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Admisdons policy

Statement of intent
It is our intention to make our Pre-schod/Playgroup accessble to children and families from all sedions of the
locd community.

Aim
We am to ensure that all sedions of our community have accesto the Pre-schod/Playgroup through open, fair
and clealy communicated procedures.

Methods

In order to achieve this aim, we operate the foll owing admissons pali cy:

1. We esure that the existence of the Pre-Schod/Playgroup is widely advertised in places accessble to all
sedions of the mmmunity.

2. We ensure that information about our Pre-Schod/Playgroupis accesdgble - in written and spoken form - and,
if appropriate and pcessble, in dff erent languages.

3. Wekegp aplacevacant in bah groups, if thisisfinancially viable, to acaommodate an emergency admisson .

4. We describe our Pre-Schod/Playgroup and its pradices in terms which make it clea that it welcomes both
fathers and mothers, other relations and aher carers, including childminders.

5.  We describe our Pre-Schod/Playgroup and its pradices in terms of how it treas individuals, regardless of
their gender, spedal educaiona nedls, disabiliti es, badground,religion, ethnicity or competence in spoken
English.

6. Wedescribe our Pre-Schod/Playgroupandits pradicesin terms of how it enables children with dsabiliti esto
take part in the life of the Pre-Schod/Playgroup.

8. We monitor the gender and ethnic badkground d children joining the group to ensure that no acdadental
discriminationis taking place

9. Wemake our equal oppatunities policy widely known.

10. We ansult with famili es about the opening times of the Pre-Schod/Playgroupto avoid excluding anyone.

11. We aeflexible @ou attendance patterns to acoommodate the needs of individual chil dren and famili es.

Playgroup Admissons

1. Children can begin ou Playgroupfrom 2 years 9 months, Children with hirthdays in the auitumn term start in

September, those with Spring term birthdays begin in January and those with Summer term birthdays after

Easter.

We arange our waiting list onatime onlist basis, within ead intake period (schod term).

In addition ou pdlicy may take into acaurt the foll owing:

* previous attendance d& Under Fives Roundabou Todder Group

e siblings at Under Fives Rouncabou Todder Group

e siblings previously or already attending the Pre-Schod/Playgroup

¢ thebalanceof the groupasawhde; and

¢ thevicinity of the home to the Playgroup.

4. Children attend for a minimum of 2 days. Children already attending the Playgroup have priority for a 3rd
sesson over the waiting list. Once dl children have been dffered a 3rd sesson, spaces will be dlocaed to
waiting list children. Shoud there be no eligible dildren on the waiting list, a 4th day will be offered to
children already attending.
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Pre-Schod Admissons
1. Childrenjoin ou Pre-Schod Groupin their pre schod yea (beginning in the September before they turn 4).
2. For the Pre-Schod we arange our waiting list onatime onlist basis, within ead schod yea.
3. Inaddition ou pdicy may take into acourt the foll owing:
e previous attendance a Under Fives Roundabou Playgroupand/or Todder Group
e siblings at Under Fives Rouncabou Todder Group/Playgroup,
e siblings previously or already attending the Pre-Schod/Playgroup
« thebalanceof the groupasawhade; and
» thevicinity of the home to the Pre-Schod.



4. Children start with aminimum of 2 sessons aweek.
5. Children already attending the Pre-Schod have priority for new sessons over the waiting list. Up to five
sesgons are availableif space #ows.



Behaviour management policy

Statement of intent
Our Pre-Schod/Playgroup believes that children flourish best when they know how they are expeded to behave
and shoud be freeto play and lean withou fea of being hurt or unfairly restricted by anyone dse.

Aim
We am to provide an environment in which there is accetable behaviour and where dildren lean to resped
themselves, other people and their environment.

Methods

1. We have anamed person, Zoe Norman, who has overall resporsibility for issues concerning behaviour.

2. Werequire the named person to:

- keep her/himself up-to-date with legislation and research and thinking on handling children’s behaviour;

- accessrelevant sources of expertise on handling chil dren's behaviour; and

- chedk that all staff have relevant in-service training on handling children's behaviour. We keep a record
of staff attendance d this training.

3. Werequire dl staff, voluntea's and students to provide apositive model of behaviour by treding children,
parents and ore ancther with friendiness care and courtesy.

4. We require dl staff, voluntees and students to use positive strategies for handiing any conflict by helping
children find solutions in ways which are gpropriate for the dildren's ages and stages of development - for
example distradion, praise and reward.

5. We familiarise new staff and voluntea's with the Pre-Schod/Playgrougs behaviour palicy and its rules for
behaviour.

6. We eped al members of the Pre-Schod/Playgroup - children, parents, staff, volunteas and students - to

keep to the rules, requiring these to be gplied consistently.

We praise and endarse desirable behaviour such as kindressand willi ngnessto share.

We avoid creding situations in which children recaeve alult attention orly in return for undesirable

behaviour.

9. Weremgnise that codes for interading with other people vary between cultures and require staff to be aware
of - andresped - thase used by members of the Pre-Schod/Playgroup.

10. When children behave in uracceptable ways, we help them to see what was wrong and hav to cope more
appropriately.

11. We never send children ou of the room by themselves.

12. We never use physicd punishment, such as snadking or shaking. Chil dren are never threaened with these.

13. Wedo nd use tedhniques intended to single out and humili ate individual children.

14 We only use physicd restraint, such as holding, to prevent physicd injury to children or adults and/or serious
damage to property. Detail s of such an event (what happened, what adion was taken and by whom, and the
names of witnesses) are brought to the dtention d our Pre-Schod/Playgroup leader and are recorded in ou
Incident Book. A parent is informed onthe same day and signs the Incident Book to indicate that he/she has
been informed.

15. In cases of serious misbehaviour, such asradal or other abuse, we make dea immediately the unacceptability
of the behaviour and attitudes, by means of explanations rather than personal blame.

16. Wedo nd shou or raise our voices in athreaening way to respondto chil dren's behaviour.

17. We hande dildren's unacceptable behaviour in ways which are gpropriate to their ages and stages of
development - for example by distradion, dscusson a by withdrawing the cild from the situation.

18. We work in partnership with children's parents. Parents are regularly informed abou their children's
behaviour by their key person. We work with parents to address reaurring unacceptable behaviour, using
objedive observation recrds to help us to understand the caise and to deade jointly how to respond

appropriately.
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Bullying
Bullying is when a diild or group d children make an individual fed lessimportant or inferior, it involves the
persistent physicd or verbal abuse of anaother child or children. We take bullying very seriously.

If a child bdli es ancther child or children:



we intervene to stop the dhild harming the other child or chil dren;

we &plain to the dild dang the bull ying why her/his behaviour is inappropriate;

we give reasduranceto the ciild or children who have been buli ed;

we help the dhild who has dore the bull ying to say sorry for her/his adions;

we make sure that children who buly receve praise when they display acceptable behaviour;

we do nd label children who buly;

when children buly, we discuss what has happened with their parents and work out with them a plan for
handing the dnild's behaviour; and

when children have been buli ed, we share what has happened with their parents, explaining that the dild who
did the bullying is being helped to adopt more accetable ways of behaving, what adion has been taken and
what the dnild or children can exped to happen when they next go to Playgroup/Pre-Schod.



Child proteaion policy

Statement of intent
Our Pre-Schod/Playgroupwill work with children, parents and the community to ensure the safety of chil dren and
to give them the very best start in life.

Aims
Our aims are to:

1.
2.
3.

