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ACCESSING CHILD INFORMATION POLICY
All information collected from parent / carer admission pack to be placed in child’s information file and stored in a secure lockable filing cabinet.
Emergency contact details, dietary requirements and medical condition information to be transferred to appropriate files by the manager. Permission forms are to be placed in appropriate files by Sarah Stepney.
Child Information Files can only be accessed by the following staff members:

Michelle Eeles
Sarah Stepney

Third party access is only permissible upon written request and a further written permission will be required from the parents before information is shared.
Parents may request access to any confidential records held on their child and family following the procedure below:
· Any request to see the child’s personal file by a parent or person with parental responsibility must be made in writing to the setting leader or manager.
· The setting leader informs the management team and sends a written acknowledgement.
· The setting commits to providing access within 14 days, although this may be extended.
· The setting’s leader and chair, director or owner prepare the file for viewing.
· All third parties are written to, stating that a request for disclosure has been received and asking for their permission to disclose to the person requesting it. Copies of these letters are retained on file.
· ‘Third parties’ include all family members who may be referred to in the records.
· It also includes workers from any other agency, including children's social care, the health authority, etc. It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to them.
· When all the consents/refusals to disclose have been received, these are attached to the copy of the request letter.
· A photocopy of the complete file is taken.
· The setting leader and chair, director or owner go through the file and remove any information which a third party has refused consent to disclose. A thick black marker is used, to score through every reference to the third party and information they have added to the file.
· 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’.
· The ‘clean copy’ is photocopied for the parents, who are then invited in to discuss the contents. The file should never be given straight over, but should be gone through by the setting leader, so that it can be explained.
· Legal advice may be sought before sharing a file, especially where the parent has possible grounds for litigation against the setting or another (third party) agency.

All the undertakings above are subject to the paramount commitment of the 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

· Data Protection Act (1998)
· Human Rights Act (1998)





ACCIDENT/INCIDENT POLICY

Bar Hill Pre-school CIO strives to provide a safe environment but sometimes children will have accidents. 
Staff will inform you of any accident/incident your child has been involved in during their session by completing the accident/incident record with the appropriate details and asking you to sign. You will also receive a copy of the details on an advisory form.

As per Ofsted regulations all accidents that result in  
·  the death of a child whilst in your care, or later, as the result of something that happened while the child was in your care 
·  death or serious accident or serious injury to any other person on your premises (Childcare Register only) 
· serious injuries (please see the section below for the definition of serious injuries) 
·  where a child in your care needs to go to an Accident and Emergency Department of a hospital (and requires hospitalisation for more than 24 hours), either directly from your provision or later, as the result of something that happened while the child was in your care 
· any significant event that is likely to affect the suitability to care for children. 
Are reportable to Ofsted. We define serious injuries as: 
·  broken bones or a fracture 
·  loss of consciousness 
· pain that is not relieved by simple pain killers 
· acute confused state 
· persistent, severe chest pain or breathing difficulties 
·  amputation 
· dislocation of any major joint including the shoulder, hip, knee, elbow or spine 
· loss of sight (temporary or permanent) 
·  chemical or hot metal burn to the eye or any penetrating injury to the eye 
· injury resulting from an electric shock or electrical burn leading to unconsciousness, or requiring resuscitation or admittance to hospital for more than 24 hours 
· any other injury leading to hypothermia, heat-induced illness or unconsciousness; or requiring resuscitation; or requiring admittance to hospital for more than 24 hours 
·   unconsciousness caused by asphyxia or exposure to harmful substance or  biological agent 
· medical treatment, or loss of consciousness arising from absorption of any substance by inhalation, ingestion or through the skin 
·  medical treatment where there is reason to believe that this resulted from exposure to a biological agent, or its toxins, or infected material. 
We are not required to inform Ofsted of minor injuries, but we keep a record of these incidents (see below). You are also not required to inform us of general appointments to hospital or routine treatment by a doctor, such as the child’s general practitioner, that is not linked to, or is a consequence of, a serious accident or injury.  We define minor injuries as: 
􀂄 sprains, strains and bruising 
􀂄 cuts and grazes 
􀂄 wound infections 
􀂄 minor burns and scalds 
􀂄 minor head injuries 
􀂄 insect and animal bites 
􀂄 minor eye injuries 
􀂄 minor injuries to the back, shoulder and chest. 
Notification of existing injuries
We have a ‘notification of existing injuries’ form for parents to complete prior to their children entering the preschool if their child has sustained an injury outside of the Pre-school. 
Parents must declare the nature, position and circumstance of the injury. This form must be signed by the parent and handed to the manager or deputy.
These forms are found in the foyer.














ADMINISTRATION OF MEDICATION POLICY
Bar Hill Pre-School CIO are permitted to administer medication as stated in the Early Years Foundation Stage 2012 sections 3.43 and 3.44
Aims
To ensure that medication is administered effectively and safely and to ensure that all relevant information regarding medication is kept up to date, along with parental permissions. Only medication prescribed by a medical professional (doctor or dentist) maybe given by staff and the prescription label from the chemist must be present on all medication.
Procedure
1. The member of staff will check the medication for the prescription label and will ensure that details on the label are correct to the named child.
2. Written consent will be required before any prescribed medication can be administrated by pre-school staff team. The medication form clearly states the name of medication, dose required and if relevant time the medication is required to be administrated. The parent/carer will sign the consent part of the medication form.
3. In the event of an inhaler requiring to be administered a separate asthma form will be required to be completed to obtain information of dosage as well as circumstances in which the inhaler may be required. Once the above information is obtained from the parent/carer a medication advisory card will be completed for the individual child which will include the child’s photograph. In addition a medication form will also be completed for the child.
4. In the event of a child requiring emergency medication for allergy reaction a medication consent form will be completed as well as an individual child risk assessment and an emergency procedure will be displayed with information on the individual child as well as a photograph.
5. When administrating the medication to the child one member of staff will administer the medication and one member of staff will witness the administration.
6. Both members of staff will sign the medication form and complete the advisory form which accompanies the medication form. The advisory form will be sent home on the day that the medication was administrated.
7. In the event of the named medication being short term for example antibiotics the parent/carer must advise when the medication is longer required to be administrated. Once notification has been given the medication form for the individual child will be signed off by the setting manager and placed in the non- active section of the medication file.
8. The medication file is audited as part of the Pre-Schools monthly risk assessment procedures to ensure the safety of all children and staff at Bar Hill Pre-School.
9. In the event of specialist medication requiring being administered for example Epi pens, staff will undertake specific training and follow the child’s protocol before commencing the medication procedure.
10. Managers and staff require notification if a child has had any medication before starting the Pre-School day. This is to ensure that the child is not infectious and not permitted to attend due to the risk of infection. 
11. Exclusion periods for high temperature are 24 hours and for sickness/diarrhoea are a clear 48 hours before returning.
12. Medication that is out of date may be unsafe and therefore staff may not administer it. Please note it is the parents/carers responsibility to ensure the expiry date has not expired on all medication.
13. In the event of a child becoming unwell during the pre-school day, staff will monitor the child and an illness monitoring form will be completed. Parent/Carers will be advised and updated by telephone and will be contacted to collect their child to avoid the risk of the spread of infection.


ADMISSIONS AND WAITING LIST POLICY
It is our intention to make our preschool accessible to children and families from all sections of the local community.
Aim
We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.
Methods
In order to achieve this aim, we operate the following admissions and waiting list policy.
1. We ensure that the existence of our preschool is widely advertised in places accessible to all sections of the community.
2. We ensure that information about our setting is accessible, in written and spoken form and, where appropriate, in more than one language. Where necessary, we will try to provide information in Braille, or through signing or an interpreter.
3. We operate our waiting list in birth order. In addition our policy may take into account the following:	
· the vicinity of the home to the setting; and
· siblings already attending the setting.
· Length of time on the waiting list.
· Whether a child is attending another pre-school
· No more than 25 children may attend at any one session
· Children are admitted after the half term after their 2nd birthday/ 30 days after birthday whichever is longer, dependant on space and availability.
The Manager will advise the parent/carer of available sessions and the parent/carer will be asked to choose which combination of available sessions they would like their child to attend.  During the academic year further sessions may become available of which they will be informed.
4. We keep a place vacant, if this is financially viable, to accommodate an emergency admission.
5. We describe our preschool and its practices in terms that make it clear that it welcomes fathers, mothers, other relations and other carers, including childminders.
6. We describe our preschool and its practices in terms of how it treats each child and their family, having regard to their needs arising from their gender, special educational needs, disabilities, social background, religion, ethnicity or from English being a newly acquired additional language.
7. We monitor the gender and ethnic background of children joining the group to ensure that our intake is representative of social diversity within the catchment of the pre-school.
8. We make our equal opportunities policy widely known.
9. We consult with families about the opening times of the setting to ensure we accommodate a broad range of family need.
10. We are flexible about attendance patterns to accommodate the needs of individual children and families.
11. Funding from Cambridge County Council is available for children aged 3 (the term after their 3rd birthday) and all 4 year olds before they start school. 15 hours per week during term time are funded. Funded two’s are also accepted at the setting.
12. We operate a waiting list system and a child’s name can be placed on the waiting list once they are two. The waiting list is managed by the manager and the chairperson. We aim to make some provision for ‘emergency’ places but normally prioritise places to children who will be in their Pre School year and do not have any other provision.
13. Please also see our two year old admission policy



ASTHMA POLICY
The aims of the policy are-
Bar Hill Pre-school CIO welcomes all children with asthma.
We recognise that asthma is an important condition affecting many children.
We will encourage and help children with asthma to fully participate in activities.
We will ensure that prescribed asthma reliever inhalers are accessible at all times and taken on group outings.
We will provide written records of administrating the prescribed reliever inhaler to parents/carers.
We will ensure that all reasonable steps to ensure the environment are suitable for children with asthma.
We provide training to ensure that all staff know how to deal with asthma attacks to ensure the child’s welfare in event of an emergency.
We will work with parents/carers to ensure their child’s individual asthma needs are met.
In order to fulfil these aims, parents/carers are required to-
Notify Bar Hill Pre-School CIO in writing of-
                 Asthma medicines the child takes and when 
                 Any known triggers        
                 Ensure emergency contact details are kept up to date
    Ensure medication is in date and replace when expired.

Also to provide in date named prescribed reliever inhaler (and spacer if needed) to every session attended and place in the blue box on entry to the preschool collecting it at the end of the session.
Please note it is the parents/carers responsibility to ensure the expiry date has not expired.

Also see administration of medicine policy



           Attendance and Absence policy

1. Purpose of policy
The purpose of this guidance is to support further improvements in the wellbeing of children in the Early Years Foundation Stage (EYFS), especially in keeping them safe and supporting their learning and development. Whilst there is no national guidance for children of non-statutory school age, this guidance has been developed in line with the statutory guidance with the EYFS (early Years Foundation Stage), DfE (Department for Education) and the Ofsted Early Years Inspection Framework
Early Years Attendance Guidance 
By following this guidance, you contribute to safeguarding children and ensuring they receive an education. Many schools and settings have good practices and procedures in promoting, supporting, recording and monitoring the attendance of children in EYFS. This includes keeping accurate records of the daily times or arrival and departure of each child. It is clearly in the best interests of children and families that all schools and settings are aware of effective practice. 
Staff Awareness and Compliance 
All staff within your early years setting should be familiar with this guidance or your provision’s attendance policy. If you choose to implement your own attendance policy, ensure it includes all relevant safeguarding and compliance measures. Staff must clearly understand the importance of good attendance and the necessity of maintaining best practices. 
Children’s Rights and Early Years Framework 
Children of non-statutory school age have the right to health and early years services that support their full potential. The EYFS statutory framework outlines providers' responsibilities in partnership with parents/carers to promote learning, development, and school readiness. Practitioners must actively promote good attendance in line with EYFS requirements. Inspectors will assess whether staff are vigilant to potential safeguarding concerns, including:
 • Poor or irregular attendance
 • Persistent lateness 
• Children missing from education
 • Prolonged Absence (PA) Monitoring 

From September 2025, under new EYFS guidance, all early year’s settings must monitor and track prolonged absences (PA) as part of safeguarding. 
Conversations with Parents Regarding Poor Attendance 
Discussing attendance concerns with parents of non-statutory school-age children can be challenging, as parents may assert that their child is not legally required to be in education. While this is correct, it is essential to remind parents of the benefits of regular attendance, as outlined above. Good attendance establishes positive habits, prepares children for school, fosters secure relationships, and builds self-esteem. 
Additionally, if a parent is claiming funding for a child who is not attending or has prolonged absences, this must be addressed. Parents should be informed that both Local Authorities (LAs) and early years settings have a safeguarding duty to follow up on poor attendance and confirm the child’s whereabouts. 
This guidance specifically aims to help settings to use good attendance practice to: 
• Ensure Safeguarding for children 
• Raising outcomes for all children and supporting behaviours and attitudes to education. 
• Ensure that children and families are supported effectively and undertake Early Help assessment and/or Children’s Social Care referrals as required.

Why good attendance is important 
Even for very young children, there are positive benefits to be gained from regular attendance, whatever the weekly pattern of childcare. This includes not only coming to every planned session but also being there on time. It is important that all staff understand the principles of good attendance practice and the importance of good attendance by children.

