an emergency

In the case of an emergency, the play leader or deputy play leader will take charge and work closely with other staff present. 
The pre-school’s contingency plan is as follows: 
Priorities:

1. The safety of the children

2. The safety of the staff and other adults

3. Minimising damage to the building/s

4. Getting back to normal as soon as possible.

· The play leader / deputy play leader will decide whether or not the building should be evacuated
· The play leader / deputy play leader is responsible for calling the emergency services.
· As part of pre-school emergency evacuation procedures, all staff should also be familiar with the process for calling the emergency services themselves. For example, if a fire is discovered in the building, they should initiate calling the emergency services as well as sounding the fire alarm and evacuating the

children

· If there is an emergency regarding the buildings we may contact the head of the hall committee

· If the decision is to close the setting:
· The play leader will call the deputy play leader and the committee chair 

· The committee chair will call the administration manager and any other committee members as deemed necessary

· Parents/carers will be emailed with the information by the Administration Support Manager and the information will also be added to the pre-school Facebook page.
· The home page of the website will be updated accordingly
· If parents/carers need to be called to collect their children, all children will be looked after safely by staff until they are able to be collected. Depending on the emergency, this may be in one of the rooms in the hall or it may be outside. If parents/carers cannot be contacted, the uncollected child policy will be followed although the play leader / deputy play leader will have overall responsibility and react as they see fit (they may wait for parents/carers longer than detailed in the policy, according to circumstance)

· Telephoning parents/carers to ask them to collect their children will be the joint responsibility of the play leader / deputy play leader and any available administration staff

· The administration & support manager is responsible for keeping an up-to-date contact list which should be held by the play leader.

Infectious diseases
We ask parents/carers to inform a member of staff if their child has any infectious illness, so that we can display a sign to inform other parents/carers, staff and visitors that we have had a case of that infection or illness in the setting. This allows other parents/carers to look out for the symptoms in their own child/ren.
Healthy children with no symptoms, even if they have travelled to a region where there is an outbreak of a disease, should not be kept away from pre-school. Children who are unwell with an infectious disease should NOT be at pre-school and should NOT return until the risk of transmitting the infection has passed. 
If a child displays the symptoms of an infectious disease, the parents/carers should be contacted to take the child home and to seek medical advice. They should not return to the setting until they are symptom-free.
Where there is a risk of an epidemic or pandemic in the community, we will at all times follow the official government health guidelines, including closing the setting if necessary to prevent the spread of infection. If the decision is taken to close the setting, it will be taken by the play leader and the committee chairperson in conjunction with the appropriate health authorities. It will take effect from the end of the current working day and there is no need to send children home early unless they are displaying symptoms.
When we are informed that a disease is notifiable, we will advise the council’s early years and childcare advisor of any confirmed cases in our setting by telephoning 01392 385 421 or  07969 684 638.

If the pre-school is forced to close because of an emergency during the week in which a head count (to determine Free Entitlement) is carried out, we will contact the early years and childcare advisor to discuss alternative head count arrangements.
Specific COVID-19 related emergency policies are to be found in the dedicated COVID-19 policy document.
Charging

If the setting is forced to close because of an emergency, any potential refund of fees will be at the discretion of the treasurer and the chair of the committee.
Emergency contact details
Stockland & Yarcombe Preschool

Stockland Victory Hall

Stockland

EX14 9EF
Telephone: 01404 881450
Any questions regarding this policy should be addressed to the play leader, administration manager or chairperson of the committee.

Notes for staff:
The above box is to be used by the play leader / deputy play leader to write strategic personal plans for any medical emergencies that may arise with children in their care.
Staff & Committee Members Related Policies

1. Pre-school Committees and Constitutions Policy

Under the Early Years Alliance Pre-school Constitution, nobody can be on a Pre-school committee in any capacity for more than six consecutive years. This means that there is a constant turnover of committee members and new ones are needed every year.
It can sometimes feel hard when this means the loss of valuable workers, but it ensures that the Pre-school stays under the aegis and in the control of the parents of children currently in the group. It also gives every new generation of parent gets the chance to take part; shaping and developing the Pre-school to its best advantage.

One of the committee's most challenging, but important, jobs is to encourage other parents to become involved. This could be through talking to them about what members of the the committee do, inviting them to attend committee meetings or help out with fundraising activities, or simply by keeping them informed and connected with the Pre-school by regular on-and offline communication tools, such as newsletters, social media and the website.  

Everybody’s  ideas and contributions are valued and welcome. Working together for the children’s sake can be a source of fun and friendship, as well as a new learning experience. In a good Pre-school, the adults have the opportunity to grow and learn as well as the children, contributing to a rounded and diverse learning culture.

2. CONFIDENTIALITY POLICY

Context
Confidentiality involves the disclosure of information of a personal and private nature. 
In the interest of personal security, it is vital that the issue of confidentiality is understood by all those involved within the pre-school, including staff, committee members and parents. 
All issues discussed within the pre-school session or in staff/committee meetings must not, under any circumstances, be aired in any other forum or with others except where advice is being sought. In all cases, names will not be used. 
Any breach of confidentiality could be subject to disciplinary action. 
Position statement

The pre-school aims to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.
The only justification to interfering with this right is where a member of staff believes that a child may be at risk of significant harm or to prevent a crime or disorder.
The pre-school has regard to the Common Law Duty of Confidentiality and only shares information with other professionals or agencies on a ‘need to know’ basis, with consent from parents, or without their consent in specified circumstances to do with safeguarding children.
Pre-school keeps two kinds of records on children in attendance:
· Developmental records

· Personal records

Information sharing
Pre-school records and retains various information about the children in their care including:

· Observations of development

· Documenting notable comments from children (including disclosures)

· Incidents and accidents sustained at pre-school

· Incidents and accidents sustained outside of pre-school (bumps and bruises book)

· How often child is ill/late/any other notable observations

· Information from doctor/health visitor etc

· Other settings attended.
There are times when the pre-school will be required to share information about a child or their family. These are when:

· there are concerns a child is, or may be, suffering significant harm
· the ‘reasonable cause to believe’ a child is or may be suffering significant harm is not clear
· there are concerns about serious harm to adults. 
Whist parental consent will be sought in most cases, the pre-school does not seek consent from parents to share information where it believes that a child may be endangered by seeking to gain such consent. 
The pre-school would, in such a case, only share relevant information that is accurate, factual, non-judgmental and up-to-date.
All the undertakings above are subject to the paramount commitment of the pre-school, which is to the safety and well-being of the child. 
3. Roles of committee members

The following information is taken from the pre-school committees and constitutions policy.

The pre-school committee is responsible for the overall management and smooth running of the setting.  This can mean anything from organising a summer fundraising event to negotiating with the landlord over the terms of the lease.  The committee is the employer of the staff and has overall responsibility for their recruitment, training and development, payment of wages and management of contracts of employment. All committee members must complete an EY2 form and be checked by the disclosure and barring service (DBS). At the annual general meeting (AGM), in addition to electing the committee, the members elect three executive officers to be responsible for particular areas of work. These are as follows:

Chair
· The Chair is the public face of the elected committee, representing the setting where necessary at public events and sometimes at meetings of other organisations

· The Chair is the ‘nominated person’ for the committee (Ofsted requirement). The Chair liaises with the pre-school leader to support them in the daily running of the pre-school. They are responsible for clear communication between the committee and the staff, making interim decisions that do not need the full committee’s agreement, if necessary. Any major decision needs to go to the full committee or sub-committee. In rare cases, an emergency will occur between committee meetings, which may require an immediate response. In this case, the responsibility rests on the Chair, who should consult as many committee members as possible, by personal contact or by telephone, before making an interim decision. This will be reported to the committee at the next meeting
· The Chair should know the roles and legal obligations of the committee
· The Chair should ensure committee members and staff have clearly identified roles and responsibilities and should undertake initial handovers in line with pre-school policy
· The Chair takes charge of open meetings (such as the AGM) and committee meetings, ensuring they are effective, kept to time and cover the agenda fully. The chair has the casting vote of any decisions that need to be made at meetings
· The Chair makes the best use of the talents and skills of the volunteers and staff within the setting, such as marketing, personnel, or financial experience

· The Chair is the line-manager of the pre-school leader and works with them to recruit staff
· The Chair conducts the appraisals for the play leader and the administration and support manager and meets them termly on a one-to-one basis

· The Chair must support and authorise the work of the treasurer and fundraising treasurer, checking at regular intervals (at least monthly) that the amounts of money banked correspond with the amounts signed for on original documents such as receipts. The Chair should also receive a copy of all bank statements

· The Chair informs Ofsted of any changes to the committee, making sure the appropriate EY2 forms are completed
· The Chair maintains staffing ratios in accordance with National Care Standards.


Secretary

The Secretary deals with the group's official paperwork, except for accounts.  The work includes:

· Writing letters for the group and keeping records of all correspondence

· In consultation with the Chair, drawing up and circulating an agenda before meetings

· Ensuring that everyone knows in good time about the date, time and place of committee meetings and general meetings

· Keeping proper records (minutes) of meetings

· Updating and circulating contact numbers for committee members and staff

· Making recommendations about potential publicity events in which we could take part.

The secretary may delegate some of this work as necessary.  



Treasurer
The committee as a whole is responsible for making financial decisions, but the Treasurer is the person that keeps the records of all the group's financial transactions.  The Treasurer’s duties include:

Planning

· Preparing in advance a receipts and payments budget for the year, divided into manageable time-spans such as months or terms, using the same headings as those in the accounts book

· Opening/maintaining the group's bank account(s), updating the list of signatories as necessary

Day-to-day management

· Arranging for the collection of fees, signing the fees book in the presence of the play leader, and ensuring that all money from fees is signed for, goes to the bank as quickly as possible and is properly entered in the accounts book

· Issuing bills and receipts on behalf of the group

· Holding the group's cheque book and ensuring that all legitimate bills are paid promptly and properly entered in the accounts book

· Administering a petty cash account, in which all withdrawals are authorised by a committee member other than the treasurer

· Ensuring that staff wages and volunteer expenses are paid

Reporting

· Presenting a receipts and payments account for the year-to-date at each committee meeting

· Presenting the latest accounts book balance at each committee meeting and the likely movements in the coming term, recommending any action necessary

· Preparing an annual receipts and payment account

· Arranging for the group's accounts and group's fundraising accounts to be independently examined

· Arranging for the independently-examined accounts to be available to the whole group at its AGM

· Checking bank statements, ensuring that a copy of the statement goes to the Chair

· Submitting the annual return to the Charity Commission

· Making recommendations to the group about its finances

· Preparing an annual budget for the committee's approval

Funding

· Keeping weekly records of attendance (a register check) to ensure funding is correctly calculated each term

· Managing all funding correspondence received from Devon County Council

· Headcount reporting

· Self audit

· Supplying term dates and estimates of funding requirements

· Any other correspondence

Charity Commission

· Maintaining details of the charity and its trustees and reporting any changes to the Charity Commission

· Once a year, completing the annual return online

Other duties

· Renewing insurance and Pre-school Learning Alliance (PLA) membership annually

· Processing milk refund each quarter.



Other committee members

Apart from the work carried out by the Chair, Treasurer and Secretary, the rest of the work is shared among the committee. In addition to being jointly responsible for all decision-making, members of the committee will arrange for the 'wing' work to be done, though they might not do it all in person:

· Keeping the whole group in touch with each other's decisions and activities by means of a notice board and letters to parents/carers

· Fundraising

· Arranging the group's insurance and maintaining an inventory

· Ensuring the PLA membership is updated as necessary.

In addition to the three executive committee members, committee members are asked to take on the following positions at the AGM:

Fundraising Rep and Treasurer

This person is responsible for the overall organisation of any fundraising event, together with staff and the committee. Duties include:

· Opening/maintaining the group's fundraising bank account(s), updating the list of signatories as necessary

· Holding the group's fundraising cheque book and ensure that all legitimate bills are paid promptly and properly entered in the fundraising accounts book

· Presenting a cheque and payments account for the year-to-date at each committee meeting

· Presenting the latest fundraising accounts book balance at each committee meeting and the likely movements in the coming term, recommending any action necessary

· Preparing an annual receipts and payment account

· Ensuring the Treasurer has final accounts to be independently examined prior to AGM

· Banking any fundraised monies
· Making recommendations to the group about possible fundraising events.
Toddler rep

This person should be a toddler parent who regularly attends toddler group. Duties include:

· Liaising with toddler parents, staff and the committee
· Informing toddler parents of events and encouraging their participation
· Reporting to the play leader any issues raised by toddler parents and reporting back to parents
· Running/delegating the running of Friday's toddler sessions.

Health and safety rep

Duties include:

· Together with the play leader, ensuring that the First Aid box is complete and up-to-date
· Completing an annual risk assessment of the premises and making recommendations for improvement
· Receiving any information regarding any problems or hazards relating to health and safety, liaising with staff or the committee and acting on information
· Together with the play leader, ensuring that all electrical appliances are tested annually by an approved contractor.
Hall Rep

Duties include:

· Acting as pre-school representative at the Victory Hall committee meetings
· Reporting back to the committee and staff any items raised relating to pre-school, preferably in written format for the Chair's file.