4.
5.

crege an environment in ou Pre-Schod/Playgroup which encourages children to develop a positive self
image, regardlessof race language, religion, culture or home badkground

help children to establish and sustain satisfying relationships within their famili es, with pee's, and with ather
adults;

encourage dildren to develop a sense of autonamy and independence:

enable dnildren to have the self confidence and the vocabulary to resist inappropriate gproaches; and

work with parentsto buld their understanding of and commitment to the welfare of al our children.

Thelegal framework for thiswork is:

The Rehabilit ation o Off enders Act

The Children Act 2004(Every Child Matters)
Human Rights Act 1998

Data Protedion Act 1998

The Protedion d Children Act 1999

The Children (NI) Order

The Children (Scotland) Order

Guidance
What to doif you are worried a dild is being abused (2004

Liaison with other bodies

1. Wework within the AreaSafeguarding Chil dren Committeeguideli nes.

2. Wehave a opy of ‘What to doif you are worried a dhild is being abused’ avail able for staff and parents to see
and all staff are famili ar with what to doif they have concerns.

3. We natify the registration authority (Ofsted) of any incident or acddent and any changes in ou arrangements
which affed the well being of children.

4. We have procedures for contading the locd authority on child protedion isaues, including maintaining a list
of names, addresses and telephore numbers of the locd Social Services (Office of Children and Yourg
People' s Services) teans, to ensure that it is easy, in any emergency, for the Pre-Schod/Playgroup and social
services to work well together.

5. Details of thelocd NSRCC contads are dso kept.

6. If areferral isto be made to the authorities, we ad within the AreaSafeguarding children and Child Protedion
guidancein deading whether we must inform the dnild's parents at the same time.

Methods

Staffing and volunteering

1.

wnN

Our named person (a member of staff or a cmmittee member) who coordinates child protedion isaues is
Ludmila Stanleyova. Saff are aware that in Ludmila’s absence they @n speak to the group leader. Our
designated committeemember who oversees thiswork is RebeccaBarber.

We provide adequate and appropriate staffing resources to med the neeals of children.

Applicants for posts within the Pre-Schod/Playgroup are dealy informed that the positions are exempt from
the Rehabilitation d Offenders Act 1974. Candidates are informed of the need to cary out ‘enhanced

7



disclosure’ cheds with the Criminal Records Bureau before posts can be @nfirmed. Where gplicdions are
rejeded because of information that has been dsclosed, applicants have the right to know and to challenge
incorred information.
4. We a&ide by Ofsted requirements in resped of references and Criminal Records Bureau chedks for staff and
voluntees, to ensure that no dsqualified person a unfit person works at the Pre-Schod/Playgroup o has
accessto the dnildren.
Voluntea's do nd work unsupervised.
We aide by the Protedion d Children Act requirements in resped of any person who is dismissed from our
employment, or resigns in circumstances that would atherwise have led to dsmissl for reasons of child
protedion concern.
We have procedures for recording the detail s of visitors to the Pre-Schod/Playgroup.
We take seaurity steps to ensure that we have mntrol over who comes into the Pre-Schod/Playgroupso that no
unauthorised person hes unsupervised accessto the dildren.

o o
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Responding to suspicions of abuse

1. We aknowledge that abuse of children can take diff erent forms - physicd, emotional, sexual and regled.

2. When children are suffering from physicd, sexual or emotional abuse, or may be experiencing negled, this
may be demonstrated through the things they say or through changesin their appeaance, behaviour, or in their
play.

3. Where such changes evidence is apparent, the member of staff makes a dated record of the details of the
concen and dscusses what to do with the group leader and Child Protedion Co-ordinator (Ludmila
Stanleyova). Thisinformationis gored onthe child’s persond file.

4. Staff in the Pre-Schod/Playgrouptake cae not to influence the outcome ather through the way they speek to
children or by asking questions of chil dren.

5. Where a tild shows sgns and symptoms of ‘failure to thrive' or negled, we make gpropriate referrals with
parental knowledge.

Allegations aganst staff
1. We ensure that all parents know how to complain abou staff or voluntee adion within the setting, which
may include an all egation d abuse.
2. Wefollow the guidance of the AreaSafeguarding Chil dren Committeewhen respondng to any complaint
that a member of staff or voluntee has abused a dnild.
3. We respondto any disclosure by children o staff that abuse by a member of staff may have taken, a is
taking place by first recording the detail s of any such all eged incident.
We refer to any complaint immediately to the loca authority’s social service department to investigate.
We m-operate entirely with any investigation carried ou by social servicesin conjunction with the pdlice
Our pdlicy isto suspend the member of staff on full pay for the duration d the investigation; thisis not an
indicaion d admisdon that the dleged incident has taken place bu is to proted the staff as well as
chil dren and famili es throughou the process

o 0k

Disciplinary Action

Where amember of staff or a voluntee is dismissed from the Pre-Schod/Playgroup o internaly disciplined
because of miscondLct relating to a dhild, we natify the Department of Hedth administrators s that the name may
beincluded onthe List for the Protedion o Children and Vulnerable Adults.

Training

We seek out training oppatunities for all adults involved in the Pre-Schod/Playgroupto ensure that they are ele
to reaognise the signs and symptoms of passhle physicd abuse, emotional abuse, sexual abuse and regled and so
that they are avare of the locd authority guidelines for making referrals.

We esure that all staff know the procedures for reporting and recording their concerns in the Pre-
Schod/Playgroup.

Planning
The layout of the room allows for constant supervision. Where dnildren need to spend time avay from the rest of
the group,the doa isleft gjar.



Curriculum

1. We introduce key elements of child protedion into ou programme to promote the personal, social and
emotional development of all children, so that they may grow to be ‘strong, resili ent and listened to’ and so
that they develop undrstanding of why and hav to ke safe.

2. We aede within the Pre-Schod/Playgroup a aulture of value and resped for the individual, having positive
regard for children’s heritage aising from their colour, ethnicity, languages poken at home, cultural and
socia badkground.

3. We ensurethat thisis caried ou in away that is developmentally appropriate for children.

Disclosures

Where a tild makes a disclosure to amember of staff, that member of staff:

1. offersreassuranceto the dild;

2. listensto the aild; and

3. givesreaswrancethat she or he will take adion.

The member of staff does not question the dhild andwill i mmediately inform the named member of staff, Ludmill a
Sanleyova, a the groupleader in her absence or the disclosure.

Reaor ding suspicions of abuse and disclosures

Staff make arecord of:

¢ the dild's name;

the dhild's address

the age of the dild;

the date and time of the observation a the disclosure;

an oljediverecord o the observation a disclosure;

the exad words oken by the child asfar as possble;

the name of the person to whom the ancern was reported, with date andtime; and
the names of any other person present at the time.

These records are signed and dated and kept in the dhild’ s personal file.
All members of staff know the procedures for recording and reporting.

Informing Parents

Parents are normally the first point of contad. If a suspicion d abuseisrecorded, parents are informed at the same
time & the report is made, except where the guidance of the loca AreaSafeguarding Children Committeedoes not
allow this. This will usually be the cae where the parent is the likely abuser. In these cases the investigating
officers will i nform parents.

Confidentiality
All suspicions and investigations are kept confidential and shared orly with those who reed to know. Any
informationis dhared under the guidance of the AreaSafeguarding Chil dren Committee

Support to families

1. The Pre-Schod/Playgroup takes every step in its power to buld up trusting and suppative relations among
famili es, staff and voluntee'sin the group.

2. The Pre-Schod/Playgroup makes clea to parents its roles and resporsibiliti es in relation to Child Protedion,
such as the reporting of concerns, providing information, monitoring of the dcild, andliaising at all ti mes with
thelocd Social Services Department.

3. The Pre-Schod/Playgroup continues to welcome the dild and the family whil st investigations are being made
in relation to abuse in the home situation.