Benefits include the following: 
Good habits 
• It builds in young children the idea that getting up and going to school or pre-school is simply what you do. 
• Children who attend every planned session develop a feel for the rhythm of the week and gain a sense of security from some regular elements, even when the actual pattern or focus of their learning or activity may vary widely from week to week. 
Secure relationships 
• Young children find it easier to build and sustain a range of social relationships when they regularly attend their childcare setting, according to the pattern agreed with the family.
 • For some families, particularly at times of stress, the child's regular attendance at the setting allows parents to get other things done and helps them enjoy spending time with the child when he or she is at home. 
Self - esteem 
• Children who rarely miss sessions at the setting and come on time are more likely to feel good about themselves. This is because they know what goes on and what to expect, feel more confident with adults and other children and have more opportunities to be valued and praised for their own special contribution.
• Children who regularly miss sessions or are generally late, can frequently experience a sense of having to try a little bit harder just to understand what is going on and what other children are talking about or doing. 
• Regular attendance on time helps many young children to separate from their parents or carers at the start of the day and settle more readily into daily life in their setting.
 Some children may need some flexibility when they first start attending to settle in but there should be a clear, time-bound plan in place to ensure the attendance patterns are normalised as soon as possible. 

Learning and development
• Staff carefully plan every session for each child in their care and want to take every opportunity to help them thrive; experiences gained in one session are often developed further following the sessions.
• Children learn in many different ways; through playing with others and through being in the company of staff who actively support their learning and development. 
• Underachievement is often linked to lower attendance. Good attendance and coming to the setting on time is important for every child, but especially those for whom specific factors make them more vulnerable to disengagement or underachievement. 
Most children are well supported by their families and continue to thrive, whatever their background or circumstances, however, there may be factors in children's lives which make it more likely that they could experience some difficulties. So, it is particularly important to pay close attention to the patterns of attendance for potentially vulnerable groups of children, including, for example: 
• Children facing difficult family circumstances e.g., housing problems, bereavement, separation/ divorce. 
• Children from families experiencing some degree of financial hardship, e.g., in receipt of benefits.
 • Children with additional needs, learning difficulties or disabilities. 
• Children with English as an Additional Language (EAL)  
• Children about whom other agencies have raised concerns, including those supported. through Early Help. 
If any child's attendance starts to cause concern, it should be discussed with any other staff who work with any of the child's siblings who attend other settings and with the manager/DSL. This helps establish whether there are issues only for an individual child or if the family may be going through a challenging time.
In our setting, we will:
Promote, record, and monitor attendance 
Monitoring attendance is important for all children, but especially for those who are most vulnerable. When a child starts at the setting parents/carers should be informed of the importance of regular attendance and explain how the setting will monitor and steps they will take if there are any attendance concerns. 
• Knowing when children have attended the setting provides vital information to keep children safe from harm and help tackle underachievement.
• Have clear accessible attendance records helps identify children at risk and helps multi agency teams to understand, assess and support the widest possible range of needs for a child and his or her whole family. 
• Ensure that attendance records support the work of safeguarding young children and promote their learning and development, it is important for senior managers and staff at all levels to pay attention to the following: 
• Keep full registration details for every child, as specified in the EYFS.
 • Keep accurate information about parents, carers and others who may accompany the child to and from the setting, with at least two emergency contacts for each child, where possible.
 • Make clear and accurate entries, whether using manual or electronic registers. 
• Consistently and thoroughly investigate all absences for individual children and their siblings and keep good records of the family's explanations. 
• Put in place some routine monitoring of attendance by committee, or the owner. 
• Put in place systematic and rigorous monitoring of the registers by senior leaders who are personally involved in ensuring accurate recording, identifying, and addressing attendance issues and engaging parents. 
• Being rigorous in monitoring attendance and in identifying and analysing patterns of absence and the number of sessions missed. 
• Where extended absences occur for medical reasons, appropriate support should be given to the family depending on their needs. Keeping a place open may smooth the way for a phased return, and the best approach should be agreed upon with the parent/carer and any professional who may be working with the family. 

If a child has been absent for four weeks within the same funding period, the Provider must contact the Early Years Funding Team.
• Being rigorous and persistent in seeking and recording explanations for absence, however sensitively this is done. 
• Develop good relationships with the family making sure that appropriate means of communication to meet family needs is used at all times. 
• Making sure (through induction and regular reminders) that all staff know what to do, and who to tell, if:
 • a child is absent/late; - a child has a changeable or deteriorating pattern of absence or lateness; or 
• a child goes missing. 
• Making sure that the setting knows where to turn to for advice or support or whom to alert if concerns arise.






































BABYSITTING POLICY

This policy has been implemented to provide clarification of some points regarding private
Babysitting arrangements between staff and parents/carers.
As a Pre-school we understand that most staff live and work in the village and naturally may know some families before they are clients and therefore will not stop arrangements between staff and families that existed before attending the setting, however we discourage practitioners to babysit for families that they have met in the setting environment.

Implementation
• The Pre-school will not be responsible for any private babysitting arrangements or
agreements made between staff and parents/carers.
• Out of hours babysitting arrangements must not interfere with a staff members employment
at the Pre-school.
• Confidentiality by staff regarding other staff and children at the Pre-school must be adhered
to and respected at all times.
• The Pre-school will not be held responsible for any health and safety or other issues that
may arise from these private arrangements.
• No member of staff will take a child away from the setting unless they are a named person
on the child’s records.























Supporting positive behaviour policy
BEHAVIOUR MANAGEMENT - POLICY AND PROCEDURE
 
We believe children and adults flourish best in an environment in which everyone knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else. We aim to work towards a situation in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement.
We neither encourage nor discourage gun and weapon play.  We will empower children to tell others if they do not like the behaviour displayed towards them and to seek adult support if they need this to be reinforced. 
 
In order to achieve this:
Rules governing the conduct of the pre-school and the behaviour of the children will be discussed and agreed within the pre-school and explained to all newcomers, both children and adults.
Photographic rules are agreed with the children and are displayed for the children in the main room. We call these are five golden rules.
All adults in the pre-school will ensure the rules are applied consistently, so children have the security of knowing what to expect and can build up useful habits of behaviour.
All adults will aim to provide a positive model for the children with regard to friendliness, care and courtesy, and to offer strategies for handling any conflict.
Adults in the pre-school will praise and encourage desirable behaviour such as kindness and willingness to share.  We will take positive steps to avoid situations in which children receive adult attention only in return for undesirable behaviour. 
Adults promote positive directive comments at the start of any behaviour emerging to try and direct attention more positively eg ‘please remember to walk’. 
 
When children behave in unacceptable ways:
They will be given one-to-one adult support in seeing what was wrong and how to cope more appropriately. Routine strategies include redirection, giving and using consequences.  Occasionally children may have "time away" with an adult.
Physical punishment, such as smacking or shaking, will be neither used nor threatened.
Techniques intended to humiliate individual children such as the "naughty chair" will not be used.
Physical restraint, such as holding, will only be used to prevent physical injury to children or adults and/or serious damage to property. Any significant event of this sort will be recorded, and the parent informed the same day on a physical intervention form.
In cases of serious misbehaviour, such as bullying, physical abuse (hitting, kicking, shaking, biting, hair pulling), racial or other abuse, the unacceptability of the behaviour and attitudes will be made clear immediately, but by means of explanations rather than personal blame.
In any case of misbehaviour, it will always be made clear to the child or children in question that it is the behaviour and not the child that is unwelcome.
Adults will not shout or raise their voices in a threatening way.
Adults in the pre-school will make themselves aware of, and respect, a range of cultural expectations regarding interactions between people.
Any behaviour problems will be handled in a developmentally appropriate fashion, respecting children's individual level of understanding and maturity.
Adults will be aware that some kinds of behaviour may arise from a child's special educational needs or disability.
Recurring problems will be tackled by the whole pre-school, in partnership with the child's parents, using objective observation records to establish an understanding of the cause - a 'Patterns of Behaviour ABCC (Antecedent, Behaviour, Consequence, Communication) Observation form'. A 'Plan for supporting positive interactions' may be written in conjunction with parents to outline strategies to be used when certain behaviour is displayed.  Working as a team with the parents to find a suitable plan of support.
 

































Promoting British values and Prevent Duty policy
British values are included in everything you do. Britain has undergone rapid economic and social change in the last few decades and we live in an increasingly diverse society. We need to teach our children that it is possible to live together peacefully, each of them a valuable part of our multicultural world.

What are British values?
· Democracy
· The rule of law
· Individual liberty
· Mutual respect and tolerance of different faiths and beliefs

This includes:
Democracy: making decisions together, for example giving opportunities to develop enquiring minds in an atmosphere where questions are valued.
Rule of law: understanding rules matter as cited in Personal Social and Emotional development for example collaborating with children to create rules and codes of behaviour.
Individual liberty: freedom for all, for example reflecting on their differences and understanding we are free to have different opinions
Mutual respect and tolerance: treat others as you want to be treated, for example sharing and respecting other’s opinions.


Here are some examples of how British Values are embedded in our day-to-day curriculum:

• We teach children to be kind, helpful and respectful of others;
• We teach children to be part of their local community;
• We plan to celebrate festivals and mark special days from the world around us;
• We teach the children about compromise – that some of us believe one thing… some of us believe something totally different… but we can all play together in the same house (or group setting) and respect each other = British values – teaching about similarities and differences.
• We teach children to work together – we provide them with projects that involve everyone in the provision and we plan group times, where children learn to listen, take turns and value contributions from others. This type of planning is a very important part of British values = teaching about shared values and working together towards a common goal;
• We teach children about the world in which they live – the world on their doorstep and the wider world – through books, posters, planned activities, resources, outings and much more;
• We teach children to listen and respect others…
Here are some ways in which we can teach children about life in modern Britain:
• We teach children about the world around them and use the seasons, weather, special days etc to plan meaningful learning experiences;
• We teach children about Britain, showing them the work of sculptors and artists to inspire creativity, listening to music to promote dance and drama (and listening skills of course).
• We extend teaching, using the library and online sources of information and support them as they learn to respect others by introducing music, dance, art etc from around the world.
By embedding this into a child’s life in the early years children grow up to respect each other.
Prevent duty
From 1 July 2015, all schools and childcare providers must have due regard to the need to prevent people being drawn into terrorism.
The government has defined extremism in the Prevent strategy as: “vocal or active opposition to fundamental British Values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs." 
Childcare and Early Years Providers 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.
· make sure that staff have training that gives them the knowledge and confidence to identify children 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
All staff have regard to this and follow set procedures of referral to the designated person for child protection. Designated child protection leads are 
Sarah Stepney
Michelle Eeles       Marta Castillo
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 appropriate member of staff. If this does not achieve the desired result, we have a set of procedures for dealing with concerns. 
Aim
We bring all concerns about the running of our preschool to a satisfactory conclusion for all the parties involved.
Methods
To achieve this we operate the following complaints procedure. The preschool are required to keep a ‘summary log’ of all complaints that reach stage 2 or beyond.
Making a complaint
Stage 1
1. Any parent who has a concern about an aspect of the settings provision should in the first place discuss it with the manager or named deputy. 
2. Most complaints should be resolved amicably and informally at this stage. 
Stage 2
1. If there is no satisfactory outcome reached in stage one, or if the problem recurs, the parent should move on to stage 2 of the procedure by putting the concerns or complaint in writing to the manager and the chairperson. 
2. For parents who are not comfortable with making written complaints, there is a template form available from the pre-school; the manager may complete the form alongside the parent/carer and parent/carer should sign to say agree with content.  
3. The preschool will store written complaints from parents in the child’s personal file. However, if the complaint involves detailed investigation the manager may wish to store all information relating to the investigation in a separate file designated for this complaint. 
4. When the investigation into the complaint is completed, the manager meets with the parent to discuss the outcome. 
5. When the complaint is resolved at this stage, the summative points are logged in the Complaints Summary Record
Stage 3
1. If the parent is not satisfied with the outcome of the investigation, he or she requests a meeting with the manager/ chair of the management committee. The parent should have a friend or partner present if required and the manager should have the support of the chairperson of the management committee, or the proprietor / senior manager, present. 
2. An agreed written record and/ or audio recording of the discussion is made as well as any decision or action to take as a result. All of the parties present at the meeting sign the record and receive a copy of it. 
3. This signed record signifies that the procedure has concluded. When the complaint is resolved at this stage, the summative points are logged in the Complaints Summary Record.
Stage 4
1. If at the stage 3 meeting the parent and manager 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. 
2. Staff or volunteers within the Pre-School Learning Alliance are appropriate persons to be invited to act as mediators.
3. The mediator keeps all discussion confidential. S/he can hold separate meetings with the setting personnel (manager and chair of the management committee) 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
1. When the mediator has concluded her/his investigations, a final meeting between the parent, the manager / chair of the management committee is held. 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. 
2. 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. This signed record signifies that the procedure has concluded. 
The role of the Office for Standards in Education, Early Years Directorate (OFSTED) and the Area Safeguarding Children Committee.
1. Parents may approach OFSTED directly at any stage of this complains procedure. In addition, where there seems to be a possible breach of the settings registration requirements, it is essential to involve OFSTED as the registering and inspection body with a duty to ensure the National Standards for Day Care are adhered to. 
2. The address and telephone number of our OFSTED regional centre are: 
Piccadilly Gate, Store Street, Manchester M1 2WD
3. These details are displayed on our notice board.
4. If a child appears to be at risk, our setting follows the procedures of the Area Safeguarding Children Committee in our local authority.
5. In these cases, both parent and preschool are informed and the manager works with OFSTED of the Area Safeguarding Children Committee to ensure a proper investigation of the complaint, followed by appropriate action.
Records
1. A record of complaints against our preschool and/or the children and/or the adults working in our preschool is kept, including the date, the circumstances of the complaint and how the complaint was managed.
2. The outcome of all complaints is record in the Complaints Summary Record which is available for parents and OFSTED inspectors on request. 