Administration and support volunteer
In other settings, the following duties are undertaken by the committee. However, an administration and support volunteer undertakes these duties at Stockland and Yarcombe preschool:
· Liaising with staff and the committee for information to be included in the termly newsletter
· Making the press aware of events and gaining publicity for the pre-school via the local press
· Updating all policies as necessary

· Booking training and courses as necessary for staff

· Managing the pre-school website and Facebook page

· All parent communications

· Writing and updating pre-school publications, such as the prospectus and welcome pack

· All other general administration, as appropriate.
The administration support volunteer is subject to annual volunteer reviews, and must have completed an EY2 and DBS submission. They must complete GDPR training when possible, and ideally have a strong understanding of safeguarding as this is fundamental to all roles at preschool.

When the post of Pre-School administration volunteer is vacant, for any reason, these duties are to be divided amongst appropriate committee members. 
4. Recruitment Policy


Our pre-school evaluates and reviews every vacancy and is committed to equal opportunity and non-discrimination in its recruitment and employment practices. We aim to ensure that employment progression is determined solely by application of objective criteria and personal merit. We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation. We will try to employ the most suitable person for any vacancy that arises. The safety of children is our absolute priority, and safeguarding and safe recruitment are fundamental to any recruitment process that takes places. This is made clear from the outset of the process and overrides any other considerations.
Advertising

Any vacancy is advertised in the local papers, on our website, via our social media sites, on other third-party websites (such as the Jobcentre) and on notice boards in and around the pre-school and Stockland primary school. The advertisement will be specific to the vacancy, clearly communicating the position, necessary requirements and how to apply. It will emphasise the importance of safeguarding in the setting to deter inappropriate or opportunistic candidates from applying. Prospective applicants may also contact the pre-school to request copies of the job description and the person specification for reference. 

Selection for interview

Before any interviews take place, a detailed job description of the required role will be completed (appendix A), along with a defined person specification (appendix B). 

 After the application deadline, an application suitability form (appendix C) should be completed by all potential interviewers for each applicant, on an independent basis. This process sets out to quantify reasons for accepting or rejecting an application. 

A confirmation letter, together with a copy of the job description, the person specification and a copy of the pre-school’s safeguarding and child protection policy is then sent to candidates invited to interview, clearly defining the venue, date and time (appendix D). 

CVs will not be accepted and appropriate application forms will be used by all applicants.

Interviewing

All short-listed applicants are invited to attend an interview panel consisting of at least one senior member of staff and the Chairperson, as well as one parent representative. Candidates will be asked to bring their identity documents and qualification certificates with them to interview. During the discussion following each interview, an interview assessment form will be completed (appendix E). A number of essential checks are also made:

· A full employment history and details of qualifications 

· Disclosure and Barring Service (DBS) check and Ofsted specific checks 
· Identity checks 

· References (two references will be requested and a written response is required before the position is confirmed). References will be sought in writing using the proforma reference request form: open references will not be accepted. Unless the candidate has requested otherwise, references should be obtained before interview so that information can be clarified if necessary. References may be followed up by telephone is further clarification is required.
· Medical suitability (the candidate’s permission is sought to access related medical records and to complete a medical health declaration form (appendix F)).
Appointment

Once a candidate has been decided upon, an offer letter is sent (appendix G). The offer is subject to acceptable reference checks (at least two) and DBS checks, as detailed above. The candidate will be given the online details for making the DBS application and the additional identification checks will be carried out by the pre-school.

If the reference checks are acceptable and the DBS is still being processed, the applicant may commence employment but will not be left unsupervised with children or accompany children to the toilet, until the disclosure has been granted.

Photocopies of all qualifications will be kept in the office. 

The conditional offer of employment includes a three-month probationary period and induction programme.
On acceptance of the offer, the pre-school will notify Ofsted. Unsuccessful applicants are contacted by the pre-school leader or Chairperson. 

Induction
New employees are provided with job descriptions, confidentiality agreements and contracts that reflect the current nature of the post. They are asked to read and be aware of all policies and procedures and work in accordance with these. The respective line manager will ensure all inductions are completed and documented in the employee information and induction form (appendix H).

All new members of staff are allocated a mentor to introduce them to their tasks and to assist them in all aspects of their position. Staff have regular appraisals with their managers to identify any training needs and all staff are expected to attend update training courses as required. 

Appendix A – example job description


Stockland & Yarcombe Pre-school

Stockland Victory Hall

Stockland, Honiton

Devon, EX14 9EF

Telephone: 07890 347613

Registered Charity No: 1028897
Job description

Job title:
Play assistant

Responsible to:
Pre-school leader

Responsible for:
None

Purpose of job:
To work as part of the pre-school team under the direction of the pre-school leader and to provide a stimulating and varied programme of play, thus ensuring safe, high quality education and care for young children.

Main duties:

1.
help prepare and fully set out the playroom before the children arrive and tidy up after the children leave

2.
help plan, provide and take part in all the group's activities

3.
listen to, encourage, enable, stimulate and ensure the safe keeping of the children

4.
implement the group's policies, attend staff meetings, and help prepare and implement a curriculum for the group

5.
take part in special events, outings and visits on a voluntary basis only

6.
encourage parental involvement

7.
attend relevant meetings and training courses as directed by the leader or committee (approved course fees will be met by the committee)

8.
advise the leader of any matter requiring attention such as concerns about a child, or equipment needing repair or replacement

9.
keep completely confidential any information regarding the children, their families or other staff which is learnt as part of the job

10.
assist with regular observations of children and activities

NB: This post is exempt from the Rehabilitation of Offenders Act 1974.  Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.

Appendix B – person specification


Stockland and Yarcombe pre-school

PLAY ASSISTANT
Person specification

	Essential

	Desirable

	Skills, aptitude, knowledge and experience
· Level 3 in EYFS childcare, learning and development.

· Familiarity to key worker practices

· A positive approach to learning and gaining new skills through team work and training opportunities

· The ability to become fully aware of the national standards for the regulation of childcare provision


	· Previous experience of caring for, or working with, children aged 0-5 in a voluntary or paid capacity

· A commitment to the provision of high quality childcare with an interest in the care, learning and development of young children.

· A good level of literacy



	Personal qualities
· Innovative, energetic & enthusiastic

· Good organisational,  record keeping & planning skills

· Excellent written and verbal communication skills to both children & adults

· Patience, reliability and trustworthiness

· Flexible approach to working time

· Able to work on initiative


	· Leadership, management and effective delegation skills




This post requires a DBS check as there may be periods of unsupervised access.

Appendix C – application suitability form

APPLICATION SUITABILITY
	Name:
	
	
	
	
	

	Essential:  Skills, aptitude, knowledge & experience

	Level 3 in EYFS childcare, learning and development 
	
	
	
	
	

	Familiarity to key worker practices
	
	
	
	
	

	Positive approach to learning & gaining new skills through team work & training opportunities
	
	
	
	
	

	Ability to become fully aware of the national standards for the regulation of childcare provision
	
	
	
	
	

	Essential:  Personal qualities

	Innovative, energetic & enthusiastic
	
	
	
	
	

	Good organisational,  record keeping & planning skills
	
	
	
	
	

	Excellent written and verbal communication skills to both children & adults
	
	
	
	
	

	Patience, reliability and trustworthiness
	
	
	
	
	

	Flexible approach to working time
	
	
	
	
	

	Able to work on own initiative
	
	
	
	
	

	Desirable:

	Previous experience of caring for, or working with, children aged 0-5 in a voluntary or paid capacity
	
	
	
	
	

	A commitment to the provision of high quality childcare with an interest in the care, learning and development of young children
	
	
	
	
	

	A good level of literacy
	
	
	
	
	

	Leadership, management and effective delegation skills


	
	
	
	
	


Appendix D – invitation to interview


PRIVATE & CONFIDENTIAL

[Name and address]

[Date]

Dear [name]

Post of [job title]
I am pleased to confirm that you have been shortlisted for interview for the above post. Interviews will take place at [venue] on [date]. Your interview will be at [time]. You should allow up to [maximum duration of interview] for the interview process.

Please bring a valid identity document (passport/driving licence) and a copy of your qualification certificates with you to the interview.
I would be grateful if you would confirm your attendance with me by telephoning [telephone number]. If you have any special needs or requirements to assist you in attending this interview, please do not hesitate to contact me.

Yours sincerely

[Chairperson/play leader]

Appendix E – interview assessment form

INTERVIEW ASSESSMENT FORM

NAME:…………………………………..  POSITION:……………………….

Please evaluate the candidate on all relevant points, against the criteria contained in the person specification, using the scale listed below and additional narrative as appropriate.

5. Excellent

4. Above standard required

3. Required standard

2. Below required standard

1. Poor

	
	Grade
	Comments



	1. Personal

Appearance

Speech

Manner

General health


	
	

	2. Achievements & previous experience

General education

Professional qualifications

Job training

Relevant experience


	
	

	3. General intelligence


	
	

	4. Special aptitude

Articulate

Numerate

Computer literate

Driving licence


	
	


	
	Grade 
	Comments

	5. Interests


	
	

	6. Disposition

Dependability

Stability

Confidence

Enthusiasm


	
	

	7. Circumstances

Location

Transport

Mobility


	
	


Additional information & recommendation

First interview summary

Second interview summary

Appendix F – health declaration form

Employee health declaration form

	Name
	


Your current state of health

	1 Please give contact details of your doctor’s surgery and any hospitals you attend

	

	

	

	

	


	2 Are you taking medication? 
	Yes
	
	No
	

	If ‘Yes’, what is it called, what is it for and what dose are you taking (see box or bottle label)?

How long have you been taking it?

	

	

	

	

	


	3 Are you receiving any other treatment, like physiotherapy, counselling, acupuncture?
	Yes
	
	No
	

	If ‘Yes’, what and for how long?

	

	


	4 Are you waiting for any other treatment like those mentioned in 3, or surgery?
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	

	

	

	

	


	5 Have you received any treatment, like those mentioned in 3, in the past five years?
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	

	

	

	


	6 Do you have any medical condition that: If you answer ‘yes’, please provide details below



	A. Affects your physical ability i.e. stamina, walking, balance, bending, kneeling, lifting a child?


	Yes
	
	No
	
	

	B. May impair your consciousness, make you black out, lose concentration or become confused or disorientated?


	Yes
	
	No
	
	

	C. Affects your hearing in any way (after correction with any hearing device)?


	Yes
	
	No
	
	

	D. Affects your eyesight in any way (after any lens correction)?


	Yes
	
	No
	
	

	E. Causes depression, anxiety, panic attacks, mood swings, anger etc?


	Yes
	
	No
	
	

	F. Causes severe pain?


	Yes
	
	No
	
	

	G. Causes excessive drowsiness?


	Yes
	
	No
	
	

	H. Affects you in any other way?


	Yes
	
	No
	
	


	7 Have you been investigated or treated for any of the above, in the past five years?
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	

	

	

	

	

	

	

	

	

	

	8 Do you have a driving licence? 
	Yes
	
	No
	

	If ‘Yes’, have you ever had restrictions put on it, or had difficulty getting insurance because of health problems
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	

	

	

	

	

	

	

	

	


	9 If you don’t have one is that because it was refused on health grounds?
	Yes 
	
	No
	


	10 Are you in receipt of Disability Living Allowance, Incapacity Benefit or a medical pension?
	Yes
	
	No
	


	11 In the past five years have you had any medical problems other than minor illnesses such as colds?
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	Date 
	Details

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	12 In the past five years have you had any hospital admissions or outpatient treatment
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	Date
	Details

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	13 Are you suffering from or have you ever suffered from any of the following? Please indicate with an asterisk (*) any conditions that are still current.

	(a) Depression, anxiety, stress-related illness or other mental health problems, including self-harm and eating disorders
	Yes
	
	No
	

	(b) Blackouts, fits, epilepsy or faints 
	Yes
	
	No
	

	(c) Heart problems 
	Yes
	
	No
	

	(d) Diabetes 
	Yes
	
	No
	

	(e) Breathing difficulties such as asthma 
	Yes
	
	No
	

	(f) Problems with back, neck, arms, legs or joints 
	Yes
	
	No
	

	(g) Alcohol or drug dependency or misuse 
	Yes
	
	No
	

	If you have answered ‘yes’ to any of the above conditions, please provide details of any date(s) you received treatment and the length of time you were on sick leave.

	Date 
	Treatment
	Time on sick leave

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	14 Have you ever suffered from or been in contact with a significant infectious disease, such as tuberculosis or hepatitis?
	Yes
	
	No
	

	If ‘Yes’, please provide details.