4. Corfidential records kept on a dild are shared with the dild's parents or those who have parenta
resporsibility for the dild orly if appropriate under the guidance of the Area Safeguarding Children
Committee

5. We follow the Child Protedion Plan as st out by the Social Services Department in relation to the setting’s
designated role and tasks in suppating the dhild and family, subsequent to any investigation.



Useful Telephone Numbers/Information

OFSTED Helpline No. 08456 404049

Saial Services— Cambridge City Sacial Care Team No. 0845 045 5203
Cambridge Constabuary (non-emergency) No. 0845 456 4564

Cambridgeshire Local Saeguarding Children Board (LSCB) http://www.cambslsch.org.uk

10



Procedure for allegations of abuse made aganst a member of staff

All members of staff are avare of our padlicies and procedures regarding child protedion.
If an allegation d child abuse is made ayainst a member of staff:

1. A written record shoud be kept detaili ng names and addresses of thase involved, the date and time of the
alleged incident, and all ensuing conversations and telephore cdls.

2. The parent/carer making the dlegation shoud be alvised to contad either the police or social services and
OFSTED. They shoud be informed that we will aso be doing the same.

3. The Chair of the Committee aand/or the Child Protedion Coordinator shoud be informed of the dl egation
immediately and they will contad the police and/or social services, aswell as OFSTED, and foll ow their
advice

4. ltisour pdlicy to suspend a staff member onfull pay for the duration d an investigation, to proted the
staff aswell asthe dild and family involved.

5. Discussonwith the dleged perpetrator shoud be kept to aminimum. Confidentiality shoud be
maintained throughou the investigation.

6. If a diild protedioninvestigation provesinconclusive it may still be necessary to instigate discipli nary
procedures. An dffer of resignation by a member of staff canna be acceted.

7. Suppat for al partieswill be ansidered and set up, including the dild, complainant, all eged perpetrator
and aher members of staff.

Useful Telephone Numbers

OFSTED Helpline No. 08456 404049

Saial Services— Cambridge City Sacial Care Team No. 0845 045 5203
Cambridge Constabuary (non-emergency) No. 0845 456 4564

Cambridgeshire Local Sdeguarding Children Board (LSCB) http://www.cambslscb.org.uk

Complaints procedure

Statement of intent

Our Pre-Schod/Playgroup believes that children and parents are antitled to exped courtesy and prompt, careful
attention to their neeads and wishes. We welcome suggestions on hawv to improve our Pre-Schod/Playgroup and
will give prompt and serious attention to any concerns abou the running of the Pre-Schod/Playgroup. We
anticipate that most concerns will be resolved quickly by an informal approach to the gpropriate member of staff.
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If this does not achieve the desired result, we have aset of procedures for deding with concerns.

Aim
We amto kring all concerns abou the running of our Pre-Schod/Playgroupto a satisfadory conclusion for all of
the parties involved.

Methods

To adhieve this, we operate the foll owing complaints procedure. We keegp a ‘summary log’ of all complaints that
read stage 2 or beyondin the Complaints Summary Reoord. Thisis kept in the fili ng cabinet in the Pre-Schod. It
is made avail able to parents as well asto Ofsted inspedors. A blank copy of this form is kept at the badk of
the Operational Plan.

Making aComplaint

Stage 1

Any parent who has a mncern abou an asped of the Pre-Schod/Playgrougs provision talks over, first of all,
his/her worries and anxieties with the Pre-Schod/Playgroupleader.

Most complaints $houd be resolved amicably and informally at this sage.

Stage 2
If this does not have asatisfadory outcome, or if the problem reaurs, the parent moves to Stage 2 of the procedure

by putting the mncerns or complaint in writing to the Pre-Schod/Playgroup leader and the dair of the
management committee

For parents who are not comfortable with making written complaints, it may be completed with the group leader
and signed by the parent.

Written complaints from parents are stored in the dnild’s personal file.

When the investigation into the complaint is completed, the leader meds with the parent to dscussthe outcome.
When the complaint isresolved at this dage, the summative points are logged in the Complaints Summary Record.

Stage 3
The parent is not satisfied with the outcome of the investigation, e or she requests a meding with the Pre-

Schod/Playgroup leader and the dhair of the management committee The parent shoud have afriend a partner
present if required and the leader shoud have the suppat of the chairperson d the management committee

An agread written record of the discusson is made as well as any dedsion a adion to take & aresult. All of the
parties present at the meding sign the record and receve a opy of it.

This sgned record signifies that the procedure has concluded. When the complaint is resolved at this dage, the
summetive points are logged in the Complaints Summary Record.

Stage 4
If at the Stage 3 meding the parent and Pre-Schod/Playgroup cannd read agreement, an external mediator is

invited to help to settle the complaint. This person shoud be accetable to bah parties, listen to bah sides and
offer advice A mediator has no legal powers but can help to define the problem, review the adion so far and
suggest further ways in which it might be resolved.

Staff or volunteas within the Pre-schod Leaning Alliance ae gpropriate persons to be invited to ad as
mediators.

The mediator keeps al discusson confidential. S’he can hdd separate medings with the Pre-Schod/Playgroup
personrel (Pre-Schod/Playgroup leader and chair of the management committeg and the parent, if thisis dedded
to be helpful. The mediator kegps an agreed written record of any medings that are held and d any advice ghe
gives.

Stage 5
When the mediator has concluded her/his investigations, a fina meding between the parent, the Pre-

Schod/Playgroup leader and the dhair of the management committeeis held. The purpose of this meding is to
reat a dedsion onthe adion to be taken to ded with the complaint. The mediator's adviceis used to read this
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conclusion. The mediator is present at the meding if all partiesthink thiswill help adedsionto bereaded.

A reoord o this meding, including the dedsion onthe adion to be taken, is made. Everyone present at the
meding signs the record and receves a wpy of it. This sgned reaord signifies that the procedure has concluded.

Feadbadk on any complaint will be given within 28 diys either viathe official complaints record or if appropriate
by letter.

The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and the Area Child
Protedion Committee

Parents may approach Ofsted dredly at any stage of this complaints procedure. In addition, where there seams to
be apaosshle breaty o the registration requirements, it is esential to involve Ofsted as the registering and
inspedion bods with aduty to ensure the National Standards for Day Care ae alhered to.

The aldressand telephore number of OFSTED are:
OFSTED

3 Floor, Royal Exchange Buil dings

St Ann's Square

Manchester

M2 LA

The helpline number is 08456 404040.
The email addressis enquiries@ofsted.gov.uk

These detail s are displayed on our Pre-Schod/Playgroups notice board.

If a diild appeas to be & risk, ou Pre-Schod/Playgroup follows the procedures of the Area Safeguarding
Children Committeein ou locd authority.

In these caes, bah the parent and Pre-Schod/Playgroup are informed and the Pre-Schod/Playgroup leader works
with Ofsted o the AreaChild Protedion Committeeto ensure aproper investigation d the complaint foll owed by
appropriate adion.

Reoords
A reoord of complaints against our Pre-Schod/Playgroup and/or the chil dren and/or the adults working in ou Pre-
Schod/Playgroup is kept, including the date, the drcumstances of the complaint and hav the complaint was
managed.

The outcome of all complaintsis recorded in the Complaints Summary Record which is avail able to all parents and
Of sted inspedors on request.
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Confidentiality policy

Statement of intent
It is our intention to resped the privagy of children and their parents and carers, while ensuring that they have
accessto high quality ealy yeas care and educaionin ou Pre-Schod/Playgroup.

Aim
We am to ensure that all parents and carers can share their information in the cnfidence that it will only be used
to enhancethe welfare of their children.

Methods
To ensure that al those using and working in the Pre-Schod/Playgroup can do so with confidence we resped
confidentiality in the foll owing ways.