CONFIDENTIALITY POLICY
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.
Aim
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.
Methods
We keep two kinds of records on children attending our preschool:
1. Developmental records
These include observations of children in the setting, samples of their work, summary developmental reports and records of achievement.
They are on display for parents and can be accessed, and contributed to, by staff, the child and the child's parents.
2. Personal records
· These include registration and admission forms, signed consents, and correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies, an ongoing record of relevant contact with parents, and observations by staff on any confidential matter involving the child, such as developmental concerns or child safeguarding matters.
· These confidential records are stored in a lockable file or cabinet and are kept secure by the person in charge in an office or other suitably safe place.
· Parents have access, in accordance with the access to records procedure, to the files and records of their own children but do not have access to information about any other child.
· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs. 
· Staff induction includes an awareness of the importance of confidentiality in the role of the key person/buddy.
Other records
1. Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.
2. Students on Pre-school Learning Alliance or other recognised qualifications and training, when they are observing in the setting, are advised of our confidentiality policy and required to respect it.
Access to personal records 
1. Parents may request access to any records held on their child and family following the procedure below.
2. Any request to see the child's personal file by a parent or person with parental responsibility must be made in writing to the manager.
3. The manager informs the chairperson of the management committee and sends a written acknowledgement.
4. The preschool commits to providing access within 14 days - although this may be extended.
5. The manager and chairperson of the management committee prepare the file for viewing.
6. All third parties are written to, stating that a request for disclosure has been received and asking for their permission to disclose to the person requesting it. Copies of these letters are retained on the file.
a. 'Third parties' include all family members who may be referred to in the records.
b. It also includes workers from any other agency, including social services, the health authority, etc. It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to them.
7. When all the consents/refusals to disclose have been received these are attached to the copy of the request letter.
8. A photocopy of the complete file is taken.
9. The manager and chairperson of the management committee go through the file and remove any information which a third party has refused consent to disclose. This is best done with a thick black marker, to score through every reference to the third party and information they have added to the file.
10. What remains is the information recorded by the preschool, detailing the work initiated and followed by them in relation to confidential matters. This is called the 'clean copy'.
11. The 'clean copy' is photocopied for the parents who are then invited in to discuss the contents.
12. The file should never be given straight over, but should be gone through by the manager, so that it can be explained.
13. Legal advice may be sought before sharing a file, especially where the parent has possible grounds for litigation against the preschool or another (third party) agency.
14. All the undertakings above are subject to the paramount commitment of the preschool, which is to the safety and well-being of the child. Please see also our policy on Safeguarding and promoting children’s welfare.



Data Transporting Policy

This policy sets out the way in which personal or sensitive data must be transferred by or on behalf of Bar Hill Preschool CIO, whether it is held on paper or electronically. The policy is applicable to Bar Hill Preschool employees, committee, volunteers, students and other organisations or agencies working for or on behalf of the Preschool.

Bar Hill Preschool CIO is committed to securely handling the personal data of children, and staff. The Data Protection Act (1998) requires all organisations to take “Appropriate technical and organisational measures against unauthorised or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data.”

This policy should be read in conjunction with the Safeguarding and Record Keeping Policies.

1. Understanding personal and sensitive personal data.
This policy refers to ‘personal’ or ‘sensitive personal’ data.
1.1 Staff and committee must identify personal data
Personal data includes any data that relates to a living individual, or which could identify an individual. It can also include any contextual data about individuals that when combined with other data will identify an individual. Personal data also includes any expression of opinion about the individual and any indication of the intentions of the company, or any other person, in respect of that individual. This could include letters, correspondence, spreadsheets, photographs, learning journals or notebooks that contain the names or full addresses of the children, families or staff.
1.2 Staff and committee must identify sensitive personal data
Sensitive personal data is also data that can identify a living person, but which includes additional information relating to the following areas:
(a) A person’s racial or ethnic origin;
(b) Political opinions;
(c) Religious beliefs or other beliefs of a similar nature;
(d) Membership of a trade union;
(e) Physical or mental health or condition;
(f) Sexual life;
(g) The commission or alleged commission of any criminal offence; or
(h) Any criminal proceedings for any offence committed or alleged to have been committed the disposal of such proceedings or the sentence of any court in such proceedings.
1.3 Staff and committee must identify restricted data
Any information that links an identifiable individual with information that, if released, would put them at significant risk of harm or distress will be considered Restricted and must be transported securely. Personal data will be considered Restricted where such data is likely to:
a) Cause substantial distress to individuals
b) Cause adverse embarrassment to an organisation
c) Cause financial loss or loss of earning potential to, or facilitate improper gain or advantage for individuals or companies
d) Prejudice the investigation or facilitate the commission of crime
e) Breach proper undertakings to maintain the confidence of information provided by third parties
f) Impede the effective development or operation of government policies
g) Breach statutory restrictions on disclosure of information
h) Disadvantage government in commercial or policy negotiations with others
i) Undermine the proper management of the public sector and its operations.




2 Guidelines for transporting personal data

a) Data must be transported directly to the where it is required
b) Any data must not be left unattended while being transported
c) Data must be anonymised wherever possible before it is removed from company premises, children’s trackers/
d) If it is possible, paper should be shredded or securely disposed of at destination
e) Where (d) is not possible sensitive paper documents should be returned to company premises to be securely destroyed.
f) Data must be stored according to the data protection act, in a locked box accessible only to the staff member. 
g) Laptops and iPads must be locked with a passcode known only to staff members. 
H) Staff will be issued with an encrypted memory stick for storing and transporting child progress reports that are being worked on from home. At the time of writing the report only first name will be used, additional personal information like surname, date of birth and parents’ names will be added when report is printed at the setting.
2.1 Transporting data by mail
a) The name address and postcode of the recipient must be confirmed prior to posting
b) All mail must be sealed in a robust envelope
c) Sensitive personal data must only be sent by the Royal Mail Recorded Delivery service.
d) When sending sensitive personal data, mail must be marked ‘Private and Confidential. To be opened by Addressee only’
e) If the risk is thought to be exceptional, a courier should be used.
2.2 Transporting data by phone
Disclosing personal data over the phone can present a serious security risk, which all staff members must address.
Two principles MUST apply when disclosing personal data over the phone:
(i) All routine disclosures must have a written record and be signed by two members of staff
(ii) All other disclosures of personal data by phone must comply with the standards set out below.
If a member of staff receives a request for personal or confidential information by phone, they must:
a) Confirm the name, job title and organisation of the person requesting the information.
b) Take a contact number – this should be a main switchboard number and not a mobile or direct line.
c) Document any data disclosed over the phone and record the reason why.
2.3 Transporting data by email
a) The email address must be confirmed by the recipient prior to sending, preferably by sending an initial email.
b) Wherever possible a Manage file transfer (MFT) should be arranged.
c) If this is not possible personal data should be transferred using a Dropbox or similar file sharing system
d) Email trails should be kept for auditing purposes. 
2.4 Personal data that is transported should be protectively marked
Any personal data that is transported should be protectively marked. An example of this is marking a letter containing sensitive data as ‘Confidential’. This does not prevent a third party from reading it but does help indicate what the third party might do with the letter should they access it in error. Personal data being transported should contain a letter detailing what to do if it is found. 
2.5 Data Transport risks must be documented
Each method of transporting data carries its own risks which need to be mitigated. See Appendix A for risk assessment. 

3 Reporting Data Loss or Breach
It is the duty of all users to immediately report any actual or suspected breaches in information security to the owner as soon as possible. The owner will then carry out a further risk assessment and decide what action needs to be taken, such as reporting the breach to the information commissioner’s office. 


APPENDIX A: Transferring Data Risk Assessment

	Risk
	Action to mitigate risk
	Further Action to take

	With a third-party Supplier company data could be accessed or misused by unauthorised users

	Ensure that an appropriate contractual agreement sets out roles and responsibilities for managing sensitive data

	

	With a partner agency company data is not being shared legally

	Develop a sharing protocol which evidences the legal basis for sharing and the provisions for safe and compliant data transport

	

	Data could be viewed by unauthorised parties
	Named recipients should be defined in any sharing
protocol

	

	Via email. Email could be viewed by unauthorised parties

	Email should only be sent to named recipients and 
	

	Email could be hacked into

	Secure email channels should be used to transport
data
	

	Data could be lost or stolen

	- Take appropriate steps to manage the data effectively
- Avoid unnecessary journeys with the data
- Do not leave data unattended in
public places or visible in cars or bags.

	

	Via hard copy Post could be
intercepted or lost

	Use registered mail

	














Emergency Closure Policy

We endeavour to be open as stated in our admissions policy without disruption. Where disruption is unavoidable, all involved in the Pre-school are kept informed and we will reopen at the earliest possible opportunity

An emergency closure is implemented in the following circumstances:
•	When the building is unusable through accidental or malicious damage or required maintenance work.  (Where possible we will endeavour to negotiate scheduled work to be carried out during times of closure.)
•	When an outbreak of illness within the Pre-school requires closure in line with Health Protection Agency (HPA) and Ofsted guidelines.
•	When illness levels within the staff body mean it is impossible to maintain the correct ratios of suitable adults to children.
•	When severe weather conditions prevent staff from reaching the Pre-school safely and it is impossible to maintain the correct ratios of suitable adults to children.

In the event of any of the above incidents occurring the Setting Manager and chairperson will make the decision regarding closure by 8am. The Setting Manager will make contact with the families of the children affected for that session by phone call / text wherever practical. 
Where this is not practical, a member of staff will be asked to remain at the building until all the affected families have been notified.  Information will also be posted on the Pre-School Facebook page and website www.barhillpreschool.co.uk.

Emergency closure after a session has started

In the event of an emergency closure after the session has started you will be informed by telephone and / or text that you are required to collect your child as soon as possible.  If the closure is due to sickness, the children and all staff who are unaffected remain on the premises until all children can be collected.

If the closure requires the building to be evacuated, the children are safely evacuated according to the current Fire Drill procedures. Contact information for all the children is taken out of the building alongside the daily register. Once the building is evacuated, the Setting Manager ensures the relevant authorities/emergency services are called. The children are then taken to a place of safety until such time as they can all be collected by parents and carers. The Setting Manager will contact the parents and carers of the children present. All staff will remain with the children during this time.

Where the Pre-school has to close in an emergency fees will not be refunded. All other costs associated with running the setting will still be incurred (i.e. rent, utility bills, etc) and staff will be paid, therefore the pre-school will be unable to offer refunds unless in special circumstances.  Where a refund is agreed this is usually made by way of a reduction from the next half-term’s fees, but may be in the form of a direct payment if circumstances require.







EQUIPMENT AND RESOURCES POLICY
We believe that high quality early years care and education are promoted by providing children with safe, clean, attractive, developmentally appropriate resources, toys and equipment.
Aim
We aim to provide children with resources and equipment that help to consolidate and extend their knowledge, skills, interests and aptitudes.
Methods
In order to achieve this we aim to:
1. Provide play equipment and resources that are safe and - where applicable – conform to the BSEN 71 safety standards and have the ‘CE’ mark as per legislation 2011;
2. Provide a sufficient quantity of equipment and resources for the number of children;
3. Provide resources that promote all areas of children's learning and development, which may be child or adult led;
4. Select books, equipment and resources that promote positive images of people of all colours, cultures and abilities, are non-discriminatory and avoid racial and gender stereotyping;
5. Provide play equipment and resources that promote continuity and progression, provide sufficient challenge and meet the needs and interests of all children;
6. Provide equipment made from natural and recycled materials that are clean, in good condition and safe for the children to use;
7. Provide furniture that is suitable for children and furniture that is suitable for adults;
8. Store and display resources and equipment where children can independently choose and select them;
9. Regularly check all resources and equipment that are available at each session and ensure they are put away at the end of each session. We repair and clean, or replace, any unsafe, worn out, dirty or damaged equipment;
10. Keep an inventory of resources and equipment. This will record the date on which each item was purchased and the price paid for it; 
11. We will use the inventory to:
· review the balance of resources and equipment so that they can support a range of activities across all areas of play, learning and development;
· record the dates and results of checking the resources and equipment;
· record the date when any item is discarded due to being worn out, damaged or unsafe;
· provide adequate insurance cover for the setting's resources and equipment.
12. Will use the local library and toy library to introduce new books and a variety of resources to support children's interests; 
13. Plan the provision of activities and appropriate resources so that a balance of familiar equipment and resources and new exciting challenges is offered.
14. We carry out a toy clean every term, ensuring washable toys are washed and wipeable toys are wiped. 