	Date
	Details

	
	

	
	

	
	

	
	

	
	

	
	


	15 What is your current weight and height?

	Weight
	

	Height
	


	16 Do you smoke?
	Yes
	
	No
	


	17 What is your alcohol intake a week in units?

(1 unit = 1 small glass of wine or ½ pint of beer)
	


	18 Are you in employment? 
	Yes
	
	No
	

	If yes, how many days sick leave have you taken in the last 12 months?

	

	Are you off sick now?
	Yes
	
	No
	

	If yes, please specify how long you’ve been off and explain the reason why

	

	

	

	

	

	

	


	19 Statement of declaration and consent

	We will use the information you give on this form and that given by your GP to make a decision about your medical suitability to look after or be in contact with children. We may seek further information from your doctor or another doctor by telephone or in writing. Our medical adviser may also ask you to attend an interview or consultation. 

I consent to Stockland and Yarcombe Pre-school obtaining and using information about my health in the way set out above. 

I declare that to the best of my knowledge the answers given to the questions above are full and correct. I agree to notify Stockland and Yarcombe Pre-school of any significant changes to my health. I do/do not (please delete as appropriate) wish to see a copy of the medical report before my GP sends it to Stockland and Yarcombe Pre-school

	Signed

	Print name

	Name:

	Date of signature 


Appendix G – offer letter


PRIVATE & CONFIDENTIAL

Name

Address

Date

Dear [name]

Post of [position]

Further to your recent interview, I am writing to offer you the post of [position] at Stockland and Yarcombe Pre-school. The starting date for this employment will be [date]. This offer is subject to:

· Completion of a satisfactory three months trial period

· Receipt of references, which are in the subjective opinion of the setting, satisfactory

· You providing proof of your right to work in the UK, in accordance with the Immigration, Asylum & Nationality Act (2006)

· A satisfactory medical report/completion of a medical form which is satisfactory to the setting

· You undertaking a new enhanced disclosure and barring service check (even if you have an existing one). This will be completed online and we will explain to you the steps you need to take to complete this. The setting will pay for the cost of your DBS check, however if you fail to commence employment once this has been paid for we will require reimbursement for this cost [£52]. You will also be required to register for the DBS Update Service at a cost to you of £13 per year. This will allow us to review your DBS registration on an annual basis to ensure that it remains current

Your starting salary will be £[sum] per [hour/week/annum]. Other terms and conditions are as described in the enclosed terms and conditions document.

On your first day you should report to [manager] at [time], bringing the following original documents with you:

,

1. Birth certificate

2. Passport or driving licence (including counterpart)

3. Recent bank statement or utility bill to confirm your address. Please note if you are unable to provide these identification documents, there are alternatives we may be able to accept. Please speak to us as soon as possible if this is the case

4.  National insurance number

5.  Your bank details

7.  P45.

May I take this opportunity to welcome you to Stockland and Yarcombe Pre-school and wish you every success in your new post.

I should be grateful if you would confirm acceptance of this offer and of the attached job description on the terms and conditions outlined, by signing both copies of this letter, returning one copy to me as soon as possible.

Yours sincerely

[name]
Chair of committee 

I hereby accept this appointment on the terms and conditions contained in this offer. I also accept the attached job description.

	Signed: 
	
	Date:
	


Appendix H – information & induction form

EMPLOYEE INFORMATION

	Employee name:
	

	Employee address:


	

	Contact details
	Home:

Mobile:

	Next of kin:
	Name:

Contact Details:

	Additional information eg allergies
	


INDUCTION FORM
Induction programme template

	By the end of day one you will have:
	Signed by staff
	Signed by manager

	· Had a meeting with your line manager.

· An understanding of the induction process, and have received an induction pack from your line manager.

· An introduction to your colleagues at your setting.
· A copy of the relevant documentation or advice on where to find it.

· Completed the applicable starting forms.

· A tour of building(s), including the location of necessary equipment and facilities, etc.

· An outline of your role, responsibilities, level of authority, work priorities and deadlines.

· Been provided with keys/passes and/or alarm codes.
	
	

	By the end of week one you will have:
	Signed by staff
	Signed by manager

	· Been provided information about the history of the setting.

· Knowledge about links with parents and volunteers.
· Familiarised yourself with office procedures, documentation and equipment.

· Health and safety information on personal hygiene.

· An introduction to fire drill procedures; the First Aid Officer (and location of first aid boxes); and an outline of security procedures.

· Been provided with computer access and passwords (if applicable).

· Clarification on standards required and quality of work.
	
	

	By the end of month one you will have:
	Signed by staff
	Signed by manager

	· Been provided information about future plans and developments.

· Been provided with staffing details for staff reporting to you (if applicable).

· Been provided with any equipment required to fill the role.

· Have knowledge of names and locations, etc. of external contacts and made contact.

· An overview of any relevant financial procedures as they relate to the post.

· An understanding of the policy on: one to ones; appraisals and team meetings.

· Undertaken a monthly probationary review with your line manager and set up regular monthly meetings.
· A copy of, and have discussed key elements of, the business plan and mission statement.

· Been given details of safeguarding and child protection procedures and how to record concerns. 
	
	

	By the end of month two you will have:
	Signed by staff
	Signed by manager

	· Health and safety information on managing stress, food hygiene, preparation and managing allergies and specific hazards; and VDU safety.

· Completed an audit of key skills required for the post to identify areas of on the job training.

· The ability to complete tasks (as identified in your job description) to the required standards of quality and accuracy.

· An understanding of your role in relation to the management reporting structure.

· Been set key objectives to achieve over the next four months.
	
	

	By the end of month four you will have:
	Signed by staff
	Signed by manager

	· Acquired full knowledge of all essential policies and procedures.

· Identified key people for on-going support/networking.

· Undertaken a three and four month probationary review with your line manager.

· Been provided information on implementing the Early Years Foundation Stage (EYFS).
	
	

	By the end of month six you will have:
	Signed by staff
	Signed by manager

	· Booked and/or attended or addressed a training need identified in month two.

· Achieved key objectives set during your induction to the standard required.

· Demonstrated capability to meet the requirements of the role to the standard set.

· Completed your induction programme, and undertaken a probationary review with your line manager.

· Following successful completion of probationary period, undertaken an appraisal with line manager and devised key objectives and an on the job training plan for the next 6-12 months.
	
	


REQUIRED CHECKS

	CHECK
	REFERENCE NUMBER 
	DATE
	SIGNED

	EY2 FORM
	
	
	

	DBS
	
	
	

	
	
	
	


5. Employment and Staffing Policy 

In compliance with OFSTED Care Standards we are permitted to accept a maximum of 26 children at each Preschool session, providing we employ a minimum of two qualified staff during each session, with a minimum of half the regular staff being qualified. We aim for a ratio of one staff member to six children. (one to four with children under 3)

Play Leaders are qualified to a minimum standard in recognised childcare qualifications (National or PLA Diploma, PLA Foundation Course, NNEB, BTECH) and are required to attend regular in-service training. Play Leaders must also complete the EY2 form.

All regular staff and volunteers who have substantial access to the children are DBS checked.  No-one who has not been DBS checked is left alone with the children.

Staff attend regular staff meetings to undertake curriculum planning and discuss the progression, care and development of children within the Preschool. Continuity of care from day to day is ensured by careful structuring of the staffing rota, so that at least one, and preferably two adults are familiar to each child that are present at each session.

We comply with the employment legislation and pay adequate wages to staff, plus expenses to volunteers, in order to recognise the responsibility and skilled nature of working with children. We protect the rights of our employees and expect them to implement our Equal Opportunities Policy.

The Committee recognise that staff, volunteers and parents should be given opportunity to further their learning in order to provide the best possible care and education for the children in our group.  Preschool Learning Alliance publications and course details will be circulated, and where possible, financial assistance will be available. Staff will be paid for attending in-service training.

The Committee undertakes to employ the best person for the job, and will treat fairly all applicants and appointed personnel. No applicant will be rejected on grounds of age, gender, sexuality, class, means, family status, colour, ethnic origin, culture, religion or belief.

It is important for new members of staff to feel comfortable in the group as quickly as possible, therefore the Committee will elect one member of staff (Play Leader) responsible for passing on relevant information - this will include the Operational Plan of the group. Other practical information relating to format, routine, procedures, information and correspondence, will be imparted as soon as possible. The induction period will end with a meeting to discuss any problems.

Staff will be given a Contract of Employment after successful completion of both their induction and probation periods. They will be revised and appraised at least annually. Confidentiality will be respected to personnel records.

Training
The group believes that adult learning is a continuous process, and recognises the experience and skills, which parents, committee and staff bring to the group. In order to build on these skills, the group will ensure that all members (volunteers, parents, staff) will have access to relevant training opportunities.

These opportunities include all aspects of child development and learning practical aspects of managing play activities, patterns of family life, anti-racist and anti-sexist strategies, parental involvement and responsibility, child protection, diet, first aid, safety, management and committee procedures.

Information pertaining to training opportunities, and relevant Preschool Learning Alliance information and publications will be actively identified to all members, through verbal communication and on the notice board.

The Committee will endeavour to support financially, anyone wishing to take up suitable training opportunities.  Staff will be paid for attending in-service training as identified or agreed by the committee.

6. Sample Employment Contract 
Statement of Terms and Conditions of Employment 

In Accordance with the Employment Rights Act 1996

1.
THIS STATEMENT DATED <date> SETS OUT CERTAIN PARTICULARS OF THE TERMS AND CONDITIONS ON WHICH

2.
Stockland and Yarcombe Preschool

3.
Employs <name>

4.
Your employment with the Preschool began on <date>.


Your employment with your previous employer does not count as part of your continuous employment.


You will be based at Stockland Victory Hall, Stockland

5.
You are employed as <position>.

6.
a)
Scale or rate of remuneration or method of calculating remuneration £<value> per hour.


b)
Payable on the last working Friday of the month (one month in arrears), as a fixed monthly rate taken across the whole year.


c)
Your salary will be reviewed annually and any increase (where applicable) will be paid from the following month.

7.
Normal hours of work from 8.45am to 3.30pm on Monday, Wednesday and Thursday 8.45am to 12.30pm on Friday.
8.
Entitlement to Holidays, including Public and Holiday Pay

Holidays may not be taken during term time, except at the discretion of the Preschool Committee.  You will be entitled each year to four week's paid leave; this will be paid in August.  Additional religious holidays may be granted (with or without payment) in certain circumstances.


If the contract of employment is terminated for any reason other than the serious misconduct of the employee, accrued holiday will be paid to the employee, calculated pro rata for each complete month of service during the current leave year, less any holiday already taken.  Where, on this basis, the holiday already taken exceeds holiday entitlement, the employer reserves the right to adjust the excess by an appropriate deduction from the employee's final salary.

9.
Terms and Conditions relating to Sickness and Injury and Sickness Pay

Notification of absence from work due to illness or any other cause should be made on the first day that the employee will be absent from work to the Preschool chair or the appropriate member of the committee or staff.  If an employee is absent for more than a working week, a doctor's certificate (Fit Note) should be obtained.  Statutory Sick Pay will be operated where appropriate.

10.
Maternity Leave and Pay

An employee who becomes pregnant will be allowed reasonable time off with pay for attendance at ante-natal clinics.  Statutory maternity pay will apply as appropriate. 

11.
Parental Leave

Statutory parental leave will apply as appropriate.

12.
Pensions and Pension Schemes

A contracting-out certificate under the Social Security Pensions Act 1975 is not in force for the employment in respect of which this written statement is being issued.

13.
Trade Union

You may join a trade union of your choice.

14.
Time off for Public Duties

The Preschool will permit time to be taken off for public duties as set out in the Employment Rights Act 1996.  Payment for time off work for public duties will be made at the discretion of the Preschool management.

15.
Amount of Notice of Termination to be given

The employee is required to give 4 weeks notice in writing.  The group will give 4 weeks notice to an employee who has been employed for less than two years, and then one complete week for each complete year of service for employees employed for more than 2 years but less than 12.  The group will give 12 week's notice to employees employed for at least 12 years.

16.
Disciplinary and Grievance Procedures

The current disciplinary procedures, which apply to you in your employment, can be found in the detailed rules, which are attached for your information to this contract.  If you are dissatisfied with any disciplinary decision, which affects you, you should raise the matter in writing with the chair of the Preschool.  The way in which appeals should be made is explained in the detailed rules.  The ways in which grievances should be expressed is explained in the detailed rules attached to the contract.

17.
Equal Opportunities

Employees are required to abide by the Preschool's Equal Opportunities policy (attached).

18.
Health and Safety

Under the Health and Safety at Work Act 1974, it is the duty of all employees to conform to policy and safety codes of practice and to accept and carry out their responsibilities in this area.

Employee's signature to acknowledge receipt of this statement and acceptance of the terms and conditions it describes.

Signed:


Date: 




<Name>

7.  Working as part of the pre-school team
It is the aim of the pre-school to provide a friendly and respectful working environment for all staff where they are able to feel valued by their colleagues and be assured that any problems which might arise will be dealt with in an appropriate and professional manner.

Staff conduct also has a big impact on the learning environment for the children and staff should be aware of this at all times.