1.

2.

Parents have ready accessto the files and records of their own children bu do nd have accssto information
abou any other child.

Staff will not discuss personal information given by parents with ather members of staff, except where it
affeds planning for the dild's neels. Staff induwction includes an awareness of the importance of
confidentiaity in the role of the key person.

Any concerns/evidencerelating to a child's personal safety are kept in a seaure, confidential file and are shared
with as few people & posgble on a"need-to-know" basis.

Personal information about children, famili es and staff is kept seaurely in a lockable file whil st remaining as
accesshle & possble. These include registration and admisson forms, signed consents, and corresponcence
concerning the dnild or family, reports or minutes from medings concerning the dild from other agencies, an
ongoing record o relevant contad with parents, and olservations by staff on any confidential mater involving
the dild, such as developmenta concerns or child protedion matters

Issues to dowith the employment of staff, whether paid or unpaid, remain confidential to the people diredly
involved with making personrel dedsions.

Students on Pre-schod Leaning Alliance or other reagnised qualificaions and training, when they are
observing in the Pre-Schod/Playgroup, are alvised of our confidentiality policy and required to resped it.

Accessto personal records

Parents may request accessto any records held ontheir child and family foll owing the procedure below.

1.

11.

Any request to seethe cild's personal file by a parent or personwith perental resporsibility must be made in
writi ng to the Pre-Schod/Playgroupleader.

The Pre-Schod/Playgroupleader informsthe chairperson d the management committee and sends awritten
adknowledgement.

We commit to providing accesswithin 14 dys - although this may be extended.

The Pre-Schod/Playgroupleader and chairperson d the management committeeprepare the file for viewing.
All third parties are written to, stating that a request for disclosure has been receved and asking for their
permissonto dsclose to the personrequesting it. A copy of these letters are retained onthefile.

"Third parties include dl family members who may be referred to in the reaords.

It also includes workers from any other agency, including social services, the hedth authority, etc. It is usual
for agenciesto refuse ansent to disclose, preferring the individual to go dredly to them.

When all the consents/refusals to dsclose have been receved these ae atached to the apy of the request
letter.

A phaocopy of the cmmplete fileis taken.

. The Pre-Schod/Playgroupleader and chairperson d the management committeego through the file and

remove any information which athird party has refused consent to disclose. Thisis best dore with athick
blad marker, to score through every referenceto the third party and information they have alded to the file.
What remains is the information recorded by the Pre-Schod/Playgroup, cktaili ng the work initi ated and
followed by them in relation to confidential matters. Thisis cdled the 'clean copy'.
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12. The'clean copy' is phaocopied for the parents who are then invited in to dscussthe @ntents. The file shoud
never be given straight over, bu shoud be gone through by the Pre-Schod/Playgroupleader, so that it can be
explained.

13. Legal advicemay be sought before sharing afile, espedally where the parent has passhble grounds for
liti gation against the setting or ancther (third party) agency.

All the undertakings above ae subjed to the paramournt commitment of the setting, which is to the safety and well -
being of the dhild. Please see &so ou padicy onchild protedion .
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Equality and diversity policy

Statement of intent
Our Pre-Schod/Playgroup is committed to providing equality of oppatunity and anti-discriminatory pradice for
all children and families. We have anamed Equal Oppartuniti es representative (Karen Crane).

Aim
We amto:

aprwdRE

provide aseaure environment in which all our children can flourish andin which al contributions are valued;
include and value the cntribution d all famili esto our understanding of equality and dversity;

provide positi ve nonstereotyping information about diff erent ethnic groups and people with dsabiliti es;
improve our knowledge and unabrstanding of isaues of equality and dversity; and

make inclusion athread which runs through al of the adivities of the Pre-Schod/Playgroup.

Thelegal framework for thispadlicy is:

RaceRelations Act 1976

RaceRelations Amendment Act 200Q

Sex Discrimination Act 1986

Children Act 1989 and

Spedal Educaional Needs and Disability Act 2001.

Methods
Admissons
Our Pre-Schod/Playgroupis open to al members of the cmmmunity.

PoNE

N o

We alvertise our servicewidely.

We provide informationin clear, concise language, whether in spoken or written form.

We base our admissons padicy onafair system.

We do na discriminate against a dild or their family, or prevent entry to ou Pre-Schod/Playgroup on the
basis of colour, ethnicity, religion a social badground,such as being a member of a travelling community or
an asylum seeker.

We do nd discriminate ayainst a dhild with a disability or refuse a tild entry to ou Pre-Schod/Playgroup
because of any disability.

We ensure that all parents are made awvare of our equal oppatuniti es palicy.

We develop an adion dan to ensure that people with dsabiliti es can participate successully in the services
offered by the Pre-Schod/Playgroupand in the airriculum off ered.

We take adion against any discriminatory behaviour by staff or parents. Displaying of openly radst insignia,
distribution d radst material, name cdling or threaening behaviour are unaccetable on a around the
premises and will be dedt with in the strongest manner.

Employment

1.
2.
3.

4.

Posts are alvertised and all appli cants are judged against explicit and fair criteria.

Applicants are welcome from all badkgrounds and pasts are open to all.

The goplicant who best meds the aiteriais off ered the post, subjed to references and chedks by the Criminal
Reaords Bureau. This ensures fairnessin the seledion process All job descriptions include a @mmitment to
equality and dversity as part of their spedfications.

We monitor our applicaion processto ensurethat it isfair and accessble.

Training

1.

2.

We se&k out training oppatunities for staff and voluntea's to enable them to develop pradices which enable
all children to flourish.
We review our pradices to ensure that we ae fully implementing our pdlicy for equality and dversity.

Curriculum
The airriculum offered in the Pre-Schod/Playgroup encourages children to develop pdaitive dtitudes to people
who are different from themselves. It encourages children to empathise with athers and to begin to develop the
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skill s of criticd thinking.

We dothis by:

making children fed valued and goodabou themselves,

ensuring that children have equality of accessto leaning;

refleding the widest possble range of communitiesin the choice of resources;

avoiding stereotypes or derogatory imagesin the seledion d materials;

cdebrating awide range of festivals;

creding an environment of mutual resped and tolerance

helping children to understand that discriminatory behaviour and remarks are unacceptable;

ensuring that the aurriculum offered is inclusive of children with spedal educéional needs and chil dren with
disabiliti es; and

ensuring that children whase first language is not English have full accessto the aurriculum and are suppated
in their leaning.

Valuing Diversity in Famili es

1.
2.
3.
4

5.

We welcome the diversity of family life and work with all famili es.

We encourage dhildren to contribute stories of their everyday life into the Pre-Schod/Playgroup.

We encourage parents/carers to take part in the life of the Pre-Schod/Playgroup and to contribute fully.

For families who have afirst language other than English, we value the contribution their culture and language
offers.

We offer aflexible payment system for famili es of diff ering means.

Food

1.
2.

We work in partnership with parentsto ensure that the medicd, cultural and detary needs of children are met.
We help children to lean abou arange of food, cultural approaches to medtimes and eaing and to resped the
diff erences among them.

Medings

1.

2.

Medings are aranged to ensure that all families who wish to may be involved in the running of the Pre-
Schod/Playgroup.

Information abou medings is communicated in a variety of ways - written, verbal and in trandation - to
ensure that all parents have information abou accessto the medings.
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Equipment and resources policy

Statement of intent
We believe that high quality care and educaion is promoted by providing children with safe, clean, attradive, age
and stage gopropriate resources, toys and equipment.

Aim
We am to provide dildren with resources and equipment which help to consolidate and extend their knowledge,
skill s, interests and aptitudes.

Methods
In order to achieve thisaim:

1.

2
3.

© N

10.