EQUALITY AND DIVERSITY POLICY
Our setting is committed to valuing diversity by providing equality of opportunity and anti-discriminatory practice for all children and families. 
Aim 
We aim to:
1. Provide a secure environment in which all our children can flourish and in which all contributions are valued;
2. Include and value the contribution of all our families to our understanding of equality and diversity;
3. Provide positive non-stereotyping information about gender roles, diverse ethnic and cultural groups and people with disabilities;
4. Improve our knowledge and understanding of issues of anti-discriminatory practice, promoting equality and valuing diversity; and make inclusion a thread that runs through all of the activities of the setting. 
The legal framework for this policy is:
Race Relations Act 1976 and Amendment Act 2000
Sex Discrimination Act 1986
Children Act 1989; Children Act 2004
The Human Rights Act 1998 
The Disability Discrimination Act 1995 and 2005 
The Equality Act 2010
SEN code of practice 2014
Methods
Admissions
Our setting is open to all member of the community
1. We advertise our service widely 
2. We reflect the diversity of our society in our publicity and promotional materials.
3. We provide information in clear, concise language, whether in spoken or written form.
4. We provide information in as many as languages as possible. 
5. We base our admissions policy on a fair system
6. We ensure all parents are made aware of our equal opportunity policy
7. We do not discriminate against a child or their family, or prevent entry to our preschool, on the basis of colour, ethnicity, religion or social background, such as being a member of a travelling community or an asylum seeker. 
8. We do not discriminate against a child with a disability or refuse a child entry into our preschool because of any disability. 
9. We develop an individual care plan to ensure that member so the community with special educational needs and / or disabilities can participate successfully in the services offered by the setting through the Statutory Framework for the Early Years Foundation Stage. 
10. We take action against any discriminatory behaviour by staff or parents / carers. Displaying of openly racist insignia, distribution of racist materials, name calling, or threatening behaviours are unacceptable on or around the premises and will be dealt with in the strongest manner. 
Employment
1. Posts are advertised and all applicants are judged against explicit and fair criteria. 
2. Applicants are welcome from all backgrounds and posts are open to all. 
3. We may use the exemption clauses of the Race Relations Act and Sex /discrimination Act where this is necessary to enable the service to best meet the needs of the community.
4. The applicant who best meets the criteria is offered the post, subject to references and checks by the Criminal Records Bureau. This ensures fairness in the selection process. 
5. All job descriptions include a commitment to equality and diversity as part of their specifications.
6. We monitor our application process to ensure that it is fair and accessible. 
Training
1. We seek out training opportunities for staff and volunteers to enable to develop anti-discriminatory and inclusive practice, which enables all children to flourish. 
2. We review our practices to ensure that we are fully compliant with legislation and that we are implementing our policy effectively. 
3. We have designated members of staff who have completed equalities and diversity training for their Equalities Named Coordinator (Enco). 
4. The designated member of staff is:
Michelle Eeles   Katharine Edwards
Early year’s foundation stage
The curriculum offered in the setting adheres to the EYFS, which encourages children to develop positive attitudes about themselves and others. It encourages children to empathise with others and to begin to develop the skills of critical thinking.
We do this by:
1. Making children feel valued and good about themselves.
2. Ensuring that children have equal access to learning.
3. Recognising the different learning styles of boys and girls, and making appropriate provision within the curriculum to ensure each child received the widest possible opportunity to develop their skills and abilities.
4. Positively reflecting the widest possible range of communities in the choice of resources.
5. Avoiding stereotypes or derogatory images in the selection of book or visual materials on offer
6. Celebrating a wide range of festivals
7. Creating an environment of mutual respect and tolerance
8. Helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable.
9. Ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities.
10. Ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning, and ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages. 
Valuing diversity in families
1. We welcome the diversity of family lifestyles and work with all families.
2. We encourage children to contribute stories of their everyday life to the preschool.
3. We encourage parents/ carers to take part in the life of the preschool and to contribute fully.
4. For families who speak languages in addition to English, we will develop the means to ensure full inclusion. 
5. We offer a flexible payment system for families experiencing financial difficulties and offer information regarding sources of financial support. 
6. We are committed to working with parents / carers and other agencies.
Food
1. We work in partnership with parents / carers to ensure that the medical, cultural, parental preferences and dietary needs of the child are met. 
2. We help children to learn about a range of food, and of cultural approaches to mealtimes and eating, and to respect the differences among them.
Meetings
1. Meetings are arranged to ensure that all families who wish too may be involved in the running of the preschool. 
2. Information about meetings is communicated in a variety of ways – written and verbal, with translation where possible. This is to ensure that all parents have information about and access to the meetings.



EXCLUSION OF CHILDREN WHO ARE UNWELL AND/OR INFECTIOUS POLICY
Aim
To ensure the wellbeing of all children and staff at the preschool and to ensure parents/carers are notified efficiently and sensitively if their child is unwell. 
Parent notifying setting of an absence.
Parents/Carers are required to contact the preschool by telephone and advise a staff member of the nature of the illness.
The staff member should consult the advisory exclusion poster displayed in the foyer and if relevant, advise the parent/carer of any exclusion period required.
The staff member should enter the child’s details, illness and exclusion period in the staff communication book.
Child becoming unwell during a session
If a child becomes unwell during the session/day showing signs of raised temperature, the staff member will take the child’s temperature and complete illness monitoring form. The staff member then should take measures to cool the child down by:
· Calming and comforting the child
· Offering regular sips of fluid
· Removing top layers of clothing
After 10 minutes the staff member will take the child’s temperature again and log temperature on illness monitoring form. If the child’s temperature is over 38°c parents and carers will be contacted immediately. The child will be excluded from Pre-School for 24 hours once the child’s temperature has returned to normal.
In the case of a child who has suffered with sickness and diarrhoea they will be excluded from Pre-School for 48 hours once the sickness and diarrhoea has cleared. This is to ensure that the child does not pose a risk to other children and staff.


HEALTH AND SAFETY POLICY – 
This 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.  
Aim
We aim to make children, parents and staff 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.
Methods
The member of staff responsible for health and safety is 
Village Hall setting – Sarah Stepney and Pauline Denniss
She is competent to carry out these responsibilities.  She has undertaken health and safety training and regularly updates her knowledge and understanding.  We display the necessary health and safety poster in the entrance way, staff kitchen and office.
Risk assessment
Our risk assessment process includes checking for hazards and risks indoors and outside, and in our activities and procedures.  
Our assessment covers adults and children; deciding which areas need attention; and developing an action plan that specifies the action required, the timescales for action, the person responsible for the action and any funding required.
We maintain lists of health and safety issues, which are checked:
· daily before the session begins; 
· weekly; and
· termly - when a full risk assessment is carried out. 
Insurance cover
We have public liability insurance and employers' liability insurance.  The certificate for public liability insurance is displayed on the entrance notice board. 
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 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 preschool.  
· 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 have a no smoking policy which includes all outdoor areas and the immediate vicinity.
· Children are made aware of health and safety issues through discussions, planned activities and routines.


Children's safety
· We ensure all staff employed have been checked for criminal records by an enhanced disclosure from the DBS
· 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 must be present.
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 - staff, 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.
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 surfaces are checked daily to ensure they are clean and not uneven or damaged.
Kitchen
· Children do not have unsupervised access to the kitchen.
· All surfaces are clean and non-porous.
· There are separate facilities for hand-washing and for washing up.
· Cleaning materials and other dangerous materials are stored out of children's reach.
· When children take part in cooking activities, they:
· are supervised at all times;
· are kept away from hot surfaces and hot water; and 
· do not have unsupervised access to electrical equipment.
Electrical/gas equipment
· All electrical/gas equipment conforms to safety requirements and is checked regularly. 
· Our boiler/electrical switchgear/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 from which children select 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.
· Our pool/pond is securely covered or otherwise guarded.
· 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 regularly seek information from the Environmental Health Department and the Health Authority 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 which includes 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 the disposal of nappies.
· We implement good hygiene practices by:
· cleaning tables between activities;
· 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 sole use of flannels and towels.
Activities
· 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.
Food and drink
· Staff who prepare and handle food receive appropriate training and understand - and comply with - food safety and hygiene regulations.
· All food and drink is stored appropriately.
· Adults do not carry hot drinks through the play area(s) and do not place hot drinks within reach of children. 
· Snack and meal times are appropriately supervised and children do not walk about with food and drinks.
· Fresh drinking water is available to the children at all times.
· We operate systems to ensure that children do not have access to food/drinks to which they are allergic.
Outings and visits
· We have agreed procedures for the safe conduct of outings. 
· Parents sign a general consent on registration for their children to be taken out as a part of the daily activities of the setting. 
· Parents always sign consent forms before major outings.
· A risk assessment is carried out before an outing takes place.
· Our adult to child ratio is high, normally one adult to two children.
· Named children are assigned to individual staff to ensure each child is individually supervised and to ensure no child gets lost and that there is no unauthorised access to children.
· Outings are recorded in an outings record book stating:
· the date and item of outing
· the venue and mode of transport
· names of staff assigned to named children
· time of return
· Staff take a mobile phone on outings, and supplies of tissues, wipes, pants etc as well as a mini first aid pack, a snack and water. The amount of equipment will vary and be consistent with the venue and the number of children as well as how long they will be out for.
· Records are kept of the vehicles used to transport children, with named drivers and appropriate insurance cover.
· A minimum of two staff should accompany children on outings and a minimum of two should remain behind with the rest of the children.



Missing Child
If a child is suspected of being lost within the setting or whilst out of setting the Missing policy and procedure will be followed. See separate policy.
Animals 
· Animals visiting the preschool are free from disease and safe to be with children, and do not pose a health risk.
· Our setting's pets are free from disease, safe to be with children, and do not pose a health risk.
· Children wash their hands after contact with animals.
· Outdoor footwear worn to visit farms are cleaned of mud and debris and should not be worn indoors.
Fire safety
· Fire doors are clearly marked, never obstructed and easily opened from inside.
· Smoke detectors/alarms and firefighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked as specified by the manufacturer.
· Our emergency evacuation procedures are approved by the Fire Safety Officer and are:
· clearly displayed in the premises;
· explained to new members of staff, volunteers and parents; and
· practised regularly at least once every six weeks.
· Records are kept of fire drills and the servicing of fire safety equipment.
First aid and medication
We aim to offer all staff first aid training as soon as possible within their employment. At least one member of staff with current first aid training is on the premises or on an outing at any one time. The first aid qualification is 12 hour paediatrics training.
Our first aid kit:
· complies with the Health and Safety (First Aid) Regulations 1981;
· is regularly checked by a designated member of staff and re-stocked as necessary;
· is easily accessible to adults; and
· is kept out of the reach of children.
At the time of admission to the preschool, parents' written permission for emergency medical advice or treatment is sought.  Parents sign and date their written approval.
Parents sign a consent form at registration allowing staff to take their child to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that parents have been informed and are on their way to the hospital.
Dealing with incidents
We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and Safety Executive:
· any accident to a member of staff requiring treatment by a general practitioner or hospital; and
· any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not cause an accident but could have done, such as a gas leak. 
· Any dangerous occurrence is recorded in our Incident Book. See below.
Information for reporting the incident to Health and Safety Officer is detailed in the Pre-school Learning Alliance's publication, Accident Record.
Our Incident Book
· We keep an incident book for recording incidents including those that that are reportable to the Health and Safety Executive as above.
· These incidents include:
· break in, burglary, theft of personal or the setting's property;
· fire, flood, gas leak or electrical failure;
· attack on member of staff or parent on the premises or near by;
· any racist incident involving a staff or family on the centre's premises;
· death of a child, and
· a terrorist attack, or threat of one.
· In the incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it - or if it was reported to the police, and if so a crime number. Any follow up, or insurance claim made, should also be recorded.
· In the unlikely event of a terrorist attack we follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety Policy will be followed and staff will take charge of their key children. The incident is recorded when the threat is averted.
· In the unlikely event of a child becoming critically ill the emergency services are called, and the advice of these services are followed.
· The incident book is not for recording issues of concern involving a child. This is recorded in the child's own file.
· If the administration of prescribed medication requires medical knowledge, individual training is provided for the relevant member of staff by a health professional.















Bar Hill Preschool CIO
HEALTHY EATING POLICY

We regard snack and meal times as an important part of our day. Eating represents a social time for children and adults, and helps children to learn about healthy eating. At snack we aim to provide nutritious food, which meets the children’s individual dietary needs.

1. DRINKS
1. 1	Children will have access to fresh drinking water by bringing their own named water bottles. These will be stored where children can access them independently at any time.
0. At snack time children will be offered a choice of milk or water to drink. A child who has an intolerance to milk may bring an alternative, e.g. rice milk.

2. REFRESHMENTS	
0. Each session will include a snack time, within the routine, where children sit down together in a small group to eat.  This is an opportunity to encourage confidence, social skills and appropriate meal-time behaviour.
0. Children will bring in own snack for the morning snack routine. Adults sit at each table to support.
0. In the afternoon Preschool provides two or three fruit/vegetables and a bread item that is prepared and offered to children at their tables.  Children canl take turns to help prepare the food to foster a sense of responsibility and self-esteem. 
0. Children will pour their own drinks to develop their self-confidence and motor skills. 
0. Children will be encouraged to eat and drink but not put under any pressure to consume foods they dislike.
0. Children will be introduced to alternative foods as part of topic work, particularly in relation to other countries and cultures; they will be encouraged to try a little of different foods.
0. Discussion about healthy foods and exercise and why they are important will be encouraged.
0. Food and drink will be served in appropriately sized plastic plates and cups; cutlery will be used as necessary.

3. ALLERGIES AND OTHER PARTICULAR DIETARY REQUIREMENTS
0. Parents will be asked to complete an allergy management plan regarding any allergies their child may have to food or drinks; or provide written confirmation of particular dietary requirements such as being vegetarian. 
0. All staff will be made aware of children’s allergies / dietary requirements and will need to read the allergy management plan’s completed for those children.
0. Basic information about children’s food allergies / dietary requirements will be recorded where it can be easily seen by the person preparing the food for snack time.
0. Particular attention will be paid to the needs of children with specific dietary requirements to ensure that they are not offered inappropriate foods.
0. When planning to offer or cook unusual foods the parents of children with particular requirements will be consulted to ensure that their needs are appropriately catered for.
0. If necessary, parents may provide suitable alternative food/drink for their child’s snack.
0. Food products knowingly containing nuts will not be given to any child.