In order for the above to be achieved all staff  have a responsibility to conduct themselves in the following professional manner:

· To respect their colleagues as individuals and be aware of their needs.

· To work as a team and support each other as much as possible.

· To sort out problems promptly so that they are not allowed to fester.

· Never to talk derogatorily about a member of staff to anyone behind that person’s back

· To keep personal conversations to a minimum and for appropriate times, always putting the needs of the children first.

· To value the views of all staff so that they feel that their contributions will be listened to.

· To offer help if they see other staff members struggling and to ask for help if they need it themselves.

· To work in such a manner which promotes teamwork and support to the whole pre-school team.

While the pre-school appreciates the fact that staff may at times experience difficulties in their personal lives, it remains imperative that the undertaking of the role of working in a pre-school requires a positive attitude and approach at all times.  If it becomes apparent that this is not possible, the manager will discuss the situation with the member of staff and seek a way of helping to resolve the matter.

Staff should promote an open culture where small problems can be sorted out between themselves.  However, if the situation is not resolved or the concern is of a more serious nature, the matter should be referred to either the senior member of staff or the manager.

WORKING WITH PARENTS AND CARERS

The pre-school also aims to provide a positive environment for all parents and carers who use the pre-school so that they feel respected, valued, supported and listened to.  We recognise that the way staff conduct themselves with parents plays a major part in achieving this.  Staff  therefore have a responsibility to conduct themselves with parents and carers in the following way:
· To be respectful and supportive of parents at all times.

· To be sensitive to the needs, stresses and concerns of working/studying parents.

· To be respectful and understanding of the differing cultures and beliefs of parents as long as they adhere to pre-school policies and procedures and the current law of the land.

· To be respectful of information shared with them in their role as keyperson and understand that more sensitive information will only be shared with the further team on a ‘need to know’ basis in adherence with the confidentiality policy.
The pre-school believes that if the above points are adhered to the best environment will be created for both staff, children and their families.

8. Staff Deployment

(including the use of volunteers and students)

We ensure that no children are left unsupervised in any one particular area.  Staff work as a team to make certain that areas are covered when one member goes to the bathroom, for example.  Climbing frames and other large play equipment are monitored, without too much interference, in the children's free play.

Management of Staff and Staff Supervision

(including meetings, appraisal and training)

Members of staff regularly attend the committee meetings to report on the play sessions and discuss future activities.  They also have fifteen minutes every morning to have a mini staff meeting in which staff discuss any issues with the Play Leader.  These can range from an issue with a particular child or a personal problem to new resources or equipment needed. Staff meetings are held every other month. One to one meetings are conducted by the line manager. Minutes are taken and a copy retained in the staff file. The Play Leader also liaises closely with the local Primary School and organises visits during the term: visits where the Preschool children go to the school as well as visits from the school children to the Preschool.

Induction of staff depends on the individual, how much experience they have had in the past working within a team and within a Preschool setting.  All new staff are given the most recent information on Government standards, a copy of the prospectus and the settings Policies and Procedures, to help them become familiar with the groups workings.  However, often the best way to learn is to observe the more experienced staff and once confidence grows they will be given more responsibility like taking on a small key worker group.  New staff are encouraged to voice their concerns and support is vital in the first few weeks, both from the other staff and the committee.  Training needs can be identified in those first few weeks which in turn will lead to an increase in confidence.

Staff appraisals are held annually. The Play Leader and the Administration and Support Manager’s will be conducted by the Chair Person. The Deputy Play Leader’s and the assistants will be conducted by the Play Leader.  The appraisals offer staff a good opportunity to identify the strengths and weaknesses of each member of staff.  They also offer staff a chance to talk about their career aspirations and to identify any training needs, from which training days can be organised.

Each member of staff has a staff file, which contains all the above information, for future reference.

A short list of qualified individuals as well as agency numbers is kept in case of low staffing.

9. Staff Management and Development Policy 

It is important that the staff are managed well from the very beginning, to benefit the Preschool as a whole and the staff themselves.  The Preschool Chair is the line manager for the Play Leader and is responsible for ensuring that s/he is providing good care for the children, managing the other staff satisfactorily, fulfilling the policies of the group and reporting back as appropriate to the management committee.

The Play Leader is the line manager for other members of staff, through a deputy if appropriate.

Staff should be clear before they take up employment about the standards, attitudes and policies of the group and about what will be required of them.

Appraisals
Staff need to be informed not only if they make mistakes or do unsatisfactory work, but also when they are doing well.  Knowing that your efforts are appreciated can make a great difference to motivation.  For this reason, a system of staff appraisal is very important.

All staff should know who their line manager is.  This tells them clearly who to report to, and where to go for advice if they are having difficulties or problems.  The same system of accountability can be used to ensure that staff are helped to recognise their own good practise, to improve on it where necessary, and to discuss targets for themselves, with regards to both practise in the work and possible future training and development.

Staff are given a pre-appraisal form, which they fill in and give to committee members before the appraisal.  The Committee Members taking the appraisal then meet to discuss staff development and also meet separately with the Play Leader to discuss individual members of staff.

Statutory Sick Pay
We operate SSP according to government guidelines on employment law; current information is contained within the staff files.

The Working Time Directive
We operate this according to government guidelines on employment law; current information is contained within the staff files.

10. Disciplinary and Grievance Procedures for    

    Employees

Minor Disagreements
Minor disagreements among the Preschool staff, or between staff and Committee, can usually be resolved at the regular staff management meetings or informally by discussion, which must be recorded and minutes given to both parties to be kept on record.

Disciplinary Procedures
A more serious situation arises when a dispute cannot be resolved, or when the Committee is dissatisfied with the conduct or activities of an employee.

Any disciplinary matter will normally be dealt with using the following procedure.  At every stage the employee should be given reasonable notice (five days) that a disciplinary hearing is due to take place to give him/her the opportunity to prepare her/his case, and s/he should be offered the opportunity to be accompanied by a colleague or union representative if s/he so wishes.  The disciplinary panel will consist of the Preschool Chair and two nominated committee colleagues, who should ensure that confidentiality is maintained within the panel.

1.
Oral Warning

a)
The employee should be interviewed by the disciplinary panel who will explain the complaint.


b)
The employee will be given full opportunity to state her/his case.


c)
After careful consideration by the management Committee, and if the warning is considered to be appropriate, the employee needs to be told:



i)
What action should be taken to correct the conduct



ii)
That s/he will be given reasonable time to rectify matters



iii)
What training needs have been identified, with timescales for implementation



iv)
What mitigating circumstances have been taken into account in reaching the decision



v)
That if s/he fails to improve then further action will be taken



vi)
That a record of the warning will be kept



vii)
That s/he may appeal against the decision within a limited time period (five days).

2.
Formal Written Warning

If the employee fails to correct her/his conduct and further action is necessary, or if the original offence is considered too serious to warrant an initial oral warning:


a)
The employee will be interviewed and given the opportunity to state her/his case.  (Reasonable time must be allowed for the employee to prepare her/his case).


b)
If a further formal warning is considered to be appropriate, this will be explained to the employee and a letter confirming this decision will be sent to the employee.


c)
The letter will:



i)
Contain a clear reprimand and the reasons for it



ii)
Explain what corrective action is required and what reasonable time it given for improvement



iii)
State what training needs have been identified, with timescales for implementation



iv)
Make clear what mitigating circumstances have been taken into account in reaching the decision



v)
Warn that failure to improve will result in further disciplinary action which could result in a final written warning and, if unheeded, ultimately to dismissal with appropriate notice



vi)
Explain that s/he has a right to appeal against the decision.

3.
Final Written Warning

If the employee fails to correct her/his conduct and further action is necessary, or if the original offence is considered too serious to warrant any initial warnings:


a)
The employee will be interviewed and given the opportunity to state her/his case.  (Reasonable time must be allowed for the employee to prepare her/his case).


b)
If a final warning is considered to be appropriate, this will be explained to the employee and a letter confirming this decision will be sent to the employee.


c)
The letter will:



i)
Contain a clear reprimand and the reasons for it



ii)
Explain what corrective action is required and what reasonable time is given for improvement



iii)
State what training needs have been identified, with timescales for implementation



iv)
Make clear what mitigating circumstances have been taken into account in reaching the decision



v)
Warn that failure to improve will result in further disciplinary action which could result in dismissal



vi)
Explain that s/he has a right to appeal against the decision.

4.
Dismissal

If the employee still fails to correct her/his conduct, then:


a)
The employee will be interviewed as before


b)
If the decision is to dismiss, the employee will be given notice of dismissal, stating the reasons for dismissal and giving details of the right to appeal.


If progress is satisfactory within the time given to rectify matters, the records of warnings in the individual's file will be destroyed.

Suspension
If the circumstances appear to warrant instant dismissal, then the employee may be suspended with pay while investigations are being made.  These should consist of obtaining written statements from all witnesses to the disciplinary incident, and from the employee who is being disciplined.  Obviously these investigations should be carried out within as short a time as possible.

Instant dismissal is possible only in extreme circumstances of gross misconduct.  Examples of such misconduct would be:


a)
Theft or fraud


b)
Ill-treatment of children


c)
Assault


d)
Malicious damage


e)
Gross carelessness which threatens the health and safety of others


f)
Being unfit through use of drugs or alcohol.

Otherwise, an employee should not be dismissed without the appropriate warnings.

Appeals
At each stage of the disciplinary procedure the employee must be told s/he has the right to appeal against any disciplinary action, and that the appeal must be made in writing to the pre-school chair within five days of a disciplinary interview.  The appeal hearing should be heard, if possible, within 10 days of receipt of the appeal.  Two or three Committee Members - not, if possible, those involved in the initial disciplinary procedures - will serve as an appeals Committee.  If this is not possible, the appeal group may consist of the same people as the original panel, and they must make every effort to hear the appeal as impartially as possible.  The employee may take a colleague or trade union official to speak for her/him.


a)
The employee will explain why s/he is dissatisfied and may be asked questions.


b)
The leader or chair will be asked to put their point of view and may be asked questions.


c)
Witnesses may be heard and may be questioned by the appeals Committee and by the employee and the leader or chair.


d)
The Committee will consider the matter and make known its decision.

A written record of the meeting will be kept.
Grievance Procedure
If an employee is dissatisfied s/he must have the opportunity for prompt discussion with her/his immediate supervisor.  For the leader of the Preschool this would be the committee chair.  For other Preschool staff it would be the pre-school leader.  If the grievance persists, a management panel should be set up for the purpose of further discussion, at which the employee may, if s/he wishes, be accompanied by a colleague.

There must be a right of appeal, to the full pre-school committee.  At this level also, the employee's colleague or trade union official may be present.

The aim of the above procedure is to settle the grievance fairly and as near as possible to the point of origin.  It is intended to be simple and rapid in operation.

Time Limits for Warnings
Except in agreed circumstances any disciplinary action taken should be disregarded for disciplinary purposes after a specified period of satisfactory conduct.  This period should be clearly established when the disciplinary procedure is being drawn up.  Normal practise is different periods for different types of warnings.  In general, warnings for minor offences may be valid for up to six months; whist final warnings may remain in force for twelve months or more.  Warnings should cease to be live following the specified period of satisfactory conduct and should be disregarded for future disciplinary purposes.  There may, however, be occasions where an employee's conduct is satisfactory throughout the period a warning is in force, only to lapse very soon after.  Where a pattern emerges and there is evidence of abuse, the employee's disciplinary record should be borne in mind in deciding how long any current warning should last.

Exceptionally, there may be circumstances where conduct is so serious - verging on gross misconduct - that it cannot realistically be disregarded for future disciplinary purposes.  In such circumstances it should be made very clear that the final written warning can never be removed and that any recurrence will lead to dismissal.

11. Emergency Staffing Contingency Procedures 

If staff find that due to an emergency (e.g. illness in themselves or their children, or car breakdown) they cannot come to work, the procedure outlined below should be followed:

Play Leader

Arrange for Assistant Play Leader (who must be qualified to a level 3) to lead that morning along with another qualified helper making sure that staffing and child ratios are met.  Contact should be made preferably before 8.00 am or as soon as possible before 8:45am.

From DfES The Early Years Foundation Stage (2007), staffing ratios are as follows:

1: 4 children aged 2 years

1: 8 children aged 3 - 7 years

Deputy Play Leader/Preschool Assistant
The Play Leader should be telephoned, preferably by 8.00 am or as soon as possible before 8:45am, who will then arrange cover from 8.45 am either from another Preschool worker or qualified person.  If contact cannot be made with the Play Leader, contact should be made with the Chair and follow the procedure as * below.

Rota Helper
Arrange voluntary cover for yourself with another Preschool parent, or try and get in contact with the Play Leader or Chair.

Note:
That in the event of an accident, the Preschool insurance becomes invalid if these ratios are not met.  These ratios include any children of staff or volunteers.  It should also be noted that any adult volunteers of staff who have not been police checked should not be left on their own with the children.