11.

12.
13.

14.

we provide play equipment and resources which are safe and where gplicable @nform to the BSEN safety
standards or Toys (Safety) Regulation (1995);

. we provide asufficient quantity of equipment and resources for the number of children;

we provide resources which promote dl aress of children's leaning and development, which may be dild- or
adult-led;
we seled bodks, equipment and resources which promote positive images of people of all races, cultures and
abiliti es, are non-discriminatory and avoid radal and gender stereotyping;
we provide play equipment and resources which promote cntinuity and pogresson, povide sufficient
challenge and med the neads and interests of all children;
we provide made, natural and recycled materials which are dean, in good condtion and safe for the dhildren to
use
we provide furniture which is siitable for children and furniture which is suitable for adults;
we store and dsplay resources and equipment where cil dren can independently chocse and seled them;
we ched all resources and equipment regularly as they are set out at the beginning of ead sesson and put
away at the end d ead sesson. We repair and clean, a replace ay unsafe, worn ou, dirty or damaged
equipment;
we kegp an inventory of resources and equipment. This will record the date on which ead item was
purchased and the price paid for it;
we use the inventory to:

* review the balance of resources and equipment so that they can suppat a range of adivities acossall

areas of play, leaning and development; and

* reoord the dates and results of chedking the resources and equipment;

we provide adequate insurance @ver for the Pre-Schod/Playgroups resources and equi pment;
we use the locd library and toy library to introduce new bodks and a variety of resources to suppat children's
interests; and

we plan the provision d adivities and appropriate resources  that a balance of familiar equipment and
resources and rew exciting challengesis offered.
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Food and drink policy

Statement of intent
This Pre-Schod/Playgroup regards shadk and med times as an important part of the Pre-Schod/Playgrougs
sesson. Eating represents a social time for children and adults and helps children to learn about hedthy eding.

Aim
At snadk and med times, we am to provide nutritious food, which meds the dnildren's individual dietary needs.
We am to med the full requirements of The National Standards for Day Care on Foodand Drink (Standard 8).

Methods

1. Before a dild starts to attend the Pre-Schod/Playgroup, we find ou from parents their children's dietary
nedds, including any all ergies.

2. We reoord information abou ead child's dietary needs in her/his registration record and parents sgn the
reaord to signify that it is corred.

3. We regularly consult with parents to ensure that our records of their children's dietary needs, including any
alergies, are up-to-date. Parents sgn the up-dated record to signify that it is corred.

4. We display current information abou individual children's dietary needs © that all staff and voluntees are
fully informed about them.

5. We implement systems to ensure that children recave only food and dink which is consistent with their
dietary needs and their parents wishes.

6. We provide nutritious foodat all snads, avoiding large quantiti es of fat, sugar and salt and artificial additives,
preservatives and colourings.

7. Weinclude foods from the diet of ead o the dnildren's cultural badkgrounds, providing chil dren with famili ar
foods andintroducing them to new ones during our cooking adivities.

8. Through discusson with parents and research reading by staff, we obtain information abou the dietary rules
of the religious groups to which children and their parents belong, and d vegetarians and vegans, and abou
foodallergies. We take acourt of thisinformationin the provision o foodand dinks.

9. Werequire staff to show sengitivity in providing for children's diets and allergies. Staff do nd use a tild's
diet or allergy as alabel for the dild or make a diild fed singled ou becaise of her/his diet or all ergy.

10. We organise med and snadk times 0 that they are social occasionsin which chil dren and staff participate.

11. We use med and snad times to help children to develop independence through making choices, serving food
and dink and feading themselves.

12. We provide dildren with utensils which are gpropriate for their ages and stages of development and which
take acoun of the eding pradicesin their cultures.

13. We have fresh drinking water constantly available for the diildren. We inform the dildren abou how to
obtain the water and that they can ask for water at any time during the sesson.

14. We inform parents who povide food for their children abou the storage fadliti es available in the Pre-
Schod/Playgroup.

15. We give parents who provide foodfor their children information about suitable containers for food.

16. We have rules abou children sharing and swapping their food with ore ancther in order to proted children
with foodallergies.

17. For children who dink milk, we provide whole and pasteurised mil k.
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Health and safety policy

Statement of intent
This Pre-Schod/Playgroup believes that the hedth and safety of children is of paramourt importance. We make
our Pre-Schod/Playgroupasafe and redthy placefor children, parents, staff and voluntea's.

Aim
We am to make dildren, parents and staff aware of hedth and safety issues and to minimise the hazards and risks
to enable the dnildren to thrive in a hedthy and safe environment.

Methods

The member of staff resporsible for hedth and safety is Liz Lord. She is competent to cary out these
resporsibilities. She has undertaken hedth and safety training and regularly updates her knowledge and
understanding.

Risk assesgnent

Our risk assesgnent processincludes:

1. cheding for hazards and risks indoas and ouside, and in our adivities and procedures. Our assessnent
covers adults and chil dren;

2. dedding which areas ned attention; and

3. developing an adion dan which spedfies the adion required, the timescaes for adion, the person resporsible
for the at¢ionand any fundng required.

We maintain lists of hedth and safety isues which are chedked:
¢ daily before the sesson kegins;

¢ weekly; and

* termly - when afull risk asesanent is caried ou.

Insurance Cover
We have pulic liability insurance and employers' liability insurance. The cetificate is displayed onthe natice
board ouside the Pre-Schod room.

Awarenessraising

1. We «plain hedth and safety issues clealy to staff and volunteas © that all aduits are &le to adhere to ou
pdicy and unabrstand their shared resporsibility for hedth and safety. We cover matters of employeewell -
being, including safe lifting and the storage of potentially dangerous substances.

2. Hedth and safety isaues are explained to the parents of new children so that they understand the part they play
in the daily life of the Pre-Schod/Playgroup.

3. Asnecessary, hedth and safety training isincluded in the annual training plans of staff and hedth and safety is
discussed regularly at staff medings.

4. We have anosmoking pdlicy.

5. Children are made avare of hedth and safety isaues through dscusdsons, planned adiviti es and routines.

Children's safety

1. Only persons who have been chedked for crimina records by an enhanced disclosure from the Criminal
Reaords Bureau and are registered with Ofsted as child carers have unsupervised access to the dildren,
including helping them with toil eting.

2. Adultsdo nd normally supervise diildren ontheir own.

3. All children are supervised by adults at al times.

4. Whenever children are onthe premises at least two adults are present.

Seaurity

1. Systemsarein placefor the safe arival and departure of children.

2. Our systems prevent unauthorised accessto our premises.

3. Our systems prevent chil dren from leaving our premises unndiced.

4. The persona possessons of staff and voluntea's are seaurely stored during Pre-Schod/Playgroup sessons.
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Windows

1. Low level windows are made from materials which prevent acddental bregage or are made safe.
2. Windows are proteded from acddental breaage or vandali sm from people outside the buil ding.
3. Windows above the groundfloor are seaured so that chil dren canna climb through them.

Doors
We take precauttions to prevent children's fingers from being trapped in doas.

Floors
All surfaces are dhedked daily to ensure they are clean and nd uneven o damaged.

Kitchen
Children do na have unsupervised accessto the kitchen.
All surfaces are dean and nonrporous.
There ae separate fadliti es for hand-washing and for washing up.
Cleaning materials and dher dangerous materials are stored out of children's read.
When chil dren take part in cooking adivities, they:
e aresupervised at al times;
¢ arekept away from hot surfaces and hd water; and
* do nd have unsupervised accessto eledrica equipment.

aprwdRE

Eledrical/gas equipment

1. All eledricd/gas equipment conforms to safety requirements and is chedked regularly.

2. Our baller/eledricd switchgea/meter cupbaard is nat accessble to the dildren.

3. Fires, heders, eledric sockets, wires and leads are properly guarded and the dildren are taught naot to touch
them.

Storage heders are dhedked dhaily to make sure they are not covered.