4. FOOD STORAGE AND PREPARATION	
0. All perishable foods will be stored in a refrigerator.
0. Fridge temperatures are recorded twice a day.
0. All equipment used will be washed daily and items checked for cleanliness prior to use.
0. An insect net is in place at the kitchen window.

5. COOKING ACTIVITIES
0. Cooking and/or food preparation activities will be a regular part of curriculum activities to encourage children’s interest in and enjoyment of food.
0. Cooking activities are an opportunity to encourage appropriate hygiene practices and discussion about healthy eating. 

6. PACKED LUNCHES
0. Parents will be advised to put ice packs in lunch bags particularly in hot weather.
0. Parents will be asked not to include products containing nuts in their children’s lunch boxes in case of nut allergy or sensitivity in the other children present at lunch times.
0. Parents will be asked to clearly name their children’s lunch bags and any boxes contained within them.
0. Staff supervising lunch sessions  check lunch bags to ensure each child has the right lunch prior to them eating.
0. As we would like to encourage healthy eating we will recommend that parents do not provide food/drinks containing high levels of salt or sugar, fizzy drinks or sweets in children’s lunches.
0.  Children will be encouraged to eat their sandwiches and fruit first and treats afterwards.






INCLUSION POLICY FOR BAR HILL PRE SCHOOL
Inclusion is meant in the widest sense. It incorporates children and young people as well as the rights of parents/carers, students and all staff. It includes individuals with special educational needs and/or a disability, as well as those from minority ethnic groups; travellers; and any other diverse cultural groups. It also includes those with English as an additional language and children in public care. Those with specific needs; suffering from low self-esteem; or experiencing mental health difficulties are also included. It also incorporates the rights of the child and equal opportunities, as well as any other groups at risk of exclusion or social exclusion.
Aims
1. All children have a right of full access to Early years Education through the foundation stage curriculum.
2. All children have a right to expect to learn in a caring and considerate environment where all staff and the children are all valued for their contribution to pre-school life.
3. The Pre-School is committed to the early identification of children with special educational needs (SEN) and to adopting clear and open procedures which are outlined in this policy.
4. The Pre-School is committed to working closely with parents/carers who are fully involved in all decisions that affect their children’s education.
5. The Pre-School will provide, within available resources, the highest possible quality support and inclusion education for children with SEN.
6. To improve our knowledge and understanding of anti-discriminatory practice, promoting equality and valuing diversity; and make inclusion a thread that runs through all the activities of the setting.
 The legal framework for this policy is:
Race Relations Act 1976; 
Race Relations Amendment Act 2000;
Sex Discrimination act 1986;
Children’s Act 1989 & Children’s act 2006;
SEN code of practice 2014 
Purpose
1. To meet the individual needs of children in our preschool.
2. To ensure that Inclusion and Equal Opportunities are put into practice.
3. To raise quality and standards.
4. To recognise the rights of an individual child.
5. To encourage parents/carers to use the provision.
6. To increase awareness.


Special needs co-ordinator.
Since September 2001 it has been a requirement for all settings, who are registered for the nursery Education Grant, to appoint a named setting-based Special Needs Co-ordinator (SENCO). 
The role of the SENCO is:
1. To work with other members of staff to agree and implement the inclusion policy;
2. To coordinate the special educational needs provision within the setting
3. To offer support for parents
4. To support staff development and assist staff when making observations and assessments
5. To liaise with other agencies
6. To keep appropriate records 
7. To contact the area SENCO at an early stage for informal advice and support.
The designated SENCO are:
Katharine Edwards and Nicolina Jones
Methods
1. We ensure that our inclusive admissions practice ensures equality of access and opportunity.
2. We ensure that our physical environment is as far as possible suitable for children with disabilities.
3. We work closely with parents/carers of children with SEN/disabilities to create and maintain a positive partnership.
4. We ensure that parents are informed at all stages of the assessment, planning, provision and review of their children's education.
5. We provide parents with information on sources of independent advice and support.
6. We liaise with other professionals involved with children with SEN/disabilities and their families, including transfer arrangements to other settings and schools.
7. We use the graduated response system for identifying, assessing and responding to children's special educational needs.
8. We provide a broad and balanced curriculum for all children with SEN/disabilities.
9. We provide a differentiated curriculum to meet individual needs and abilities.
10. We use a system of planning, implementing, monitoring, evaluating and reviewing Individual educational plans (IEPs) for children with SEN/disabilities.
11. We ensure that children with SEN/disabilities are appropriately involved at all stages of the graduated response, taking into account their levels of ability.
12. We use a system for keeping records of the assessment, planning, provision and review for children with SEN/disabilities.
13. We provide resources (human and financial) to implement our SEN/disability policy.
14. We ensure the privacy of children with SEN/disabilities when intimate care is being provided.
15. We provide in-service training for practitioners and volunteers.
16. We raise awareness of any specialism the setting has to offer, e.g. Makaton trained staff.
17. We ensure the effectiveness of our SEN/disability provision by collecting information from a range of sources e.g. IEP reviews, staff and management meetings, parental and external agency's views, inspections and complaints. This information is collated, evaluated and reviewed annually.
18. We provide a complaints procedure.
Admissions
1. Our preschool is open to all members of the community.
2. We advertise our service widely.
3. We reflect the diversity of members of our society in our publicity and promotional materials.
4. We provide information in clear, concise language, whether in spoken, written form or Braille.
5. We provide information in as many languages as possible.
6. We base our admissions policy on a fair system.
7. We ensure that all parents/carers are made aware of our equal opportunities policy.
8. We do not discriminate against a child or their family, or prevent entry to our setting, on the basis of colour, ethnicity, religion or social background, such as being a member of a travelling community or an asylum seeker. 
9. We do not discriminate against a child with a disability or refuse a child entry to our preschool because of any disability.
10. We develop an action plan to ensure that people with disabilities can participate successfully in the services offered by the preschool and in the curriculum offered.
11. We take action against any discriminatory behaviour by staff or parents. Displaying of openly racist insignia, distribution of racist material, name calling, or threatening behaviour are unacceptable on or around the premises and will be dealt with in the strongest manner.
Employment
1. Posts are advertised and all applicants are judged against explicit and fair criteria.
2. Applicants are welcome from all backgrounds and posts are open to all.
3. We may use the exemption clauses of the Race Relations Act and the Sex Discrimination Act where this is necessary to enable the service to best meet the needs of the community.
4. The applicant who best meets the criteria is offered the post, subject to references and checks by the DBS.. This ensures fairness in the selection process.
5. All job descriptions include a commitment to equality and diversity as part of their specifications.
6. We monitor our application process to ensure that it is fair and accessible.
Training
We seek out training opportunities for staff and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish.
We review our practices to ensure that we are fully implementing our policy for equality, diversity and inclusion.
Curriculum
The curriculum offered in the setting encourages children to develop positive attitudes about themselves as well as to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking.
We do this by:
1. making children feel valued and good about themselves;
2. ensuring that children have equality of access to learning;
3. recognising the different learning styles of girls and boys, making appropriate provision within the curriculum to ensure each child receives the widest possible opportunity to develop their skills and abilities;
4. Positively reflecting the widest possible range of communities in the choice of resources;
5. avoiding stereotypes or derogatory images in the selection of books or other visual materials;
6. Celebrating a wide range of festivals and cultures;
7. Creating an environment of mutual respect and tolerance;
8. Helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable;
9. Ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities;
10. Ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning; and
11. Ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages.
Valuing diversity in families
1. We welcome the diversity of family lifestyles and work with all families.
2. We encourage children to contribute stories of their everyday life to the setting.
3. We encourage parents/carers to take part in the life of the setting and to contribute fully.
4. For families who speak languages in addition to English, we will develop means to ensure their full inclusion.
5. We offer a flexible payment system for families of differing means and offer information regarding sources of financial support.
Food
We work in partnership with parents/carers to ensure that the medical, cultural and dietary needs of children are met.
We help children to learn about a range of food, and of cultural approaches to mealtimes and eating, and to respect the differences among them.
Meetings
Meetings are arranged to ensure that all families who wish to may be involved in the running of the setting.
Information about meetings is communicated in a variety of ways – written and verbal.
Transition into school
Pre-School has a close relationship with the primary school. Meetings are arranged throughout the term as well as when children transfer.
Complaints procedure:
We provide a complaints procedure, please see separate policy for more information.





INFORMATION SHARING PROCEDURE
As part of the Statutory Framework for the Early Years Foundation Stage we require your permission to share certain information about your child’s developmental progress with additional childcare providers your child attends. These could be Childminders, nurseries and/or pre-schools. 
The information we would share with a childminder would be:
1. Day to day feedback on your child’s session
2. Sharing your child’s developmental next steps and progress through the Early Years Foundation Stage.
3. Signing accident / incident advisory forms that have occurred at Bar Hill pre-School. 
The information we would share with a pre-school / nursery would be:
1. Sharing your child’s developmental next steps and progress through the Early Years Foundation Stage. 
In the case of medication administration we must have written permission from the parent/ carer to administer the medicine. Please see our separate policy on the administration of medicine for further information.
You may request details from the Manager about any information shared with the care providers and discuss with the Manager any concerns you may have.


Key Person Policy

“Each child must be assigned a key person.  Their role is to ensure that every child’s care is tailored to meet their individual needs, to help the child become familiar with the setting, offer a settled relationship for the child and build a relationship with their parents.”
The early Years Foundation Stage, 2012

Children learn to be strong and independent through positive relationships which are:
· Warm and loving, and foster a sense of belonging
· Sensitive and responsive to the children’s needs, feelings and interests
· Supportive of the children’s own efforts and independence
· Consistent in setting clear boundaries
· Stimulating
· Built on a key person relationship in early years settings

We believe that children settle best when they have a key person to relate to, who knows them and their parents well, and who can meet their individual needs.

We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with staff.  We also want parents to have confidence in both their children’s well-being and their role as active partners with the setting.  We aim to make the setting a welcoming place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families.

The key person role is set out in the Welfare Requirements of the Early Years Foundation Stage.  Each setting must offer a key person for each child.  We will use the following procedure to achieve this:
· We allocate a key person before the child starts
· The key person will be responsible for the induction of the family and for settling the child into our setting
· The key person offers unconditional regard for the child and is non-judgmental
· The key person works with the parents/carers to ensure that the setting provides for the child’s well-being, care and learning
· The key person acts as the key contact for the parents/carers and, with prior permission from the parents/carers, will make links with other carers involved with the child, such as a childminder, and co-ordinates the sharing of appropriate information about eh child’s development with those carers.
· The key person is responsible for developmental records and for sharing information on a regular basis with the child’s parents/carers to keep those records up-to-date, reflecting the full picture of the child in our setting and at home
· The key person is responsible for setting next steps which will enhance and develop the children’s learning
· The key person is responsible for providing activities which are focused on the children’s interests that will extend and develop the children’s learning
· The key person is also responsible for feeding information about the child’s next steps for development into the planning team and processes within the setting
· The key person will endeavour to make themselves available for parents/carers to discuss their child’s progress regularly



Lockdown policy

Policy statement
At Bar Hill Pre-school CIO, we recognise the potentially serious risks to children, staff and visitors in emergency or harmful situations. Lockdown procedures should be seen as a sensible and proportionate response to any external or internal incident which has the potential to pose a threat to the safety of children and staff (including volunteers and visitors) in the pre-school. Our procedures aim to minimise disruption to the learning environment whilst ensuring the safety of all children and staff. A lockdown may take place where there is a perceived risk of threat to the pre-school, our staff, children, visitors or property, including:
- An intruder on the pre-school site;
- A reported incident/civil disturbance in the local community with the potential to pose a risk to children and/or staff;
- A warning being received regarding a risk locally of air pollution (smoke plume, gas cloud etc);
- A major fire in the vicinity of the pre-school;
- The close proximity of a dangerous dog roaming loose.
Lockdown procedures will be practised from time to time so that staff are familiar with them.


Lockdown procedure

Partial lockdown
Alert to staff: 'Partial Lockdown'
This may be as a result of a reported incident/civil disturbance in the local community with the potential to pose a risk to staff and children in the Preschool. It may also be as a result of a warning being received regarding the risk of air pollution, etc.
Immediate action:
The whistle will be blown as 3 short bursts as opposed to fire drill of 1 long burst.
- The pre-school manager/deputy will inform all members of staff of the partial lockdown;
- All children and staff outdoors will be brought inside;
- Staff and children to stay in the building;
- Staff members secure all external doors and windows;
- Head count of children and register taken;
- Free movement may be permitted within the building dependent upon circumstances;
- The chair of the management committee and members of staff expected at the setting will be informed of the situation;
- If the partial lockdown persists, parents/carers of children in session will be informed as soon as possible;
- Arrangements for collecting children will depend on the situation and will be relayed to parents/carers by our staff team.
All situations are different; once all staff and children are safely inside, the Pre-school manager or her deputy will conduct an ongoing and dynamic risk assessment based on advice from the emergency services. This can then be communicated to staff and children. Partial lockdown is a precautionary measure but puts the pre-school in a state of readiness (whilst retaining a degree of normality) should the situation escalate. Emergency services will advise as to the best course of action in respect of the prevailing threat.