* If in the event that no suitably qualified person is available to take the session (as per the DFES National Standards), then the Chair should be contacted.  Keep trying (Secretary, Treasurer, other Preschool Committee Members) until contact has been made with someone who can turn up and explain the situation to parents/carers.  Preschool would only be able to go ahead if parents/carers agreed to stay with their children.

12. Mobile Phone and Camera Policy

Mobile phones

· The pre-school has a designated landline phone, which is kept on the table at the front of the hall. Staff members’ personal mobile phones are also kept on this table during pre-school hours
· On pre-school outings the pre-school mobile phone will be taken and used if necessary.
· If any staff member has a family emergency, the pre-school mobile number should be used as the point of contact.
· Cameras on mobile phones must NOT be used under any circumstances

· A parent receiving calls whilst attending toddler group sessions, or on parent rota, must inform a member of staff of the call, ask another parent to watch their child and take the call outside the building or take their child with them outside the building.
· Any member of staff, parent, volunteer or student found to be non-compliant of this policy will face disciplinary action. 

Cameras

Developmental records

Photographs taken for the purpose of recording a child, or group of children, participating in activities, or celebrating their achievements, are an effective form of recording their progression in the Early Years Foundation Stage. However, it is essential that photographs are taken and stored appropriately to safeguard the children in our care. 

Upon registration at the setting, parents/carers sign consent forms for photographs to be taken for such a purpose.

Only the designated pre-school camera or iPads must be used to take photographs for pre-school use.

Under no circumstances must cameras of any kind be taken into the toilets.

Images taken and stored on the pre-school camera must be downloaded (to the setting computer) as soon as possible, ideally once a week.

The setting computer is password protected.

Parents attending the toddler sessions may request to use a camera to take an individual photograph of their child. They should address this request to the group leader before taking the picture. The group leader will ensure no other child is identifiable in the image.
Websites

Photographs may only be uploaded to the secure pre-school website by the play leader or administration and support manager/volunteer, after checking that there is the relevant parental consent with regard to data protection.
Photographs which do not feature children, such as images of craft products or messy play set up, may be uploaded to the Facebook page by a volunteer after checking for suitability by the play leader. This page is a closed group which parents must request access to and be admitted by the Chair of Committee after careful checking with the Play Leader. Parents may choose to upload photographs of their children outside preschool here, but preschool will not upload any photographs of children outside of marketing images featured elsewhere online (e.g. the website) which have express permission of parents for use.

Photographs of Toddler Group activities which do not feature identifiable children, e.g. pictures of craft work or messy play activities, including the backs of children’s heads or a child’s hand in an image of an activity, may be uploaded to the Toddler Group Facebook page by parents or carers. This page is administered by the Committee and is a closed group. Should Toddler Group leaders wish to take a picture of an activity for promotional use on the Toddler Group Facebook page, consent will be gained from all parents present prior to taking any photograph.
Events

During events such as end of term concerts/performances, parents are allowed to bring cameras to record the event, unless a parent raises an objection when asked. If such an objection is raised, the play leader and Chair will decide whether the objection is reasonable and whether it warrants a complete camera ban or for alternative arrangements to be made for that particular family. During COVID-19, events may be filmed by preschool staff and a copy made available to parents on the express understanding that it must not be uploaded onto social media and must not be shared under any circumstances.
External photographers

Professional photographs are taken throughout the year. Parents are informed in advance when photographers will be visiting the setting for such a purpose. Professional photographs will be taken of all children unless a parent specifically instructs otherwise. Photographers also sign a data protection form upon arrival at the setting (see below).
Photography data protection agreement

This agreement is made between Stockland and Yarcombe pre-school (hereafter referred to as the preschool) and …………………………..………… (hereafter referred to as the photographer) dated …………………… to govern the control of visual images taken by the photographer on behalf of the preschool.

· The photographer shall only use visual images for purposes indicated by the preschool.

· The photographer shall implement relevant security measures to ensure the safe storage and transmittal of visual images in accordance with the data protection act 1998 and GDPR 2018..

· Visual images shall be made available to pupils or their parents only for their personal use, either by the preschool itself or by the photographer. The photographer shall only make visual images available to authorised persons.

· The preschool shall take orders from parents and place them with the photographer.

· By prior agreement with the photographer/parents the photographer will either deliver directly to parents or via the preschool.

· The Photographer will make provision to securely store visual images for a period not exceeding three years from when the image is taken.

Signed on behalf of Stockland and Yarcombe Preschool ………………………..

Dated……………………

Signed on behalf of ……………………………………………………………….

Dated……………………

13. No Smoking Policy

No Smoking signs are displayed in the setting. 

It is now a legal requirement that there is no smoking within enclosed public places, and so any person found smoking on the premises during session time will be asked to leave immediately by the Play Leader.

Smoking, including e-cigarettes and vaping, are not permitted in any part of the premises and grounds including the entrance area to the setting or on land adjacent to the  setting (e.g. car parks, garden areas, walkway, playgrounds, playing fields etc).

Staff: Staff who choose to smoke are only permitted to smoke while off duty (in official unpaid break times only). They are expected to be out of uniform while smoking and not on the premises. Staff are not permitted to smoke at any time in public when representing or attending meetings on behalf of Stockland pre-school, wherever these are held.

Vehicles: Smoking is not permitted in pre school vehicles or in staff members’ private vehicles while used on pre school business. Since 1st October 2015, it is now illegal to smoke in vehicles with someone under the age of 18 present, to protect children and young people from the dangers of second hand smoke.

14. Equal Treatment Policy

The Preschool’s continued success relies on the positive contribution of all staff and the manner in which all staff are treated represents a core value within the Preschool. Our objective is to create an environment in which each individual can maximise their full potential, work in a supportive environment respecting work colleagues and their individual rights and responsibilities. 

Aims

The Preschool is committed to ensuring the fair and equal treatment of all employees and job applicants.

Preschool aims to ensure:

· No-one receives less favourable treatment on any grounds including age, sex, marital status, colour, race, political or religious belief, disability, sexual orientation;

· There is no discrimination in employment and that decisions on recruitment, promotion, training and development, and terms and conditions are based solely on job related ability and merit;

· The Preschool Leader, employees and committee members accept their responsibilities for good equal opportunities practices and work together towards a positive approach and a culture of fairness and equal treatment for all.

Preschool opposes all forms of discrimination, direct or indirect, and aim to eliminate discriminatory practice and promote measures to combat its effects

Responsibilities
The Preschool as an employer will:

· Promote equal opportunities in all aspects of employment;

· Ensure that all employees are trained in their responsibilities regarding equal opportunities;

· Fully investigate all complaints of discrimination;

· Monitor the effectiveness of the policy and identify practices that maybe discriminatory.

Employees of the Preschool must:

· Adhere to the Preschool commitment to equality of opportunity in their work;

· Work together towards a culture of fairness and equal treatment for all;

· Not themselves or encourage others to practice discrimination;

· Advise the Preschool Leader or Chair Person of the Committee if they suspect that discrimination is taking place;

· Not victimise anyone who makes a complaint or aids a complainant

Claims of Discrimination

The Preschool will deal promptly and effectively with all allegations of discrimination in employment. All complaints of discrimination will be taken most seriously and disciplinary action may be taken against any participant.

Relevant Legislation

Sex Discrimination Act (1975 and 1986)

Race Relations Act (1976)

Disability Discrimination Act (1995)

Rehabilitation of Offenders Act (1974)

Equal Pay Act (1970)

15. Expenses Policy

It is the Preschool’s policy to offer claimants full reimbursements of out-of-pocket expenses incurred on the Preschool’s behalf, providing the nature of these expenses has been agreed in advance.

Consideration must always be given to the most cost effective methods and claimants are encouraged to keep the costs to a minimum.

The Preschool will only make reimbursement for actual reasonable expenses necessarily occurred and if supported, where appropriate by a receipt. The Preschool will hold receipts for all claims for at least 6 years as required by the Inland Revenue.

The Preschool will pay for the following out-of-pocket expenses;

· Postage, phone calls and stationary costs necessary to the work.

· Equipment to support the learning and development of the children.

· Gift costs purchased to benefit anyone involved in the Preschool.

Travel costs between home and the Preschool may not be claimed for. 

Small sums will be reimbursed through petty cash at Preschool. Larger sums will be transferred straight in to the claimant’s bank account once an expense request/reimbursement form (See appendix A) is filled in and signed by two approved signatories. Amounts exceeding £100 must be pre-approved by two members of the core committee (Chair, Vice Chair, Treasurer or Secretary) who must sign to validate their permission. These expense request forms must be used for:

 

1.    Expenses/Invoices requiring payment via BACs

2.    Expenses/Invoices in a staff/committee members name e.g, anything not billed directly to Preschool
3.    Any prepayments required prior to an expense being incurred.
 

Original receipts must accompany every expense claim. 

If in doubt about what may and may not be claimed for the employee should speak directly to the Preschool Leader or to the Chair Person prior to occurring the expense.

Expense Request/Reimbursement Form










(delete as appropriate)

This form must be completed by staff or committee member making purchases on behalf of Preschool before reimbursement can be processed

	Date
	

	Requested by
	

	Pre Approval Signature 1*
	

	Pre Approval Signature 2* 
	


· Note For purchases exceeding £100,  approval by two (2) core committee members is required prior to the purchase being made.  

	Description of expense
	

	Proof of Expense Provided
	

	Amount
	

	Business Reason
	


	Approval Signature 1
	                                                        Date

	Approval Signature 2
	                                                                   Date


16. Managing Attendance Policy

Stockland and Yarcombe Preschool is committed to the provision of a quality service to children and their families. The Preschool recognises that high levels of attendance at work contribute to the excellent running of the Preschool; whist low levels of attendance would result in a poor provision, poor staff morals and excessive costs. 

While staff maintain excellent attendance records, Preschool nonetheless aims to;

· Improve attendance by taking an active interest in the staff

· Reduce the cost of sickness absence

· Minimise disruption to the Preschool caused by sick absence

The Preschool recognises that from time to time staff may require support in resolving personal or other difficulties which may impact on their work and affect their attendance at work. The Preschool offers confidential support to staff when problems become persistent, unmanageable or affect health or well-being. 

The Preschool Leader / Chair Person of the Committee is responsible for:

· Ensuring all new employees are given adequate information on expectations with regard to attendance and sickness procedures. 

· Ensuring absence report forms and doctor’s statements are submitted on a timely basis.

· Monitoring sick absence amongst their staff in a fair, consistent and confidential manner. 

· Maintaining contact with employees who are ill, particularly those on long term absence.

· Encouraging staff to seek assistance when necessary.

The employee is responsible for:

· Providing a regular and reliable service to the Preschool through optimum attendance at work.

· Reporting all sickness absence and producing appropriate documentation on a timely basis in accordance with Preschool procedures. Reasons for the absence should be provided along with actions taken and expected date of return to work. A doctor’s certificate (fit note – this will focus on what the employee may be able to do at work rather than what they can’t) should be sought if absence is longer than a week. The employee should be aware that they should stay away from Preschool for 48 hours after all symptoms of a sickness bug have finished. They should avoid all food handling at Preschool for a further 48 hours.

· Maintaining regular contact with the Preschool during any period of absence. 

· Conduct during absence. 

Monitoring Absence

The Preschool leader / Chair Person of the Committee is responsible for monitoring the attendance of the staff. All absence should be recorded in a confidential manner. It enables decisions to be made about temporary arrangements such as deputising. It also means the Preschool leader / Chair Person of the Committee is aware of the absenteeism rates of their staff and can address any problems promptly. 

An absence form must be completed on return to work for any amount of time off sick.

Sickness Absence Form

Name……………………………………………………………………………………………

Position held……………………………………………………………………………………

Date of first day of absence…………………………………………………………………..

Date of last day of absence…………………………………………………………………..

Date of return to work…………………………………………………………………………

Absence caused by (please circle)

1. Sickness                       Nature of illness………………………………``…………………

2. Accident outside work   Nature of accident……………………………………………..

I confirm that I was unable to attend work as detailed above due to illness/injury and I consent to my Doctor being contacted, if deemed appropriate.

Signature…………………………………………………….. Date………………………….

17. Personal Appearance Policy

Personal appearance is usually defined by the way we groom and dress ourselves and is generally instrumental in other people forming opinions about us. It's obvious therefore that care and attention should be given to how we look in order to make the best impression.

· Staff are required to wear their uniforms at all times when at Preschool. This helps parents, children and visitors identify members of staff to avoid confusion.  Uniform should be clean and well presented at all times.

· Footwear should be comfortable and dark in colour. Open toed shoes may not be worn for Health and Safety reasons.

· Long hair should be swept back from the face using bands and clips for presentation reasons as well as hygiene (paint, food, etc as well as the risk of catching and passing on head lice). Hair should be kept clean.

· Nails should be kept short and clean for Health and Safety reasons. Nail varnish should not be worn.

· The wearing of jewellery should be kept to a minimum. 

· Subtle makeup may be worn.

Staff are required to maintain a high standard of personal appearance to ensure the good reputation of the Preschool is continued.