There ae sufficient sockets to prevent overloading.

The temperature of hot water is controlled to prevent scads.

Lighting and ventil ation is adequate in all areas including storage aeszs.

Noas

Storage
1. All resources and materials which children seled are stored safely.
2. All equipment and resources are stored o stadked safely to prevent them acddentally falli ng or coll apsing.
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Outdoor area

aprwdRE

Hy
1.

wnN

S

Our outdoa areais ®arely fenced.

Our outdoa areais chedked for safety and cleared of rubkish beforeit is used.

Adults and children are derted to the dangers of paisonots plants, herbicides and pesticides.
Where water can form apod on equipment, it isemptied before dildren start playing outside.
All outdoar adivities are supervised at al times.

giene

We regularly seek information from the Environmental Hedth Department and the Hedth Authority to ensure
that we kegp upto-date with the latest recommendations.
Our daily routines encourage the dildren to lean abou personal hygiene.
We have adaily cleaning routine for the Pre-Schod/Playgroup which includes the Pre-Schod/Playgroup
room, kitchen and toil ets.
We have aschedule for cleaning resources and equipment, dressng up clothes and furnishings.
The toil et areahas a high standard of hygiene including hand washing and dying fadliti es and the disposal of
nappies.
We implement good tygiene pradices by:

. cleaning tables between adivities,

. chedking toil ets regularly;

. weaing protedive dothing such as aprons and dsposable gloves, as appropriate;

. providing sets of clean clothes;

. providing tisaues and wipes; and

. ensuring sole use of flannels and towels.

Activities

1.

wnN

©No G

Before purchase or loan, equipment and resources are chedked to ensure that they are safe for the ages and
stages of the dildren currently attending the Pre-Schod/Playgroup.

The layout of play equipment all ows adults and chil dren to move safely and fredy between adivities.

All equipment is regularly chedked for cleanliness and safety and any dangerous items are repaired o
discarded.

All materials - including paint and glue - are non-toxic.

Sandis clean and suitable for children's play.

Physicd play is constantly supervised.

Children are taught to handle and store todls sfely.

Children learn abou hedth, safety and personal hygiene through the adivities we provide and the routines we
foll ow.

Food and drink

1.

ok wnN

Staff who prepare and handle food receve gpropriate training and understand and comply with food safety
and hygiene regulations.

All foodand drink is gored appropriately.

Adultsdo nd cary hat drinks through the play aregs) and do ne placehat drinks within read of children.
Snadk and med times are gppropriately supervised and children do nd walk abou with foodand dinks.

Fresh drinking water is avail able to the dnildren at all times.

We operate systems to ensure that children do nd have accssto fooddrinks to which they are dlergic.

Outingsand visits

ok wnpE

N

We have ayreed procedures for the safe conduct of outings.

Procedures to be followed on ouings are contained within ou operational plan.

A risk asesanent iscarried ou before an ouing takes place

Parents always sgn consent forms before major outings.

Our adult to child ratio is high, namally one alult to two children.

The dildren are gpropriately supervised to ensure no child gets lost and that there is no urauthorised access
to children.

Reoords are kept of the vehicles used to transport children, with named drivers and appropriate insurance
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cover.

For those dildren remaining at Pre-Schod/Playgroup, the alult to child ratio conforms to the requirements of the
National Standards for Day Care.

Animals
1. Animals visiting the Pre-Schod/Playgroup are free from disease, safe to be with children and do no pose a
hedth risk.

Fire safety
1. Fredoasare dealy marked, rever obstructed and easily opened from inside.
2. Smoke detedors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high
risk areas of the building and are chedked as pedfied by the manufadurer.
3. Our emergency evaauation pocedures are gproved by the Fire Safety Officer and are:
* clealy displayed in the premises,
* explained to new members of staff, voluntea's and perents; and
¢ pradised regularly at least once every six weeks.
4. Reoordsare kept of fire drill s and the servicing of fire safety equipment.

First aid and medication

At least one member of staff with a arrent first aid training certificae (relevant to infants and young children) is
on the premises or on an ouing at any one time. Thefirst aid qualificaionincludesfirst aid training for infants and
yourg chil dren.

Our first aid kit:

* complieswith the Hedth and Safety (First Aid) Regulations 1981,

* isregularly chedked by a designated member of staff and re-stocked as necessary;
¢ isealy accesgbleto adults; and

* iskept out of the read of children.

At the time of admisgon to the Pre-Schod/Playgroup, @arents written permisson for emergency medicd adviceor
treament is ught. Parents sgn and date their written approval.

Our Acddent Book:

* iskept safely and accesshly;

+ al staff and voluntee's know where it is kept and hav to complete it; and
* isreviewed a least half termly to identify any potential or adual hazards.

Ofsted is natified of any injury requiring treament by a General Praditioner or haspital, or the deah of a dild or
adult.

Any injury requiring General Praditioner or hospital treament to a dhild, parent, voluntee or visitor is reported to
thelocd officeof the Hedth and Safety Exeautive.

We med 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 locd office of the Hedth and Safety
Exeautive:

¢ any acddent to amember of staff requiring treament by a General Praditi oner or hospital; and

¢ any dangerous occurrences (i.e. an event which daes not cause an acddent but could have dore).

Children's prescribed drugs are stored in their original containers, are dealy labelled and are inaccessble to the
children.

Parents give prior written permisgon for the administration d medicaion. The aministration is recorded
acarately and parents sgn the record bodk to acknowledge the alministration d amedicine.
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If the administration d prescribed medicaion requires medicd knowledge, individual training is provided for the
relevant member of staff by ahedth profesgonal.

Sickness
Our pdlicy for the exclusion d ill or infedious children is discussed with parents. This includes procedures for
contading parents - or other authorised adults - if a dhild beaomesill at Pre-Schod/Playgroup.

We do nd provide cae for children who are unwell, have atemperature, or sicknessand darrhoea or who
have an infedious disease.

We &k that children are dea of the symptoms of sicknessand darrheafor 48 hous before returning to Pre-
Schod/Playgroup.

In addition, for Playgroup ony, we &k that children do na attend where thereis a cae of sicknessand
diarrhoeain the family.

Children with headlice ae nat excluded, bu must be treded to remedy the condtion.

Parents are natified if thereis a case of heallicein the Pre-Schod/Playgroup.

Parents are natified if thereis an infedious disease, such as chicken pox.

HIV (Human Immunodeficiency Virus) may affed children or famili es attending. Staff may or may not be
informed abou it.

Children or famili es are not excluded because of HIV.

Good hygiene pradice oncerning the deaing of any spill ed bodly fluidsis caried ou at all times.

Staff suffering from sicknessand darrhoeado nd hande food.

Ofsted isnatified of any infedious diseases that a qualified medicd person considers natifiable.

Safety of adults

1.
2.
3.

4.
5.

Adults are provided with guidance dou the safe storage, movement, lifting and eredion d large pieces of
equipment.

When adults nead to read up to store equipment or to change light bulbs they are provided with safe
equipment to doso.

All warning signs are dea and in appropriate languages.

Adults do nd remain in the buil ding ontheir own or leave ontheir own after dark.

The sickness of staff and their involvement in acadents is recrded. The records are reviewed termly to
identify any issues which need to be addressed.