Full lockdown
Alert to staff: ‘Full lockdown’
This signifies an immediate threat to the pre-school and may be an escalation of a partial lockdown.
Immediate action:
The whistle will be blown as 3 short bursts as opposed to fire drill of 1 long burst.
- The pre-school manager/deputy will inform all members of staff of the full lockdown;
- The pre-school manager/deputy will call 999 for assistance;
- All children and staff will be brought inside;
- All staff and children to stay in the building;
- Staff members secure all external doors and internal doors, secure all windows, and draw the blinds;
- Children sit quietly out of sight in the main room, kept calm by staff members;
- Designated staff member to collect medical box, register, and mobile phone;
- Head count of children and register taken;
- The chair of the management committee and members of staff expected at the setting will be informed of the situation;
- At no time will staff attempt to physically remove an unwanted visitor;
- Parents of children in session will be informed as soon as practical.
The pre-school will remain in lockdown until the lockdown has been lifted by the pre-school manager or her deputy, or by the emergency services. It will not be possible to collect children from the pre-school during full lockdown.
After any emergency situation at pre-school, the pre-school manager and management committee will attempt to encourage all staff, families and volunteers that may have been affected by the emergency to get in contact with relevant support agencies and Ofsted will be advised of incident as required.
Should evacuation of the pre-school be required, our emergency evacuation procedure will be followed.





























Looked after children policy

Policy statement

Early years settings are committed to providing quality provision based on equality of opportunity for all children and their families. All staff in our provision are committed to doing all they can to enable ‘looked after’ children in their care to achieve and reach their full potential.

Children become ‘looked after’ if they have either been taken into care by the local authority, or have been accommodated by the local authority (a voluntary care arrangement). Most looked after children will be living in foster homes, but a smaller number may be in a children’s home, living with a relative or even placed back home with their natural parent(s).

We recognise that children who are being looked after have often experienced traumatic situations; physical, emotional or sexual abuse or neglect. However, we also recognise that not all looked after children have experienced abuse and that there are a range of reasons for children to be taken in to the care of the local authority. Whatever the reason, a child’s separation from their home and family signifies a disruption in their lives that has an impact on their emotional well-being. Most local authorities do not place children under five with foster carers who work outside the home; however, there are instances when this does occur or where the child has been placed with another family member who works. 

We place emphasis on promoting children’s right to be strong, resilient and listened to. Our policy and practice guidelines for looked after children are based on two important concepts, attachment and resilience. The basis of this is to promote secure attachments in children’s lives, as the foundation for resilience. These aspects of well-being underpin the child’s responsiveness to learning and enable the development of positive dispositions for learning. For young children to get the most out of educational opportunities they need to be settled enough with their carer to be able to cope with further separation, a new environment and new expectations made upon them.
Principles
· The term ‘looked after child’ denotes a child’s current legal status; this term is never used to categorise a child as standing out from others. .
· In exceptional circumstances, we offer places to two-year-old children who are in care. In such cases, the child should have been with the foster carer for at least two months and show signs of having formed a secure attachment to the carer, and the placement in the setting will last a minimum of three months.
· We offer places for funded three and four-year-olds who are in care to ensure they receive their entitlement to early education. We expect that the placement in the setting will last a minimum of six weeks.
· We will always offer ‘stay and play’ provision for a child who is two to five years old who is still settling with their foster carer, or who is only temporarily being looked after.
· Where a child who normally attends our setting is taken into care and is cared for by a local foster carer, we will continue to offer the placement for the child.
Procedures
· The designated person for looked after children is the designated child protection co-ordinator.
· Every child is allocated a key person before they start and this is no different for a looked after child. The designated person ensures the key person has the information, support and training necessary to meet the looked after child’s needs.
· The designated person and the key person liaise with agencies, professionals and practitioners involved with the child and his or her family and ensure that appropriate information is gained and shared.
· The setting recognises the role of the local authority children’s social care department as the child’s ‘corporate parent’ and the key agency in determining what takes place with the child. Nothing changes, especially with regard to the birth parent’s or foster carer’s role in relation to the setting, without prior discussion and agreement with the child’s social worker.
· At the start of a placement there is a professionals meeting to determine the objectives of the placement and draw up a care plan that incorporates the child’s learning needs. This plan is reviewed after two weeks, six weeks and three months. Thereafter at three to six monthly intervals.
· The care plan needs to consider issues for the child such as:
· their emotional needs and how they are to be met;
· how any emotional issues and problems that affect behaviour are to be managed;
· their sense of self, culture, language(s) and identity – and how this is to be supported;
· their need for sociability and friendship;
· their interests and abilities and possible learning journey pathway; and
· how any special needs will be supported.
· In addition the care plan will also consider:
· how information will be shared with the foster carer and local authority (as the ‘corporate parent’) as well as what information is shared with whom and how it will be recorded and stored;
· what contact the child has with his/her birth parent(s) and what arrangements will be in place for supervised contact. If this is to be at the setting, when, where and what form the contact will take will be discussed and agreed;
· what written reporting is required;
· wherever possible, and where the plan is for the child’s return home, the birth parent(s) should be involved in planning; and
· with the social worker’s agreement, and as part of the plan, the birth parent(s) should be involved in the setting’s activities that include parents, such as outings and fun-days etc alongside the foster carer.
· The settling-in process for the child is agreed. It should be the same as for any other child, with the foster carer taking the place of the parent, unless otherwise agreed. It is even more important that the ‘proximity’ stage is followed until it is visible that the child has formed a sufficient relationship with his or her key person for them to act as a ‘secure base’ to allow the gradual separation from the foster carer. This process may take longer in some cases, so time needs to be allowed for it to take place without causing further distress or anxiety to the child.
· In the first two weeks after settling-in, the child’s well-being is the focus of observation, their sociability and their ability to manage their feelings with or without support.
· Further observations about communication, interests and abilities will be noted to firm a picture of the whole child in relation to the Early Years Foundation Stage prime and specific areas of learning and development.
· Concerns about the child will be noted in the child’s file and discussed with the foster carer.
· If the concerns are about the foster carer’s treatment of the child, or if abuse is suspected, these are recorded in the child’s file and reported to the child’s social care worker according to the setting’s safeguarding children procedure.
· Regular contact should be maintained with the social worker through planned meetings that will include the foster carer.
· The transition to school will be handled sensitively. The designated person and/or the child’s key person will liaise with the school, passing on relevant information and documentation with the agreement of the looked after child’s birth parents.

Further guidance

· Guidance on the Education of Children and Young People in Public Care (DfEE 2000)
· Who Does What: How Social Workers and Carers can Support the Education of Looked After Children (DfES 2005)

MISSING CHILD POLICY
In the event of a child becoming lost while in the care of Bar Hill Pre-School CIO, we will put into practice the following procedures. These will ensure that a systematic approach to find the child is taken and consideration is given to the levels of risk to the child. 
Aim
In the event that a child is lost, we will ensure that a search is made for the child as soon as possible; parents and the authorities are notified at the appropriate stage, and a high level of care is maintained for other children at the pre-school while procedures are followed. 
Staff in charge of implementing procedure:
Michelle Eeles
Sarah Stepney. 
Method
1. We will check the register to confirm that the child came to pre-school. A quick search will take place of the playroom, all toilets, kitchen and offices. 
2. Staff will then search the enclosed garden area and check the gate is secure. 
3. Providing the gate was secure, all available staff will thoroughly search the inside areas again. 
4. If the gate was found to be unlocked the search will be extended to include the village hall (if open), the car park and the village green surrounding the preschool.
5. If the child is still not found the staff member in charge of procedure will complete a ‘missing child form’ and contact the police to report the situation and follow their advice. 
6. The staff member will then contact the parent / carer to report the situation. If the child lives in bar hill we will ask the parent / carer to walk to pre-school using their usual route. 
7. All available staff will continue searching the area around the village hall. 
8. When the parent / carer arrives at the preschool and the child is still lost we will then ask the parent / carer to return home and wait in case the child manages to make their way home. 
9. We will make sure that the telephone line to the preschool remains free as possible so that messages are not delayed. 
10. The pre-school activities for the remaining children will continue as normal and staff not involved in the search will give the children the proper attention including taking the register to confirm all other children are accounted for. 
Lost child while the setting is on an outing within Bar Hill:
1. As soon as it is noticed that the child is missing, the person in charge will instruct all children to stand with their designated adult and a headcount taken to ensure all other children are accounted for. 
2. An adult will make a search of the immediate area. If the child is not found, the person in charge will establish the relevant details and then to contact the police and parents. Any off duty staff are to be called in to help with the search. 
3. Remaining children will be taken back to the preschool by staff not involved in the search and continue as normally as possible. Whilst the person in charge will remain at the site where lost child was noticed and will be the main contact for the parents and police until the child is found. 



Lost child while on an outing taking place outside Bar Hill
1. As soon as it is noticed that the child is missing, the person in charge will instruct all children to stand with their designated adult and a headcount taken to ensure all other children are accounted for. 
2. An adult will make a search of the immediate area,
3. If the child is not found, the person in charge will establish the relevant details and then alert venue staff of situation and request help with the search. 
4. the person in charge will then contact the police and parents / carers of the missing child, and request that parent / carer make their way to the venue. 
5. The remaining children are to be taken to a safe place to wait while the searches are made for the missing child. 
6. The person in charge will remain at the site where lost child was noticed and will be the main contact for the parents and police until the child is found. 

A full report will be made after the incident and logged and relevant parties informed of the outcomes. 

A conclusion is drawn as to how the breach of security happened. 
 If the incident warrants a police investigation all staff co-operate fully. In this case, the police will handle all aspects of the investigation, including interviewing staff. Social Services may be involved if it seems likely that there is a child protection issue to address. 
 The incident is reported to the Health and Safety Executive under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences) arrangements and recorded in the incident book if any injury; the local authority health and safety officer may want to investigate and will decide if there is a case for prosecution. 
 OFSTED is informed 
 The insurance Department at the EYA is informed. 























No-smoking

Policy statement

We comply with health and safety regulations and the Safeguarding and Welfare Requirements of the Early Years Foundation Stage in making our setting a no-smoking environment - both indoors and outdoors.

Procedures

· All staff, parents and volunteers are made aware of our No-smoking Policy..
· The No-smoking Policy is stated in our information for parents.
· We actively encourage no-smoking by having information for parents and staff about where to get help to stop smoking if they are seeking this information.
· Staff who smoke do not do so during working hours, unless on a break and off the premises.
· Staff who smoke during their break make every effort to reduce the effect of the odour and lingering effects of passive smoking for children and colleagues.

Legal framework

· The Smoke-free (Premises and Enforcement) Regulations (2006)
















NON COLLECTION OF CHILD POLICY
In the event that a child is not collected by an authorised adult at the end of a session/day, the preschool puts into practice agreed procedures. These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child.
Aim
In the event that a child is not collected by an authorised adult, we will ensure that the child receives a high standard of care in order to cause as little distress as possible. We inform the parents / carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children will be properly cared for. 
Method
1. Parents / carers of children starting at the preschool are asked to provide specific information which is recorded on our registration form including:
· Home address and telephone number, mobile telephone number (if applicable)
· If parents do not have a telephone, an alternative number must be given, perhaps a neighbour or close relative. 
· Place of work, address and telephone number (if applicable)
· Names, addresses, telephone numbers and signatures of adults who are authorised by the parents to collect their child from the setting, for example childminder, grandparent.
· Information about any person who does not have legal access to the child
·  Information on who has parental responsibility for the child. 
2. On occasions when parents / carers are aware that they will not be at home or in their usual place of work, we record how they can be contacted in our communication book. 
3. On occasions when parents / carers or the persons normally authorised to collect the child are not able to do so, we record the name, address and telephone number of the person who will be collecting their child in our collection book. We agree with parents how to verify the identity of the person collecting their child; usually with an agreed password.
4. Parents / carers are informed that if they are not able to collect the child as planned, they must inform us so that we can begin to take back up procedures. 
5. We provide parents with our contact telephone numbers. 
6. We inform parents that, in the event that their child is not collected from the preschool by an authorised adult and the staff can no longer supervise the child on our premises, we apply our safeguarding procedures as set out on our safeguarding and child welfare policy. 
7. If a child is not collected at the end of the session/day, we follow the procedure as outlined below. 
8. We reserve the right to charge for staffing costs due to none / or late collection. 


NON COLLECTION OF CHILD PROCEDURE
If a child is not collected at the end of the day/session, we will implement the following procedure:
1. The staff members will reassure the child and set out an activity for the child to participate in.
2. After 10 minutes the staff communication book will be checked for any information about changes to the child’s normal routine.
3. If no information can be found, parent/carers will be contacted at home and work, then mobile numbers provided will be contacted.
4. If this is unsuccessful, the staff members will contact all adults who are authorised by the parent/carer to collect the child from pre-school as stated on the child’s registration form and information in the authorised adult file.
5. The child will remain in the care of Bar Hill Pre-School with two members of staff until safely collected.
6. The child will not leave the premises of Bar Hill Pre-School with any other adult than those stated on the authorised adults form.
7. If no one collects the child or the two members of staff are no longer available to care for the child we will contact one or more of the following:

· Cambridge children’s social care services on 0345 045 5203
· The Local Safeguarding Children’s Board on 01480 373522 and,
· OFSTED on  0300 123 1231
8. A full written report of the incident will be completed and signed by two members of staff.
9. Parent/Carers will be charged for any additional hours worked by the two staff members.