18. Redundancy policy

Rationale

The Preschool will seek to avoid or minimise redundancy by effective planning and budget management. If redundancy is unavoidable, the Preschool will wish to operate a policy which is seen to be fair.

Objectives

1 to consult fully with staff 

2 to maintain the strongest team of staff with the best balance of skills and experience for the efficient management of the Preschool and effective delivery of the EYFS

3 to clarify procedures

4 to have regard to the Preschool’s policy of equal opportunity

5 to offer as much help and support as possible to employees who are being considered for redundancy

6 to pay full regard to national regulations

Definition

Dismissal by reason of redundancy occurs when the dismissal is wholly or mainly attributed to:

a) The requirements of the Preschool that employees carry out work of a particular kind or carry out that work in the place that they were employed has come to an end or lessened or is expected so to do eg a change in EYFS or an organisational restructure or falling numbers of children

b) Instances where the Preschool intends to cease, or has ceased, the business for which the employee was employed, eg Preschool closure or significant reorganisation

c) The financial circumstances of the Preschool necessitate a reduction in staffing levels in order that the Preschool remain solvent and continue to deliver.

Communication
The Preschool will inform employees at the earliest opportunity that the Preschool is in a redundancy position.

Statutory Redundancy Pay

An employee being made redundant may be entitled to redundancy pay. Eligibility and amount of pay will be calculated in line with the latest government regulations.

The preschool will provide the rationale by which redundancy pay is/is not being offered and how the amount was calculated.
19. Substance and Alcohol Abuse Policy

INTRODUCTION 
Stockland and Yarcombe Preschool as an employer has developed this policy as a positive strategy to tackling alcohol and substance related problems at work.  Substances are defined as drugs, both prescribed and non-prescribed, and solvents.  At all times the Preschool wishes to maintain high standards of professional conduct amongst its employees. 

This policy is not intended to intrude upon the privacy of individuals, particularly in health matters, where their condition does not affect their conduct or performance at work. The Preschool is however concerned where health or behaviour impairs the conduct, safety or work performance of its staff and children and it recognises that the misuse of alcohol or substance abuse may be a cause of such impairment. 

It is fundamental that this policy is based primarily upon prevention and, if this fails, there should be the backup ability by relevant professional staff to detect and act upon the problem. 

The abuse of alcohol, drugs and other substances respects no boundaries of sex, status and occupation and the policy applies equally to all staff without discrimination. 

AIMS

The policy aims to:

· clarify the Preschool’s position on drinking/substance abuse at work and to minimise problems at work arising from alcohol and substances

· help those affected with alcohol and substance related problems by encouraging treatment where possible

· support staff in dealing with alcohol and substance misuse problems by providing a clear procedure

· identify the circumstances in which disciplinary action is instituted for alcohol and substance misuse

· meet the Preschool’s legal obligations to ensure the health and safety of its employees, children and others at work.  

LEGAL ISSUES IN RELATION TO EMPLOYMENT

There are various legal implications for the Preschool where staff misuse alcohol or substances.

Health and Safety at Work Act 1974

The Preschool could be committing a criminal offence under the Health and Safety at Work Act 1974 by "turning a blind eye" to an employee's drink or substance abuse problem.  Under s.2 of the Act the Preschool has a duty to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all employees. 

Misuse of Drugs Act 1971 

Under the Misuse of Drugs Act 1971 it is an offence for an employer to knowingly allow substances to be used, kept or supplied on their premises. It is also illegal under the Act for an employer to ignore such occurrences.  Possession, use or supply of illegal substances, or being complicit in such behaviour by others, is strictly forbidden in the workplace and will result in disciplinary procedures being instigated.  

Police Involvement

Certain cases that occur during employment may give rise to criminal proceedings/prosecutions against an employee by the police.  In some cases it is still possible to proceed with the disciplinary process on the basis of the known facts. Where there is concern that an employee may have acted out with the law, the Preschool will be advised and a decision will be taken on the appropriateness of police involvement.

Sometimes an employee’s actions outside of employment may lead to criminal proceedings/prosecution.  Each case must be carefully considered.  The Preschool will be advised before any decision is taken to initiate formal disciplinary procedures.  The fact that an employee is subject to criminal proceedings does not automatically mean the disciplinary process should be invoked.

DRINKING AND SUBSTANCE ABUSE AT WORK
The consumption of alcohol and substance abuse at work is not condoned. Any Employee found to be under the influence will face disciplinary action.  

Intervention 

The Preschool will offer support to individuals who recognise they have an alcohol or substance abuse problem and also sanction action by colleagues and managers who wish to help those individuals.

Employees who know or suspect that they have an alcohol or substance problem are encouraged to seek help voluntarily.  His/her first contact may be their GP, or one of the local voluntary services.

The employee should be informed that the Preschool requires his/her performance to be improved to an acceptable standard and that failure to achieve this will result in the activation of the disciplinary procedures.  The Preschool should agree with the employee what follow-up action is to be taken, including recourse to treatment for their problem, and set regular meetings to monitor progress.  

Intoxication on the Premises 

If an employee is known to be, or strongly suspected of being intoxicated by alcohol or substances during working hours arrangements will be made for the employee to be escorted from the Preschool premises immediately.  Disciplinary action will be considered when the employee has had time to become sober.

20. Staff Holiday Request Policy


Staff who wish to take holiday during term time must be aware that they must take it unpaid. A Staff Holiday Permission Request Form (see appendix A) must be filled in and presented to their line manager, who will then forward it to the committee for their approval. A minimum of two months in advance of the first day of requested holiday is required for all requests. The committee will then make their decision based on a number of parameters to include available staff resource during the requested period, together with child numbers ensuring required ratios are met at all times. Once a decision has been made the committee will inform the member of staff in writing. The committee’s decision is final.

Staff Holiday Permission Request Form

Application 


Date of Request…………………..
Name…………………………………………. requests a holiday

Requested Holiday Duration

From.............................................To.............................................

Signed …………………………………………………………………

Line Manager …………………………… Date ………………………

Date submitted to Committee …………………………………………

The Committee will endeavour to provide a response to the request in 10 working days.  

Committee Response

We the Committee do/do not give permission for …………………

to attend a holiday from……………………….to.............................

Signed………………………………………………….. (Chair)

21.Manual Handling Awareness Policy 

Preschool recognises that there are areas that have cause for lifting and carrying during preparation times, we want to make to sure everyone who uses Preschool facilities does so safely;

· When carrying out tasks that involve manoeuvring large or heavy items appropriate/sensible clothing and footwear should be worn.

· The task should be well thought through: is the moving area safe: do I need help to do this: what is the most efficient way.

· When possible pushing, pulling or using an aid is recommended

· Know your handling capacity and be aware of others

6 Rules for Safe Handling

1. Back Straight – Squat down, bending your knees – not your back. Keep your load central, do not lift or carry to the side. If you have to lean forward to lift then stick your bottom out so that you are moving at the hips. If necessary, place one leg out behind to balance yourself.

          If you have to turn, do not stand with your feet still and twist your back: keep your feet moving by        taking small steps or pivoting

2. Hand Hold – Use the whole of your hand to grip and keep the hands relaxed. This lessens the tension on your neck, shoulders and arm.

3. Elbows In – Keep your elbows tucked in against your body at all times, whether your arms are straight or bent. This allows you to handle a greater load without experiencing strain on your back. Hold the weight close to you so that there is no daylight between you and the object. By doing this you are transferring weight through your body. This means your arms have less work to do and you save energy.

4. Foot Position – Spread your feet so that they are shoulder width apart, turn toes slightly outward, this gives you a stable base with good balance. Keep the weight you are lifting between or close to your feet, otherwise you are likely to topple over and strain your back.

Your leading foot should be pointing in the direction of travel.

5. Head up, Chin Up – When you are ready, do not look down at your feet. Keep your head up with your chin tucked in. This straightens your spine and protects your neck.

6. Body Weight – Keep movement smooth with no jerks. Remember, it is always better to push or pull than lift, using body weight to do the work by leaning, rather than using your arm muscles.

Tighten your abdominal muscles to strengthen your spine and give added support.

When pushing use your arms and legs to do the work, take small steps repositioning legs by steeping forward then leading with the other. 

When pulling make sure that you are positioned with one foot slightly behind the other, so your weight is evenly distributed, reposition legs by stepping back then leading with the other.

7. Remember – Concentrate. If you start to lose control over the object, let it drop or control its descent by squatting and moving down with it.

WHERE POSSIBLE USE AN AID

22. Student Placement and Work Experience Policy

The Preschool recognises that qualifications and training make an important contribution to the quality of the care and education provided by preschool settings. As part of our commitment to quality, we offer placements to students undertaking early years' qualifications and training. We aim to provide for students on placement with us, experiences which contribute to the successful completion of their studies and which provide examples of quality practice in early years care and education.

· We require students to meet the 'suitable person' requirements of Ofsted. (to include DBS disclosure, references, full employment history, qualifications, identity checks, medical suitability check and an interview)

· We require schools/colleges placing students with the preschool to vouch for their good character, irrelevant of age and stage of qualification.

· We supervise all students at all times and do not allow them to have unsupervised access to children.

· Students who are placed in our pre-school on a short term basis are not counted in our staffing ratios. Students who are placed for longer periods - for example, a year – may be counted in our staffing ratios provided we consider them to be competent.

· We take out employers' liability insurance and public liability insurance which covers both trainees and voluntary helpers. Our insurance company will be informed when we have a work experience student in the setting.

· We require students to keep to our Confidentiality Policy and Data Protection Policy.

· We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study.

· We require total visibility of future work place assessments. Tutor visits must always be prearranged and agreed.

· Students will work with and report to a mentor including having one to one meetings regularly.

· Students must work in line to a defined and agreed temporary contract with predefined terms and conditions.

· Students will always obtain parents’ written permission for any study purposes/observations relating to their child.

· We provide students, at the first session of their placement, with a short induction on how our Preschool is managed, how our sessions are organised and our policies and procedures.

· We communicate a positive message to students about the value of qualifications and training.

· We make the needs of the children paramount by not admitting students in numbers which will hinder the essential work of the Preschool.

· If any adverse conduct occurs or it is deemed that the placement is not working or benefiting either party, the Preschool will endeavour to resolve this through a one to one meeting or through discussions with the college.

23. Social Networking Policy 

This social networking policy applies to all members of staff employed by Stockland and Yarcombe Pre-school and to committee members.

Position statement
Social media, professional networking sites, rapid fire communications, blog sites and personal websites are all useful developments in modern technology. Every employee and committee member has a right to express and communicate online and Stockland and Yarcombe Preschool does not want to discourage an online presence by members of staff or the committee. Above all, everyone needs to use good judgement on what material is published online.

This policy sets out the guidelines that employees and committee members should follow for all online communications in reference to the Pre-school.

Relevant technologies
This policy includes (but is not limited to) the following specific technologies:

· Personal blogs

· Twitter

· Facebook

· Myspace

· Personal websites

· Digg

Responsibility
Any material presented online is the responsibility of the poster or author. At no time should any posts be made in reference to the pre-school, children, parents, colleagues, or any professional that employees may come into contact with through work. 
At no time must photographs or materials be published that identify the setting or children. 
Pictures of staff may only be used with their expressed permission. 
Members of staff should refrain from ‘befriending’ parents of children at the pre-school, to avoid potential conflicts of interest.

Any member of staff found to be posting remarks or comments that breach confidentiality and/or are deemed to be of a detrimental nature to the pre-school or any other employees, or posting/publishing photographs of the setting, children or staff (without their permission) may face disciplinary action in line with the pre-school’s disciplinary procedures.

Topic matter guidelines
Employees and committee members are encouraged to use the following guidelines in social networking practices:
· Remember that information sent over the web is not secure and, as such, if you do not wish the information to be made public, you should refrain from sending it over a social network site
· Even though you may think you are anonymous, you may be recognised
· Maintain professionalism, honesty and respect at all times

· Apply a “good judgement” test for every activity related to the pre-school. Could you be guilty of leaking or discussing information? 

· If any employee becomes aware of social networking activity that could be deemed distasteful, or fail the good judgement test, they should contact the pre-school leader or Chair of the committee.
Pre-school assets
The use of company assets (computers, internet access, email, etc) is intended for purposes relevant to the responsibilities assigned to each employee. Social networking sites are not deemed a requirement for any such positions, except for the routine updating of the pre-school’s own Facebook page, which is the responsibility of the administration and support manager.

Pre-school-sensitive matters
Any online communications regarding information such as redundancies, strategic decisions or reduction of working hours deemed inappropriate for un co-ordinated public exchange is forbidden.  

24. Security Policy

The Preschool is covered with liability and contents insurance as well as taking adequate security measures on a daily basis.

During Preschool hours there is a chain on the door ensuring that not only are visitors well monitored and granted access only by a member of staff, but also so that children are not permitted to leave. There are bolts on either side of the garden gate so children may not obtain access to the field without staff accompaniment and a member of staff is on duty in the garden at all times to make sure non Preschool parties will not be able to enter. 