Records
In acordancewith the National Standards for Day Care, we keep reaords of :

names and addresses of all staff on the premises, including temporary staff who work with the dildren or who
have substantial accessto them;

names and adadresses of all the members of the management committee

all records relating to the staff’ s employment with the setting, including CVs, referencese, results of chedks
undertaken etc.

adults authorised to coll ed children from Pre-Schod/Playgroup;

the names, addresses and telephore numbers of emergency contads in case of children'sill nessor acddent;

the dlergies, dietary requirements andill nesses of individual children;

the times of attendance of children, staff, voluntea's and visitors;

acaddents; and

incidents.

In additi on, the foll owing padlicies and dacumentationin relation to hedth and safety arein place

Nationd Sandad 6. Sdety

Risk asesament.

Reoord o visitors.

Fire safety procedures.

Fire safety records and certificates.
Operational procedures for outings.
Vehicle reardsincluding insurance
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¢ List of named drivers.

Nationd Sandad 7: Health

Administration d medicaion.

Prior parental consent to administer medicine.
Reoord of the administration o medicines.

Accdent record.
Sick children.
No smoking.

Prior parental consent for emergency treament.
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‘Lost child’ policy
Proceduresfor when a child leaves the group unaccompanied

Statement of intent

A child shoud rever leave the group uracammpanied, and we have systems in pace ad work together with
parents for the safety of al children in the group. In the best regulated situations, however, acddents can and
do happen, and in the event that we caana find a diild who is a member of the Pre-Schod/Playgroup, we will
operate acording to the procedure set out below.

1. Systematic search

The group is resporsible for the misgng child and also for the other children in the group. The remaining
children will be gathered into ore large group e.g. for a story with ore alult, while the rest seach for the
missng child. The register is cheded to make sure no aher child has gone astray. Withou alarming them, the
children will be asked whether they have seen the dhild who is missng, as will all adults, so that we establish
who last saw the misgng child, when and where. Every room in the building and any accessble outside aea
will be dedked. Doors and Gates are dhedked to see if there has been a breathh of seaurity. Other
peopl e/organisations using the buil ding will be informed and, if appropriate, asked to help.

2. Parents

The dhild’s parents will be mntaded to warn them (alarming them as littl e & possble) that the dild may be
attempting to get home. If the dild lives within walking distance of the group, ore ault shoud make the
journey onfoot in order to catch upwith the aiild if passble.

3. Policeand Social Services

If the @ove steps do nd locae the dild, the police will be cdled in arder to condwct a thorough seach as
swiftly as posgble. If the pdice ae mntaded, the loca Social Services department must also be contaded to
inform them of the foll owing:

What systems arein placefor preventing such occurrences

What happened

What the staff did, at what time and in what order

Whom the staff informed, and when.

Socia Serviceswill want to condct their own investigation.

The Chair of the Management Committee shoud also be informed (Eileen Hori 01223 512098 as shoud the
PLA Insurance Manager (0207 833 09911

4, Acddent and Incident book

A reoord of the event will be made & on as an adult has time to do so, and even if the dild is foundsafe
within a few minutes. This will i nclude the last definite sighting of the dild and anything unusual that day
abou the behaviour of that child or of any other children.

5. Aftertheincident
A member of staff will be avail able to dscusswith the dhild's parents the events surroundng the disappeaance
of the dhild. The parents will nead care and suppat; however our insurance dso requires that we shoud nd
imply that we accet liability until the incident has been fully investigated by us and by Social Services. All
staff and parents dhoud be asked to refer any enquiries from the media @dou the incident to the Chair of the
Committeefor resporse.

If appropriate, a short meding will be held at the end d the sesson a the start of the following sesson (or a
note sent home with the cildren) to give other parents brief, acairate information about the incident as rapidly
as posshble and stop rumours circul ating.

6. When the dild isfound
Two members of staff will care for and talk with the dild, beaing in mind that he/she may be unaware of
having dore anything wrong, or alternatively may also have been afraid and dstressed and may now bein need
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of comfort. Other adults present will take the oppatunity to speek to al the dildren to ensure that they
understand that they must not leave the premises, and why.

Non-colledion of children policy

Statement of intent

In the event that a child is not colleded by an authorised adult at the end d a Pre-Schod/Playgroup sesson, the
Pre-Schod/Playgroup pus into pradice ayreead procedures. These ensure the dhild is cared for safely by an
experienced and qualified praditioner whois known to the child.

Aim

In the event that a dild is not colleded by an authorised adult, we will ensure that the ciild recaves a high
standard of carein order to cause & littl e distressas possble. We inform parents/carers of our procedures s that,
if they are unavoidably delayed, they will be reasaured that their children will be properly cared for.

Procedures
1. Parents of children starting at the Pre-Schod/Playgroup are aked to provide spedfic information which is
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recorded on ou Registration Form, including:

¢ home aldressand telephore number - if the parents do nd have atelephore, an alternative number must
be given, perhaps a neighbou''s;

¢ placeof work, addressand telephore number (if applicable);

* mobile telephore number (if applicable);

* names, addresses, telephore numbers and signatures of adults who are authorised by the parentsto colled
their child from Pre-Schod/Playgroup,for example a dildminder or grandparent; and

¢ information abou any personwho daes not have legal accessto the dild.

On occasions when parents are avare that they will not be & home or in their usual placeof work, they record
how they can be contaded in ou Register.

On occasions when parents or the persons normally authorised to colled the diild are not able to colled the
child, they record the name, addressand telephore number of the person who will be lleding their child in
our Register. We areewith parents how the identification d the person whoisto colled their child will be
verified.

Parents are informed that if they are not able to colled the dild as planned, they must inform us  that we can

begin to take badk-up procedures. We provide parents with ou contad telephore number. We dso inform
parents that - in the event that their children are nat colleded from Pre-Schod/Playgroup ly an authorised
adult and the staff can no longer supervise the diild in ou premises - we gply our child protedion
procedures as st out in ou child protedion pdicy.

If a dhildisnot colleded at the end d the sesson, we foll ow the foll owing procedures:

¢ the Register is chedked for any information abou changes to the normal coll edion routines;

¢ if noinformationis avail able, parents/carers are mntaded at home or at work;

¢ if this is unsuccesdul, the alults who are aithorised by the parents to collea their child from Pre-
Schod/Playgroup - and whaose telephore numbers are rearded onthe Registration Form - are contaded;

+ al reasonable dtempts are made to contad the parents/carers, for example aneighbou is contaded o
another member of staff visits the dhild's home;

* the dild stays at Pre-Schod/Playgroup in the cae of two fully-vetted workers until the dild is sfely
colleded;

* the dild dees not leave the premises with anyone other than those named onthe Registration Form or in
the daily Register;

6. if no-one mlleds the child and the premises are dosing, or staff are no longer available to care for the
child, we gply the procedures st out in ou Child Protedion Policy. We contad:
* ourlocd authority social services department (telephore number 01223 71821}
e Ofsted (telephore number 08456 40404)) and
* our locd Pre-schod Leaning Alliance office (telephore number 01954 23195 or our Early Yeas
Foundition Stage Advisor (Annina Human 07760178560).

7. afull written report of theincident is recorded in the dhild'sfile; and

8. depending on circumstances, we reserve the right to charge parents for the alditional hours worked by our
staff .
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Parental involvement policy

Statement of intent
We believe that children benefit most from ealy yeas educaion and care when parents and settings work together

in partnership.

Aims

1. Tosuppat parents as their children's first and most important educetors.

2. Toinvolve parentsin the life of the Pre-Schod/Playgroupand their children's education.

3. To suppat parentsin their own continuing education and persona development (e.g. behaviour management
andfood tygiene curses).