PARENTAL INVOLVEMENT POLICY
We believe that children benefit most from early year’s education and care when parents / carers and work together in partnership. 
Aim
Our aim is to support parents / carers as their child’s first and most important educators by involving them in their child’s education and in the full life of the setting. We also aim to support parents / carers in their own continuing education and personal development. 
Method
In order to fulfil our aims we:
1. Are committed to ongoing dialogue with parents / carers to improve our knowledge of the needs of their children and to support their families. 
2. Inform all parents  / carers about how the setting is run and its policies through access to written information and thorough regular informal communication. 
3. Check to ensure parents / carers understand the information that is given to them.
4. Encourage and support parents / carers to play an active part in the governance and management of the preschool.
5. Inform all parents / carers on a regular basis about their child’s progress.
6. Involve parents / carers in the shared record keeping about their children – ether formally or informally – and ensure parents / carers have access to their child’s written and photographic developmental records.
7. Provide opportunities for parents / carers to contribute their own skills, knowledge and interests to the activities of the preschool. 
8. Inform parents / carers about relevant conferences, workshops and training.
9. Consult with parents / carers about times of meetings to avoid excluding anyone. 
10. Provide information about opportunities to be involved in the setting in ways that are accessible to parents / carers with basic skills needs, or those with English as an additional language.
11. Hold meetings in venues that are accessible and appropriate for all.
12. Welcome the contributions of parents / carers in whatever form these may take
13. Inform all parents / carers of the systems for registering queries, complaints or suggestions and check to ensure these are understood. All parents have written access to our complaints policy. 
14. provide opportunities for  parents / carers to learn about the curriculum on offer in the preschool and about young children’s learning both in the preschool and at home. 
In compliance with the Statutory Framework for the Early Year’s Foundation Stage the following documentation is in place:
· Admissions policy
· Complaints procedure
· Record of complaints
· Record of activities provided for children



Bar Hill Preschool CIO privacy notice for families

The categories of child information that we collect, hold and share include :

· Personal information (such as name, date of birth and address)
· Parents information (such as name, address, phone and email details including emergency contacts of family members)
· Characteristics (such as ethnicity, language, nationality, country of birth, religion and free funding eligibility)
· Attendance information (such as sessions attended, number of absences and absence reasons)
· Relevant medical information
· Assessment information
· Information about any special educational need

Why we collect and use this information
We use the data
· To support the child’s learning and development
· To monitor and report on the child’s progress, both internally and to Cambridge County Council
· To provide appropriate personal hygiene care
· To assess the quality of our services
· To comply with the law regarding data sharing
· To comply with the requirements of the Early Years foundation Stage Statutory framework (2017)
· Email address is used to keep you updated of news and upcoming events

The lawful basis on which we use this information
We collect and use child information under the Early Years Foundation Stage Statutory Framework (2017), the Data protection Act (1996) and the GDPR (2018).

Collecting child information
Whilst the majority of child information you provide us is mandatory, some of it is provided to us on a voluntary basis. In order to comply with the General Data Protection Regulation, we will inform you whether you are required to provide certain information to us or if you have a choice in this.

Storing child data
We hold child data up to child is 21 years old, to allow for claims against our Public Liability Insurance. After that records are shredded and destroyed.

Who we share child information with
We routinely share child information with:
· Other settings that the children attend 
· Schools when they transfer at school entry age
· local authority Cambridge County Council
· The Department for Education (DfE)
· The Cambridgeshire Multi-Agency safeguarding Hub


Why we share children’s information
We do not share information about our children with anyone without consent unless the law and our policies allow us to do so.

Requesting access to your personal data
Under data protection legislation, children and parents have the right to request access to information about them we hold. To make a request for your personal information, or be given access to your child’s educational record contact the settings manager or deputy.
You also have the right to:
· Object to processing of personal data that is likely to cause, or is causing, damage or distress
· Prevent processing for the purpose of direct marketing
· Object for decisions being taken by automated means
· In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed: and
· Claim compensation for damages caused by breach of the Data Protection regulations
If you have a concern about the way we are collecting or using your personal data, we request that you raise your concern with us in the first instance. Alternatively, you can contact the Information Commissioner’s office at https://ico.org.uk/concerns/


































Recording and reporting of accidents and incidents policy

Policy statement

We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) for the reporting of accidents and incidents. Child protection matters or behavioural incidents between children are not regarded as incidents and there are separate procedures for this.

Procedures

Our accident book:
· is kept in a safe and secure place;
· is accessible to our staff and volunteers, who all know how to complete it; and
· is reviewed at least half termly to identify any potential or actual hazards.

Reporting accidents and incidents
· Ofsted is notified as soon as possible, but at least within 14 days, of any instances which involve:
· food poisoning affecting two or more children looked after on our premises;
· a serious accident or injury to, or serious illness of, a child in our care and the action we take in response; and
· the death of a child in our care.
· Local child protection agencies are informed of any serious accident or injury to a child, or the death of any child, while in our care and we act on any advice given by those agencies.
· Any food poisoning affecting two or more children or adults on our premises is reported to the local Environmental Health Department.
· We meet our legal requirements in respect of the safety of our employees and the public by complying with RIDDOR. We report to the Health and Safety Executive (HSE):
· Any work-related accident leading to an injury to a member of the public (child or adult), for which they are taken directly to hospital for treatment.
· Any work-related accident leading to a specified injury to one of our employees. Specified injuries include injuries such as fractured bones, the loss of consciousness due to a head injury, serious burns or amputations.
· Any work-related accident leading to an injury to one of our employees which results in them being unable to work for seven consecutive days. All work-related injuries that lead to one of our employees being incapacitated for three or more days are recorded in our accident book.
· When one of our employees suffers from a reportable occupational disease or illness as specified by the HSE.
· Any death, of a child or adult, that occurs in connection with a work-related accident.
· Any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not cause an accident, but could have done; such as a gas leak.
· Information for reporting incidents to the Health and Safety Executive is provided in the Pre-school Learning Alliance's Accident Record publication. Any dangerous occurrence is recorded in our incident book (see below).

Incident book
· We have ready access to telephone numbers for emergency services, including the local police. Where we are responsible for the premises we have contact numbers for the gas and electricity emergency services, and a carpenter and plumber. Where we rent premises we ensure we have access to the person responsible and that there is a shared procedure for dealing with emergencies.
· We ensure that our staff and volunteers carry out all health and safety procedures to minimise risk and that they know what to do in an emergency.
· On discovery of an incident, we report it to the appropriate emergency services – fire, police, ambulance – if those services are needed.
· If an incident occurs before any children arrive, our manager risk assesses this situation and decides if the premises are safe to receive children. Our manager may decide to offer a limited service or to close the setting.
· Where an incident occurs whilst the children are in our care and it is necessary to evacuate the premises/area, we follow the procedures in our Fire Safety and Emergency Evacuation Policy or, when on an outing, the procedures identified in the risk assessment for the outing.
· If a crime may have been committed, we ask all adults witness to the incident make a witness statement including the date and time of the incident, what they saw or heard, what they did about it and their full name and signature.
· We keep an incident book for recording major incidents, including some of those that that are reportable to the Health and Safety Executive as above.
· These incidents include:
· a break in, burglary, or theft of personal or our setting's property;
· an intruder gaining unauthorised access to our premises;
· a fire, flood, gas leak or electrical failure;
· an attack on an adult or child on our premises or nearby;
· any racist incident involving families or our staff on the setting's premises;
· a notifiable disease or illness, or an outbreak of food poisoning affecting two or more children looked after on our premises;
· the death of a child or adult; and
· a terrorist attack, or threat of one.
· In the incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it or if it was reported to the police, and if so a crime number. Any follow up, or insurance claim made, is also recorded.
· In the event of a terrorist attack, we follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety and Emergency Evacuation Policy will be followed and our staff will take charge of their key children. The incident is recorded when the threat is averted.
· In the unlikely event of a child dying on our premises, through cot death in the case of a baby for example, the emergency services are called and the advice of these services are followed.
· The incident book is not for recording issues of concern involving a child. This is recorded in the child's own file.

Legal framework
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (As Amended)

Further guidance

RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor














Safer recruitment policy

Sarah Stepney, our Pre-School Manager, is responsible for ensuring a safe and fair recruitment process for the Pre-school. She attended a course in "Safer Recruitment" to ensure that our recruitment and selection practices reflect our commitment to safeguarding and promoting the welfare of children, in April 2015 and updated her course in 2021.
Kate Da Costa, chairperson also complete a safer recruitment course in 2022.
If we are not currently recruiting you are welcome to send the manager your details and she will keep them on file for six months in case the situation should change. She would then be able to contact you and send you a full application pack if a position should arise.
 Application Pack

This will contain full details of the position available including hours, salary, job description and person specification. Before applying for a position with us you are welcome to come and visit and we can show you around and answer any questions you may have. Please call or e-mail to arrange this.

Employment History

You will need to detail a full employment history in chronological order since leaving secondary education. Please include periods of any post-secondary education / training, part-time and voluntary work as well as full time employment, with start and end dates.

Please provide explanations for periods not in employment or education / training and reasons for leaving employment. Please expect that all details, dates and reasons could be checked.

References

We always request references from the people you have named on your application form. 
We ask for two professional references and one of these must be from your current or most recent employer. If you are not currently working with children but have done so in the past it is important that a reference is obtained from the employer by whom you were most recently employed working with children.

References will not be accepted from relatives or people writing solely in the capacity of friends.

We may ask you if we can contact other organisations that you have listed in your employment history.

Self-declaration

Because positions at Pre-school involve working with children, they are exempt from the Rehabilitation of Offenders Act 1974. As such you are required to declare all convictions including spent convictions. We give you the opportunity to share information at an early stage so that we can discuss and consider it. This information will not be used to shortlist candidates and we will be fair when we consider if it is relevant to the job.






First Interview

A formal interview will take place with the Pre-school Manager and a selection of committee members. 

Second Interview

Short-listed candidates will be invited in during a Pre-school session so they can be observed with the children by at least two senior members of staff.

Candidates will need to bring the following documents to the second interview:
1. ID - passport, driving licence, full original birth certificate (if these documents are not available then you will need to contact the Pre-school Manager to discuss alternatives)
2. Qualification certificates

Disclosure and Barring Service (DBS)

If your application is successful you will be required to apply for an enhanced disclosure with the DBS. You will receive more information about this with the disclosure form. This will need to be registered with the update service.

Racial Equality in Employment

Bar Hill Pre-school are fully aware that the population of the UK is ethnically diverse. The Pre-school will comply at all times with section 4 of the 1976 Act, and section 6 of the 1997 Order which states that it is unlawful to discriminate in employment practices on racial grounds or by gender.


















SETTLING IN POLICY
We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with staff. We want parents/carers to have confidence in both their children's wellbeing and their role as active partners with the preschool.
Aim
We aim to make the preschool a welcoming place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families.
Methods
1. Before a child starts to attend the preschool, we use a variety of ways to provide his/her parents with information. These include written information (including our prospectus and policies), displays about activities available within the preschool, information days and evenings and individual meetings with parents.
2. During the half-term before a child is enrolled, we provide opportunities for the child and his/her parents to visit the preschool.
3. We allocate a key person/buddy to each child and his/her family before she/he starts to attend; the key person/buddy welcomes and looks after the child and his/her parents at the child's first session and during the settling-in process.
4. We may offer a home visit by the person who will be the child's key person/ buddy, to ensure all relevant information about the child can be made known.
5. We use pre-start visits and the first session at which a child attends to explain and complete with his/her parents the child's registration records.
6. When a child starts to attend, we explain the process of settling-in with his/her parents/carers and jointly decide on the best way to help the child to settle into the preschool.
7. We have an expectation that the parent, carer or close relative, may stay for part of the session during the first weeks, gradually taking time away from their child, increasing this as and when the child is able to cope.
8. Younger children may take longer to settle in; children who have not previously spent time away from home may take time to settle. Children who have had a period of absence may also need their parent to be on hand to re-settle them.
9. We judge a child to be settled when they have formed a relationship with their key Person/buddy and when the child is also familiar with where things are and is pleased to see other children and participate in activities.
10. When parents/ carers leave, we ask them to say goodbye to their child and explain that they will be coming back, and when.
11. We recognise that some children will settle more readily than others but that some children who appear to settle rapidly are not ready to be left, so we expect that the parent will honour the commitment to stay for at least the part of the session.
12. We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a child's distress will prevent them from learning and gaining the best from preschool.
13. We reserve the right not to accept a child into the preschool without a parent or carer if the child finds it distressing to be left. This is especially the case with very young children.
14. Within the first four to six weeks of starting we discuss and work with the child's parents to create their child's record of achievement.