Out of Preschool hours the Village Hall is locked except for pre-arranged access and the Preschool room is locked and out of access to anyone else. The filing cabinet inside the Preschool room (containing information about the children) is also locked. The play house in the garden is locked with resources inside. The cage in the store room, containing many toys and resources, is coded and only Preschool staff are aware of the code.

The Preschool are very security conscious and make sufficient provision for security.

25. Maternity Leave Policy and Procedure

Introduction

All pregnant employees are entitled to reasonable time off to attend antenatal appointments and to a period of maternity leave. 

Maternity leave

All pregnant employees are entitled to up to one year's maternity leave (26 weeks OML and 26 weeks AML – see below) during which they continue to receive all contractual benefits except salary/wages. It is up to the employee to decide how much leave to take but a minimum of two weeks' leave must be taken.

· Ordinary Maternity Leave (OML) – The first 26 weeks of the maternity leave period where contracts of employment continue.

· Additional Maternity Leave (AML) – The second 26 weeks of the maternity leave period that follows OML (there must be no gap).

Maternity pay

Statutory entitlements

· Employees who have been continuously employed for less than 26 weeks into the qualifying week are not entitled to Statutory Maternity Pay (SMP).

· Employees may be eligible to claim up to 39 weeks Maternity Allowance (MA) instead. This is paid directly by Jobcentre Plus offices. If Employees are not eligible for MA, they may be eligible to claim income support or other benefits. Please see the DWP site for further information, www.dwp.gov.uk.

· Employees employed continuously for 26 weeks into the qualifying week are entitled to SMP. SMP is payable for a total of 39 weeks.

Maternity leave start date

· The earliest that Maternity Leave can start is from the 11th week before the baby is due.

· The latest that Maternity Leave can start is the day following the birth - if this is the date specified for the beginning of Maternity Leave.

· Employees may vary the start date of their planned maternity leave period so long as 28 days notice is given.

Antenatal appointments

· All pregnant employees, regardless of their length of service, are entitled to reasonable paid time off to keep appointments for ante-natal care made on the advice of a registered medical practitioner, midwife or health visitor. Such appointments can include not just medical examinations but also, for example, relaxation and parent-craft classes.

· Except in the case of a first appointment, employees must be prepared to show on request from the Preschool Leader or Chair Person of the Committee, an appointment card or some other document from a registered medical practitioner, midwife or health visitor confirming the pregnancy and showing that an appointment has been made.

Health and safety

Employers are required to protect the health and safety at work of all employees and others, including new and expectant mothers, by carrying out a risk assessment. 

Sick leave during pregnancy/maternity leave

· If an illness is pregnancy related, the maternity leave period starts automatically on the first day of absence following the beginning of the fourth week before the EWC.

· If an Employee has an ongoing pregnancy related illness that begins before the fourth week that continues beyond the fourth week before the EWC, the maternity leave period will start automatically four weeks before the EWC.

· If the illness is pregnancy related and occurs before the last four weeks before the EWC and the employee is able to return to work before the fourth week before the EWC, the absence will be treated in line with the usual sickness absence procedures that would apply to the Employee.

· Absences during pregnancy that are as a result of illness due to pregnancy will not be counted towards an individual entitlement to contractual sick pay or for the purpose of inefficiency procedures.

·  However, absences for pregnancy related illnesses which occur once the individual's statutory maternity leave has ended, or on an individual's return to work, will be counted for these purposes.

· If the employee becomes ill while on AML they may be able to claim Statutory Sick Pay (SSP).

Annual leave

· During maternity leave, whether paid or unpaid OML or AML, employees will accrue an entitlement to annual leave, at the contractual rate. 

· Employees will also accrue those bank holidays and privilege days that fall within that period.

· Employees may request to take their accrued annual leave, bank holidays and privilege days (for the OML and AML period) before they start their maternity leave period. In this case there is no need to return to work between annual and maternity leave: they can run together in one unbroken block.

· Alternatively, Employees may take leave accrued (during their OML and/or AML) when they return to work following their maternity leave period. 

Stillbirth or miscarriage

· If an Employee suffers a miscarriage of their baby earlier than the 25th week of their pregnancy, they will not qualify for any maternity leave or maternity pay. If they take a period of sickness absence from work, they will be paid statutory sick pay according to the statutory sick pay rules and not maternity pay.

· If an Employee has a stillbirth from the 25th week of pregnancy onwards, they will be eligible for maternity leave in the usual way.

Birth of a living child (before the 25th week of pregnancy)

If an employee gives birth prematurely to a living child, even in cases where their baby later dies, they will be entitled to maternity leave in the usual way.

Keeping in Touch Scheme (KITS)

Whilst on maternity leave employees will be included in the Preschool KITS scheme. The purpose of KITS is to keep employees up to date with developments in the work place and will be kept up to date with advertised job opportunities within the Preschool. The Preschool Leader, Chair Person of the Committee or a colleague from your work area, will keep you informed of developments within the Preschool. Employees are also requested to keep in contact with the Preschool during the period of maternity leave so that they can be kept up to date with work and organisational developments.

Employees may also undertake up to ten 'Keeping In-Touch Days' during their maternity leave by agreement with The Preschool Leader or Chair Person of the Committee. KIT days are to try and help make it easier for employees and the Preschool when an employee returns to work - a KIT day could include attendance at a Preschool event or a training course. There is no obligation to undertake KIT days.

Where an employee is either in receipt of SMP or on 'no-pay' on KIT day(s), salary will be made up to the daily rate (based on salary payable immediately preceding maternity leave).

Flexible working

· If Employees wish to continue working after the birth of their child but would find it difficult to do so on a full time basis, the Preschool will consider any written applications made to vary their working pattern by working part-time or job sharing. Employees should discuss all options with the Preschool Leader and Chair Person of the Committee and to see whether their wishes can be met. All requests for flexible working will be treated as sympathetically as possible. However, the Preschool is not obliged to accommodate all requests.

· Preschool employees with 26 weeks service with the OFT and who have parental responsibilities for a child under six, or a disabled child aged under 18, have a statutory right to apply for flexible working arrangements under the Employment Rights Act 1996 (as amended by the Employment Act 2002) and the OFT has a duty to consider these requests seriously. (See The Right to Request Flexible Working Policy)

Return to work following maternity leave

· Employees are requested to keep in contact with the Preschool Leader or Chair Person of the Committee during the period of maternity leave so that they can be kept up to date with work and organisational developments. In particular, employees should contact the Preschool Leader a month before the end of their maternity leave period to discuss arrangements for their return to work.

· It is assumed that an employee will take their full maternity leave entitlement (one year) and then return to work. Employees do not need to give the Preschool notice of intention to return where they are taking their full entitlement and plan to return on the agreed date.

· Employees who intend to return to work before the end of their maternity leave must give at least eight weeks' notice in writing to the Preschool Leader and Chair Person of the Committee. If employees do not comply with this requirement Preschool may not be able to accommodate employees back at work until eight weeks' notice has been given or the maternity leave period has ended (whichever is earlier).

· Employees who resume work after OML are entitled to return to work to the same job on the same terms and conditions of employment as if they had not been absent, unless a redundancy situation has arisen.

· Employees who return to work after AML are normally entitled to return to work to the same job on the same terms and conditions as if they had not been absent from work. However, if a redundancy situation has arisen or there is some other reason why it is not practicable for an employee to return to the same post they would be offered a similar post on terms and conditions which are no less favourable than their original job.

· Employees will be offered any suitable additional training necessary on return to work.

Grievances

If an employee is unhappy with any aspect of their treatment whilst pregnant, or on maternity leave, or if any dispute arises concerning any matter in this policy, they are entitled to bring a formal grievance, in line with the Preschool Grievance Procedure.

Procedure

Notification

Employees must inform the Preschool Leader and Chair Person of the Committee in writing no later than the end of the 15th week before the EWC, confirming:

· they are pregnant

· the date of their EWC – medical proof in the form of a maternity certificate (form MATB1 available from the employee's doctor or midwife after the 26th week of pregnancy) will be required, and

· the date on which they intend to start Maternity Leave - this must be a Sunday (SMP is only payable commencing on a Sunday).

Although employees are not obliged to let the Preschool Leader and Chair Person of the Committee know that they are pregnant until the end of the 15th week before their EWC, it is in their interest to do so as soon as possible (before the MATB1 is available if possible) so that the Preschool can help them plan their maternity leave period. The Preschool will then write to the

employee notifying them of their total maternity leave entitlement and the date

on which they are expected to return to work. The Preschool will ensure that employee is informed of the end date of their maternity leave period within 28 days of receiving their notification.

Employees who subsequently wish to vary the date on which they start their

Maternity Leave must inform the Preschool Leader and the Chair Person of the Committee in writing at least 28 days before the originally notified date or 28 days before the date on which they now wish to start maternity leave – whichever is earlier.

The right not to be dismissed on the grounds of pregnancy or discriminated against

The Preschool will not treat a member of staff unfairly because she is pregnant. The Preschool will not dismiss or treat an employee unfairly solely or mainly for a reason relating to her pregnancy or because she tried to assert her right to paid time off for antenatal care. The Preschool will not refuse to interview or employ a job applicant solely or mainly on the grounds that she is pregnant. (Or if it is believed that she maybe, or may become, pregnant) Discrimination will not be tolerated.

26. Paternity Policy and Procedure

Policy 

The Preschool offers paid paternity leave for all staff subject to eligibility. 

Eligibility 

People who are directly employed by the Preschool and have worked continuously for 26 weeks ending with the 15th week before the baby is due are eligible to apply for paid paternity leave.

Entitlement 

Ten working days paid leave (pro rata for less than full time employment) to be taken before and around the time of childbirth or within a reasonable time period afterwards. If there are pregnancy complications, additional time off can be given, on a compassionate basis, for attendance at antenatal appointments. Statutory Paternity Pay will apply.

Staff can expect to take the full entitlement of paid leave in one block if required. However, if it is intended to take the leave as a block it is helpful to give the Preschool Leader or Chair Person of the Committee as much notice as possible to allow for appropriate planning to cover for the absence. 

Notification requirements 

Prior written notification must be given to the Preschool Leader or Chair Person of the Committee of intention to take paternity leave, and the likely blocks of time proposed to and agreed by the manager, at least 21 days before it is anticipated that the leave will be wanted. 

Staff should be prepared to produce a copy of the respective birth certificate. 

Recognition of fatherhood 

Staff are recognised as prospective fathers if in what is expected to be a long-term relationship with the mother, which will include responsibility for the respective childcare. 

27. Time off for Dependants Policy

Introduction

The Employment Relations Act came into force on 15th December 1999. The regulations contained within it give staff the right to take a reasonable amount of time-off to deal with unexpected or sudden emergencies with regard to a dependant. This time-off is unpaid.

Who is entitled to this time-off?

All employees are entitled to this leave regardless of length of service, there is no qualifying period.

Under what circumstances can an employee take time off?
The new right enables employees to take reasonable time-off to deal with unexpected or sudden emergencies and to make any necessary longer term arrangements:

· if a dependant falls ill or has been involved in an accident or assault leading to physical injury or emotional distress

· when a partner is having a baby

· to make longer term care arrangements for a dependant who is ill or injured

· to deal with an unexpected disruption or breakdown in care arrangements for a dependant

· to deal with an incident involving the employee’s child during school hours

· to deal with the death of a dependant (this right does not affect the Authority’s current arrangements allowing compassionate leave to be taken in instances of bereavement)

An employee should inform the Preschool Leader or Chair Person as soon as practical, the reason for their absence and how long they expect to be away. This is to ensure that accurate records are maintained and to enable Preschool to inform payroll so that the appropriate deductions can be made. It is appreciated that this may not be until after the employee returns to work. 

Who counts as a dependant?
A dependant is the partner, child or parent of the employee, or someone who lives with the employee as part of their family. It does not include tenants or boarders or live-in employees.

A dependant may also be someone that who reasonably relies on someone for assistance, for example where the employee is the primary carer.

How much time-off is allowed?
There is no specific length of time mentioned in the legislation as this will vary depending on the circumstance, but in most cases one or two days should be sufficient. As the right is intended to cover genuine emergencies there is no limit on the number of times an employee can be absent from work.

28. Right to Request Flexible Working Policy

This policy sets out the provisions and rights for employees who wish to request flexible working. This includes the responsibilities of the Preschool in accordance with these rights and provisions and complies with the relevant legislation.

Qualifying employees may make a formal application to work flexibly. Any application which is approved by the Preschool would initially be on a trial basis. If continued this would form part of the individual’s contract of employment and be considered a permanent part of their terms and conditions.

The Preschool will give full consideration to any application presented. 

Eligibility

To qualify for the right to request flexible working an employee must;

· Have been continuously employed by the Preschool for a minimum period of 26 weeks at the date the request is made.