SPECIAL EDUCATIONAL NEEDS / DISABILITY POLICY
We provide an environment in which all children are supported to reach their full potential.
Aims
 We include all children in our provision and provide practitioners to help support parents / carers and children with special educational needs (SEND) / disabilities. We identify the specific needs of children with SEND / disabilities and meet those needs through a range of strategies. We work in partnership with parents / carers and other agencies in meeting individual children’s needs. 
Methods
1. We designate a member of staff to be the special educational needs coordinator (SENCO). The SENCO for the preschool is Katharine Edwards and Nicolina Jones
2. We provide a statement showing how we provide for children with SEND / disabilities. 
3. We ensure that the provision for children with SEND / disabilities is the responsibility of all members of the preschool and provide in-service training for practitioners and volunteers.
4. We ensure that our inclusive admissions practice ensures equality of access and opportunity. 
5. We ensure that our physical environment is as far as possible suitable for children with disabilities.
6. We work closely with parents / carers of children with SEND / disabilities to create and maintain a positive partnership. 
7. We ensure that parents / carers are informed at all stages of the assessment, planning, provision and review of their children’s education. 
8. We provide parents / carers with information on sources of independent advice and support.
9. We liaise with other professionals involved with children with SEND / disabilities and their families, including transfer arrangements to other settings and schools. 
10. We use the graduated response system for identifying, assessing and responding to children’s special educational needs. 
11. We provide a broad and balanced curriculum for all children with SEND / disabilities to meet their individual needs and abilities.
12. We use a system of planning, implementing, monitoring, evaluating and reviewing individual child plans (ICPs) for children with SEND / disabilities. 
13. We ensure that children with SEND / disabilities are appropriately involved at all stages of the graduated response, taking into account their levels of ability.
14. We use a system for keeping records of assessment, planning, provision and review for children with SEND / disabilities. 
15. We provide resources (human and financial) to implement our SEND / disability policy.
16. We ensure the privacy of children with SEND / disabilities when intimate care is being provided. 
17. We raise awareness of any specialism the setting has to offer. 
18. We ensure the effectiveness of our SEND / disability provision by collecting information from a range of sources e.g. ICP reviews, staff and management meetings, parental and external agency’s reviews, inspection and complaints. This information is collated, evaluated and reviewed annually.


STAFFING AND EMPLOYMENT POLICY
We provide a staffing ratio in line with the requirements of the Statutory Framework for the Early Years Foundation Stage to ensure that children have sufficient individual attention and to guarantee care and education of a high quality. Our staff are appropriately qualified and we carry out checks for criminal and other records through the Disclosing and Barring Service in accordance with statutory requirements.
Aims
To ensure that children below school age and their parents are offered high quality early years care and education.
Methods
1. To meet this aim we use the following ratios of adult to child:
· Children aged two years of age: 			1 adult: 4 children; 
· Children aged three - four years of age: 	             1 adult: 8 children.
2. A minimum of two staff/adults are on duty at any one time at the premises.
3. We use a key person/buddy system to ensure that each child has a named member of staff with whom to form a relationship and who plans with parents for the child's well-being and development in the preschool. The key person meets regularly with the family for discussion and consultation on their child's progress.
4. We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time.
5. We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection.
6. All staff have job descriptions which set out their staff roles and responsibilities.
7. We welcome applications from all sections of the community. Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation. Applicants will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable.
8. Our leader’s and deputy’s hold the CACHE level 3 Diploma in Pre-school Practice or an equivalent qualification and a minimum of half of our staff hold the CACHE level 2 Certificate in Pre-school Practice, Early years educator or an equivalent or higher qualification.
9. We provide regular in-service training to all staff - whether paid staff or volunteers - through the Early Years and Childcare Service and external agencies.
10. Our preschool budget allocates resources to training.
11. We provide staff induction training in the first week of employment. This induction includes our Health and Safety Policy and Safeguarding and Promoting children’s welfare Policy. Staff will also be given a staff induction pack. Other policies and procedures will be introduced within an induction plan.
12. We support the work of our staff by holding regular supervision meetings and appraisals.
13. We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.
14. We use OFSTED guidance on obtaining references and DRB checks for staff and volunteers who will have substantial access to children.


STUDENT PLACEMENT POLICY
This preschool recognises that qualifications and training make an important contribution to the quality of the care and education provided by early year’s settings. As part of our commitment to quality, we offer placements to students undertaking early year’s qualifications and training, including those studying for the early year’s educator qualification.
Aim
We aim to provide students on placement with us experiences that contribute to the successful completion of their studies and to provide examples of quality practice in early years care and education. 
Method
1. We require students to meet the ‘suitable person’ requirements of OFSTED.
2. We require schools placing students under the age of 17 years to vouch for their good character. 
3. We supervise students under the age of 17 years at all times and do not allow them to have unsupervised access to the children. 
4. Students who are placed in our setting on a short term basis are not counted in our staffing ratio. 
5. Trainee staff employed by the setting may be included in the ratios if they are deemed competent. 
6. We take out employer’s liability insurance and public liability insurance, which covers both trainees and volunteers. 
7. We require students to adhere to our confidentiality policy and will provide them with a copy upon induction to the setting.
8. We cooperate with student’s tutors in order to help students to fulfil the requirements of their course of study.
9. We provide students, at the first session of their placement, with a short induction on how our setting is managed, how our sessions are organised and our policies and procedures. 
10. We communicate a positive message to students about the value of qualifications and training. 
11. We make the needs of the children paramount by not admitting students in numbers that hinder the essential working of the setting. 
12. We ensure that trainees and students placed with us are engaged in bona fide early years training, which provides the necessary background understanding of children’s’ development and activities. 


	






	







SUN SAFETY POLICY

This Pre-school believes in Sun Safety to ensure that children and staff are protected from skin damage caused by the harmful ultra-violet rays in the sunlight.

As part of the sun safety policy we will:

· Educate the children about how we can protect our skin. 
We do this by talking with the children about how we can look after ourselves, particularly on hot days and in the summer months. We may invite visitors such as a nurse or use stories/poems to make the learning more memorable for the children.
· Encourage children and staff to wear clothes that provide good sun protection and use suncream where appropriate. 
We advise children to wear factor 25+ suncream, ideally factor 50. 
Children bring in their own suncream and parents sign the written consent form giving permission for staff to apply suncream to their child. 
Children are encouraged to apply suncream before they arrive at preschool (with carer help) and wear a sunhat/cap. 
We have a first aid box with a spare bottle of suncream for emergency uses only (eg when a child was seen to be unprotected and seriously was a risk of becoming sunburnt. If we apply the emergency suncream we always advise parents/carer and make a note in works diary.
Staff are provided with t shirts to cover their shoulders and arms. 
Staff may demonstrate to the children how to apply suncream by modelling how much to use and where to rub the cream in, therefore promoting independence. 
· Encourage children to seek shade in the various shady parts of the outside areas. 
We have plenty of shade from the sun by the various tall trees on the village green, the play hut and the large area shaded by the village hall above. Children who are at most risk of sunburn and who are not dressed suitably maybe asked to only go in the shade, stay indoors in extreme heat or have ‘emergency suncream’ applied. 
Sun safety will be considered as part of a risk assessment when on trip out on hot days. 
Only staff may apply suncream to children, not parents of other children or volunteers. 
· Regularly remind parents/carers/childminders about sun safety and their responsibilities. 
We inform parents of our policies about applying suncream, inform parent about sun safety in the newsletters, prospectus etc where appropriate. 

	
	




SUPERVISION POLICY

Supervision is a formal and recorded process through which the professional actions of staff are examined and regularly reviewed.  It provides a recorded system of decision making that is audited to improve practice and to improve the service that we provide to children and parents.
Supervision acts as a means for ensuring that members of staff have access to the support, training and procedures they require for professional growth and development.
Supervision enables supervisors and supervisees to examine and reflect on the quality of their practice and to facilitate discussion. Supervisions should provide opportunities for staff to:
--discuss any issues- particularly concerning children’s development and well-being 
--Identify solutions to address issues as they arise: and
--receive coaching to improve their personal effectiveness
· All setting staff who works directly with children and families are supervised by the setting manager.
· Supervision meetings are held every half term.
· Supervision meetings are to be conducted in line with existing procedures and are held in a confidential space suitable to the task.
· Supervisions agreements are drawn up for all staff.
· A copy of the supervision record form is retained by the supervisor and a copy provided for the supervisee.
· The supervision files hold a copy of the agreement and the supervision record form and are kept securely at all times.
· Supervision meetings must include a discussion concerning the development and well-being of each of the supervisee’s key children.
· Where concerns are raised then the supervisor and the supervisee must seek to identify solutions and identify further actions that need to be taken- these are to be recorded in child’s file.
· All aspects of supervision must ultimately focus on promoting the interests of children.
· During supervisions members of staff are able to discuss any concerns they have about inappropriate behaviour displayed by colleagues.
During supervision staff are reminded of the need to disclose any convictions, cautions, court orders, reprimands and warnings relating to themselves (or anyone in their household) which may affect their suitability to work with children that have occurred during their employment with the preschool. Any new information is referred immediately to the chairperson.











Bar Hill Preschool CIO  
Tapestry on-line learning journal policy
Policy statement
At Bar Hill Preschool CIO we ensure that all children attending our setting have a personal learning journal which records photos, observations and comments, in line with the Early Years Foundation Stage (EYFS), to build up a record of each child’s achievements during their time with us. It also shows each child’s developmental progress through the different age bands of the EYFS. We will be using an online system called Tapestry and this policy sets out how this online system will operate
Procedures
· Once a child starts at our preschool they are allocated a Key Person who is primarily responsible for the compilation of their online learning journal.
· Parents will be given a secure login for the system, which only allows them to access information about their child, so that they can look at the journal and add to or comment on it at any time. We encourage parents to be actively involved in their child’s journal and welcome interaction from parents online.
· Staff will generally update a child’s learning journal whilst working in the setting however there will be times when it is necessary for staff members to work on them at home.
· Photos of other children may appear in your child’s learning journal if a group photo is taken during an activity or to demonstrate that your child is building relationships with other children. All parents are asked to sign a permission form which permits their child’s photo to appear in their own and other children’s learning journals.
· Parental access to your child’s learning journal will be closed when your child leaves the preschool and parents will be emailed a PDF version of the learning journal to keep. The child’s data will be removed from Tapestry.
Safeguarding and Security
· The Manager and deputies control all staff and parent access to the online system.
· All staff are subject to Updated Enhanced DBS checks.
· All staff are required to sign to agree to abide by this Policy as well as the Staff Behaviour Policy, our Child Protection and Safeguarding Policy, e- safety Policy and all other policies and procedures in place.
· If staff work on learning journals at home they are still subject to our policies listed above but are also asked to ensure they work in a private room away from other family members wherever possible in line with our Data Protection policy.
· At all times staff must ensure that they log out of the system when they are not using it ensuring that nobody else can view information on it. Staff must keep their passwords secure.
· Staff access to the online system will be immediately revoked if they leave the preschool and their details deleted from the system.
· Photos of children will only be taken on the preschools tablets which are kept locked up in preschool when not in use and are also password protected. The Manager or deputies will regularly delete photos stored on the tablet.
· Parents will only be given access to their own child’s online learning journal and it is important that parents do not share their passwords with anyone else. Parents are not permitted to upload any media from Tapestry onto any social media site, such as Facebook.
· Our Pre-School complies with all relevant data protection legislation, covering both electronic and hard copy data. And is registered with the ICO.
· Tapestry is a secure system and full details of their privacy policy is available by accessing www.tapestry/info













Transfer of records to school/Early Years setting policy

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 our Local Safeguarding Children Board.

The procedure guides this process and determines what information we can and cannot share with a receiving school or setting.

Procedures

Transfer of development records for a child moving to another early years setting or school
· Using the Development Matters in the Early Years Foundation Stage guidance and our 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 the setting;
· any special needs or disability, whether a CAF was raised in respect of special needs or disability, whether there is a Statement of Special Educational Needs, 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, a star is placed 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 the setting and what was done about them.
· A summary of the concerns will be made to send to the receiving setting or school, along with the date of the last professional meeting or case conference. Some Local Safeguarding Children Boards will stipulate the forms to be used and provide these.
· Where a CAF has been raised in respect of any welfare concerns, the name and contact details of the lead professional will be passed on to the receiving setting or school.
· This information is posted or taken to the school or setting, 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

· Data Protection Act (1998)
· Freedom of Information Act (2000)
· Human Rights Act (1998)
· Children Act (1989)












Bar Hill Preschool CIO
Admission of Two-Year-Old Children Policy
Policy Statement
Bar Hill Preschool CIO is committed to providing a welcoming, inclusive and high-quality early years environment for all children. In order to ensure that appropriate staffing, resources and support arrangements are in place for younger children joining the setting, the following admission arrangements apply to children aged two years.
Admission Criteria
Children will be eligible to attend Bar Hill Preschool CIO from the half-term following their second birthday, or 30 days after their second birthday, whichever is later.
This arrangement allows sufficient time for the Preschool to:
1. Assess staffing requirements.
1. Ensure appropriate adult-to-child ratios can be maintained.
1. Plan for the individual needs of the child.
1. Make any necessary adjustments to provision and resources.
Session Availability
Due to the nature of the provision offered during transition sessions, two-year-old children will not normally be offered places on Tuesdays or Fridays from 1.00pm to 3.00pm.
These sessions are designated as "moving on" sessions and are intended to support older children preparing for their next stage of education.
Availability of Places
The Preschool will normally admit a maximum of four two-year-old children at any one time.
Places for eligible two-year-old children will be allocated on a first come, first served basis, according to the date on which a completed registration form is received.
Staffing Considerations
The Committee and Manager reserve the right to vary the number of two-year-old places available where staffing levels, staff qualifications, the needs of existing children or operational requirements make this necessary.
Equally, where staffing capacity allows, the Preschool may increase the number of two-year-old places available.
All admissions remain subject to the Preschool's ability to safely meet statutory requirements, including those relating to safeguarding, welfare and staff-to-child ratios.
Exceptional Circumstances
The Committee and Manager may exercise discretion in exceptional circumstances where it is considered to be in the best interests of the child, the setting or the wider Preschool community.
Review
This policy will be reviewed annually by the Committee of Trustees or sooner if operational requirements, legislation or statutory guidance change.
Updated 7/10/26
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