· Have a child aged 16 or under, or a child registered as disabled under the age of 18 at the date the request is made, or Be either:

· the mother, father,  adopter, guardian or foster parent; or

· Married to, or the partner of, the child’s mother, father, adopter, guardian or foster parent; or

· Be, or expect to be, caring for a spouse, partner, civil partner or relative; or

· Living at the same address as the adult in need of care.

· Be applying for the sole purpose of caring for the child or adult. This covers a range of circumstances e.g. enabling more time to be spent with a child, or assist in providing care of an adult at the point where a professional carer’s day finishes. Applications made under this policy cannot be made for any other purpose, except to care for a child or an adult in need.

· Not have made another request to work flexibly under this right during the previous 12 months regardless of whether the request was made in respect of a different caring responsibility.

Application

Staff who are eligible and wish to apply under this policy should write a formal application to the Preschool Leader and Chair Person of the Committee specifying the proposed working pattern and how the arrangements will operate as well as the reasons for their request. This should be forwarded well in advance of when they wish the change to take effect.

Consideration will be given to the request and a meeting arranged to discuss the application within 28 days of the request submission.

The manager will notify the employee of their decision, with written explanation if the request is refused, within 14 days of the meeting.

Approved Applications

If a request is agreed, it will normally be a permanent change to the terms and conditions of employment. The Preschool recognises, however, that a review period of any agreed arrangements may be beneficial.  Therefore any changes will be placed on a trial basis of 3 months following a review.

29. Compassionate Leave Policy

The Preschool recognises that there may be times when an employee needs to take time off work to deal with unexpected or difficult times in their personal life. The Preschool will support the employee in every way possible. 

Compassionate leave may be given in the case of the death of a partner, close relative or someone with whom the employee has a close relationship. (This could include support for a partner who has suffered a loss.) Due consideration will be given to the effect of the situation on the employee. 

There is no qualifying period for eligibility. The initial request should be made to be Preschool Leader or Chair Person of the Committee. Leave is granted at the discretion of the Preschool Leader or Chair Person of the Committee. The request should be formalised in writing and a decision will be made as soon as practically possible.

Compassionate leave will be paid for two days and afterwards will be taken unpaid. If appropriate, further unpaid compassionate leave may be granted. 

30. Adoption Policy

The Preschool recognises the need for adoptive parents to take time off work to build a relationship with the child when he or she starts living with them. This policy is intended both to reflect the needs of employees during adoption leave and also to retain their skills and commitment which are invaluable to the Preschool’s continued success.

Aims

The aims of this policy are;

· To support staff to balance work and life.

· To enable staff to take paid leave when a child is newly placed with them.

· To maintain contact with staff and assist them on their return to work.

· To retain staff and thereby encourage equality and diversity within the workplace.

Eligibility

This policy applies to all employees who are newly matched with a child for adoption and who have more than 26 week’s continuous service when this happens. Employees who adopt are entitles to adoption leave and statutory pay for 39 weeks. Extended leave of 52 weeks may be taken but only the first 39 weeks will be paid. 

Adoption Leave

The employee may choose to commence adoption leave on;

· The day on which the child is placed with them for adoption, or

· A date which is within 14 days before the child is expected to be placed with them.

Keeping in Touch

There may be occasions when it is appropriate to the Preschool Leader or Chair Person of the Committee to make contact with the employee during adoption leave. This may include, for example, writing to the employee to update them on changes that affect their role in the Preschool.

The Preschool has introduced the option of up to 10 ‘keeping in touch days’ which would give the employee the opportunity to attend work, for example, to undertake training or key meetings without bringing the period of adoption leave to an end.

Where possible, contact arrangements should be discussed in advanced of adoption leave starting.

Notification of Leave

The employee is required to notify the Preschool in writing of their intention to take adoption leave, no more than 7 days after the date on which they were notified of having been matched with the child for adoption, and at least 28 days in advance of taking the leave, if practical. The written notification should include;

· The date on which the child is expected to be placed for adoption.

· The date on which the employee has chosen the leave to begin.

In addition, evidence should be provided of entitlement to adoption leave. This evidence must be in the form of one or more documents (e.g. a Matching Certificate) issued by the adoption agency and should include;

· The name and address of the agency.

· The name and DOB of the child.

· The date on which the employee was notified that they had been matched with the child.

· The date on which the agency expects to place the child with the employee.

Notice of Return

The Preschool will assume that the employee intends to return to work at the end of the 52 weeks adoption leave. However, if the employee should wish to return to work before the end of the adoption leave they are required to give notice of 8 weeks of the new return date.

31. Staff Fees Discount Policy

Stockland and Yarcombe Preschool employees are eligible for the Preschool staff discount of 1/3 of the current fees. There is no waiting period to be eligible for this benefit. This discount is valid regardless of the number of parents employed by the Preschool. The Discount form must be filled in by the employee.

This is relevant to staff with children who are:

(a) The natural children or legally adopted children of the employee.

(b) The stepchildren of the employee who are living with the employee in a parent/children relationship.

(c) Otherwise eligible and living in a parent/children relationship with the employee, such as children of deceased parents.

APPLICATION FOR PRESCHOOL TUITION DISCOUNT: 

Preschool Employees Name…………………………………………………….

Position…………………………………………………………………………….

Address……………………………………………………………………………

………………………………………………………………………………………

Name of child/children……………………………………………………………

Ages of children at date of application………………………………………….

Signed by employee stated above………………………………………………

Signed by Chair……………………………………………………………………

Date…………………………………………………………………………………

32. Committee Member Handover Policy and Procedure

Stockland and Yarcombe Preschool is a Committee run Preschool. This means that we rely on the parents/carers of the Preschool and toddler children to take an active part in the Preschool running and decision making. 

The Committee Members are volunteers and take on the role to help to ensure the health and future of the Preschool for their child/ren. This helps the important relationship between parents, children and staff, all working together to provide a collective objective of a harmonious and well run Preschool. Without the support of the Committee, the Preschool could not exist so it is vital to continue to encourage new Committee Members. There are several roles, some more major than others, however everyone’s support and interest is incredibly valued.

When a new Committee member starts their role, they will receive an induction. This takes them through the running of the Committee, the Committee roles (Please see Roles of Committee) the Constitution (Please see the Preschool Committees and Constitutions Policy) along with a list of Policies and Procedures they are asked to read. They are also given a New Committee Member Pack to refer to which includes a Staff/Committee Disclaimer they need to fill in for our Data Protection records. They will also be asked to complete a DBS check on the capita website, and details of how to do this will be provided in their pack. On the successful return of a clear enhanced DBS check, they must register for the Ofsted Updates service. They must then fill in an EY2 form which can be found by following the links on the Ofsted website. 

Each new Committee member will be required, together with their inductor, to complete an induction form consisting of personal details together with signed confirmation of each induction section to include signing the declaration. (See Appendix A) This is then filed in the Committee file held at Preschool. It is the Chair’s responsibility to ensure the Committee file is updated at all times. 

It is important for new members of the Committee to familiarise themselves with the Operational Plan. There is always at least one copy of this at Preschool. There is a section specifically for staff and Committee members. It is vital that the following policies are read and understood. 

1. Confidentiality Policy

2. Preschool Committees and Constitutions Policy 


3. Data Protection Policy and Procedures

4. Safeguarding Children Policy

5. Mobile Phone and Camera Policy

6. Social Networking Policy

7. E-Safety Policy

The following parties must be informed of changes to the Preschool Committee:
	Party
	Informed by

	Ofsted
	Chair

	Charities Commission for England & Wales
	Chair

	Pre-school Learning Alliance
	Administration & support manager

	Stockland Primary School
	Administration & support manager (3 main roles only)

	Advisors 
	Administration & support manager (Chair only)


The following publicity material must be updated by the Administration and Support Manager after any Committee change;

· The Preschool website

· The termly newsletter

· The Preschool prospectus

· The organisation list (See Appendix B)

COMMITTEE MEMBER INFORMATION

	Name:
	

	Address:


	

	Telephone:
	Home:

Mobile:

	Position held:
	

	Additional information 
	

	Term on committee
	From:                                                  To:


INDUCTION FORM

	REQUIREMENT
	ACTION TAKEN
	SIGNED
	DATE

	Full induction (includes setting visit)
	Carried out by:


	
	

	New committee member info pack issued 
	Discussed & read:


	
	

	Committee members roles & responsibilities
	Discussed:


	
	

	Operational plan 
	Discussed & read:


	
	

	Confidentiality policy
	Read:


	
	

	Constitution
	Read:
	
	

	Committee & constitutions policy
	Read:


	
	

	Data protection policy


	Read:


	
	

	Safeguarding children policy
	Read:


	
	

	Mobile phone policy
	Read:


	
	

	Social networking policy
	Read:


	
	


DECLARATION

I am over 18 years old

I am not undischarged bankrupt

I have not previously been removed from trusteeship of a charity by a court or the Charity Commission

I have not been convicted of an offence involving deception or dishonesty (unless conviction is spent)

I have not been disqualified by the Charities Act 1993 (section 72) from acting as a charity trustee

I undertake to fulfil my responsibilities and duties as a trustee of Stockland & Yarcombe pre-school in good faith and in accordance with the law and within the pre-school’s objectives

I do not have any financial interests in conflict with the organisation, either in person or through family or business connections, unless they have been formally notified in a conflict of interest statement. I will specifically notify any such interests and will absent myself entirely from any decision on the matter.

Name:.........................................
Position held:...........................................

Signed:........................................

Date:............................................

Stockland & Yarcombe Pre-school Organisation Chart
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33. Whistle Blowing Policy and Procedure

Definition

Whistle blowing is raising a concern about malpractice within an organisation, it is primarily for concerns where the interests of others or the organisation itself is at risk. Whistle blowing is very different from making a complaint.

Protection:

Stockland and Yarcombe Preschool is, as an organisation, committed to delivering a high quality Preschool service, promoting organisational accountability and maintaining public confidence.

This policy provides individuals in the workplace with protection from victimisation or punishment where they raise a genuine concern about misconduct or malpractice in the organisation. The policy is underpinned by the Public Interest Disclosure Act 1998, which encourages people to raise concerns about misconduct or malpractice in the workplace, in order to promote good governance and accountability in the public interest. The Act covers behaviour, which amounts to:

· A criminal offence
· Failure to comply with any legal obligation
· A miscarriage of justice
· Danger to health and safety of an individual and/or environment
· Deliberate concealment of information about any of the above.
Statement of Intent

Stockland and Yarcombe Preschool promotes and encourages good staff communication and any questions of bad practice should be dealt with satisfactorily long before the need for Whistle Blowing. Staff should feel they could raise questions about any areas of concern during regular supervisor or staff meetings so that practices can be revised and modified before they cause harm. However the responsibility for whistle blowing rests with a member of staff who is aware or has concerns regarding unacceptable practice even though ' whistle blowing' may cause ill feeling and create difficult and problematic situations. Any issues concerning area of bad practice must be dealt with in the early stages, hopefully preventing any escalation. Staff who ignore the early warnings may find themselves implicated in the bad practice.

It is not intended that this policy be a substitute for, or an alternative to the group’s formal Grievance Procedure, but is designed to nurture a culture of openness and transparency within the organization, which makes it safe and acceptable for employees and volunteers to raise, in good faith, a concern they may have about misconduct or malpractice.

An employee or volunteer who, acting in good faith, wishes to raise such a concern should normally report the matter to the supervisor and chairperson who will advise the employee or volunteer of the action that will be taken in response to the concerns expressed. Concerns should be investigated and resolved as quickly as possible.

Procedure

• Identify bad practice

• Are there any witnesses who will support you?

• Record exactly what was witnessed

• Confide in someone objective and trustworthy e.g. supervisor, deputy or chairperson

• Get the support of colleagues

• Get the support of an independent organization e.g. Children's Links, PLA

• Use formal procedures for complaints

• Keep copies of all correspondence and relevant information

• Ask to be kept informed about any outcomes of the investigations

• If your complaint is ineffective within Stockland and Yarcombe Preschool then contact OFSTED’s dedicated whistle blowing hotline on 0300 123 3155 (Monday to Friday from 8.00am to 6.00pm) or email whistleblowing@ofsted.gov.uk for advice on what steps to follow. 

• A disclosure in good faith to the manager will be protected. Confidentiality will be maintained wherever possible and the employee or volunteer will not suffer any personal detriment as a result of raising any genuine concern about misconduct or malpractice within the organization.

• Free confidential advice can be sought from a Public Concern at Work adviser on the following number:  020 7404 6609 or helpline@pcaw.co.uk
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OFFERINGS





Registered and inspected by OFSTED. Awarded “OUTSTANDING” in May 2015


All children are cared for by qualified, friendly staff who apply the “Development Matters” specified by the Early Years Foundation Stage


Excellent opportunities for your children to grow, learn & develop


We work closely with, and are fully supported by Stockland Primary School


Baby and Toddler sessions are open to ALL























If you would like further information or a Prospectus please call 01404 881450
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�Sarah, is this accurate with the laptop?


�I put this in as a suggestion as a third safe option. Is it suitable?


�Check this please team. I’ve added to it and updated it.
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