Method

In order to fulfil these ams:

1. we ae ommitted to orgoing dialogue with parents to improve our knowledge of the needs of their children
and to suppat their famili es;

2. through access to written information and through regular informal communicaion (e.g. Operational file,
parent information folder, newdletters, phore cdls, email, website), we inform all parents abou how the group
isrunandits padlicies. We ded to ensure parents understand the information which is given to them;

3. we encourage and suppat parents to play an adive part in the governance and management of the Pre-
Schod/Playgroup

4. weinformall parents onaregular basis abou their children's progress

5. we involve parents in the shared record keeping abou their children - either formally or informally - and
ensure parents have accasto their children's written records;

6. we provide oppatunities for parents to contribute their own skill s, knowledge and interests to the adivities of
the group

7. weinform parents abou relevant conferences, workshops and training;

8. we mnsult with parents abou the times of medingsto avoid excluding anyone;

9. we provide information abou oppatunities for being involved in the Pre-Schod/Playgroupin ways which are

accesgbleto parents with basic skill s neeads, or thase for whom English is an additional |anguage;
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10. we hdd medings in venues which are accesble and appropriate for all;

11. we welcome the contributions of parents, in whatever form these may take;

12. we inform all parents of the systems for registering queries, complaints or suggestions and chedk to ensure
these ae understood. All parents have accssto ou written complaints procedure; and

13. we provide oppatunities for parents to lean abou the Pre-Schod/Playgroup curriculum and abou yourg
children'sleaning, in the Pre-Schod/Playgroupand at home.

In compliancewith National Standard 12,the foll owing documentationisin pace
¢ admissons pdicy;

¢ complaints procedure;

¢ reoord of complaints; and

¢ adivities provided for children.
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Settling in Pre-Schoadl/Playgroup

Statement of intent

We want children to fed safe, stimulated and happy in the Pre-Schod/Playgroup and to fed seaure and
comfortable with staff. We dso want parents to have confidencein bah their children's well being and their role
as adive partners with the Pre-Schod/Playgroup.

Aim
We am to make the Pre-Schod/Playgroup a welcome place where dildren settle quickly and easily because
consideration hes been given to theindividual neads and circumstances of chil dren and their famili es.

Methods

1.

10.

11.

12.

13.

Before a tild starts to attend the Pre-Schod/Playgroup, we use avariety of ways to provide hisher parents
with information. These include written information (including our group bodlets and pdicies), displays
abou adivities available within the setting, information days and individual medings with parents if
appropriate.

During the half-term before a dild is enrolled, we provide oppatunities for the child and his’her parents to
visit the setting.

After the first half term, when the cildren have settled in we allocae akey person to ead child and his/her
family. They will communicate the dild’'s progress to the parents/carers throughou their time & Pre-
Schod/Playgroup.

We may offer ahome visit to ensure dl relevant information about the child can be made known.

We use pre-start visits and the first sesson at which a dild attends to explain and complete with his’her
parents the dil d's registration records.

When a dild starts to attend, we explain the processof settling-in with his’her parents and jointly dedde on
the best way to help the child to settle into the Pre-Schod/Playgroup.

Parents/carers are more than welcome to stay for the first few sessons urtil they fed their child is happy
enough to be left, gradually taking time avay from their child, increasing this as and when the dild is able to
cope.

Yourger children will take longer to settle in, as will children who have not previously spent time avay from
home. Children who have had a period d absence may also need their parent to be on hand to re-settle them.
We judge a tild to be settled when they have formed a relationship with their key person; for example the
child looks for the key person when he/she arives, goes to them for comfort, and seems pleased to be with
them. The aild is also familiar with where things are and is pleased to see other children and participate in
adivities.

When parents leave, we ask them to say goodbye to their child and explain that they will be cmming bad, and
when.

We do nd believe that learing a dild to cry will help them to settle any quicker. We believe that a dild's
distresswill prevent them from learning and gaining the best from Pre-Schod/Playgroup.

We reserve the right not to accet a dild into the Pre-Schod/Playgroup withou a parent or carer if the dild
findsit distresang to be left. Thisis espeaally the case with very yourg children.

After the first half term, we will start working on the child’'s personal diary which is used as arecord o their
progresswithin the Pre-Schod/Playgroup.
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Spedal educational needs/disability policy

Statement of intent
We aim to work in partnership with the dild, its parents as well as any professonal involved to enable a dild to
read their full potential and take part in the daily adivitiesin the setting.

Aims

1.
2.
3.

4.

5.
6.

We have regard for the DfES Seda Educational Neals Code of Pradice

Weinclude dl childrenin ou provision.

We provide praditioners to help suppat parents and children with speda educaional needs
(SEN)/disabiliti es.

We identify the spedfic neals of children with SEN/disabiliti es and med those neeads through a range of
strategies.

We work in partnership with parents and aher agenciesin meding individual children's neeals.

We monitor and review our pradice and provision and, if necessary, make adjustments.

Methods

1.

2
3.

No o

© ®

10.

11.

12.
13.
14.

15.

16.

17.
18.
19.
20.
21.

22.
23.

We have adesignated member of staff to be Speda Educaional Neads Co-ordinator (SENCO) and give her
nameto parents. The SENCO is currently Sam Capes.

. We provide astatement showing how we provide for children with SEN/disabiliti es.

We ensure that the provision for children with SEN/disabiliti es is the resporsibility of al members of the
Setting.

Prior to admisson the Pre-schod/Playgroup will seek consultation regarding any spedal educdional needs
and will consider the patential role of the parent/carer. There will be some flexibility to ensure that the setting
isrealy and ableto include the child succesdully. For general admisgons sethe almissons palicy.

We ensure that our physicd environment is as far as possble suitable for chil dren with disabiliti es.

We work closely with parents of chil dren with SEN/disabiliti es to creae and maintain a positi ve partnership.
We ensure that parents are informed at all stages of the assesament, planning, provision and review of their
children's education.

We provide parents with information onsources of independent advice and suppart.

All information is treded as confidential and permisson will be requested from the parent before records are
shared with ather professonals. Individua Educaion Plans (IEPs) will be passd orto the schod to enable
continuation d strategies that have been succesul in the setting.

We liaise with aher professonals involved with children with SEN/disahiliti es and their famili es, including
transfer arrangements to ather settings and schods. Ensuring any written reports are shared with the new
setting/schod as necessary.

We use the graduated resporse system for identifying, asesdng and respondng to children's pedal
educaional nedds.

We provide abroad and belanced curriculum for all children with SEN/disabiliti es.

We provide adifferentiated curriculum to med individual needs and abiliti es.

We use asystem of planning, implementing, monitoring, evaluating and reviewing individual educational
plans (IEPs) for chil dren with SEN/disahiliti es.

We esure that children with SEN/disabilities are gpropriately involved at all stages of the graduated
resporse, taking into acourt their levels of ahility.

We use asystem for keeping reards of the assessment, planning, provision and review for children with
SEN/disabiliti es.

We provide resources (human and financial) to implement our SEN/disability padlicy.

We ensure the privacy of children with SEN/disabiliti es when intimate caeis being provided.

We provide in-servicetraining for praditioners and voluntees.

We raise avarenessof any spedalism the setting hasto dffer, e.g. Makaton trained staff.

We ensure the dfedivenessof our SEN/disability provision by coll eding information from a range of sources
e.g. |EP reviews, staff/management medings, parental/external agencies' views, inspedions and complaints.
We provide a @mplaints procedure.

We monitor and review our pdlicy as and when necessary foll owing new legislation.
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Staffing and employment policy

Statement of intent

We provide astaffing ratio in line with the requirements of the National Standards for Day Care (or higher) to
ensure that children have sufficient individual attention and to guarantee cae and education d a high quality. Our
staff are gpropriately qualified and we cary out cheds for criminal and aher records through the Criminal
Reaords Bureau in acmrdance with statutory requirements.

Aims
To ensure that children below schod age and their parents are offered high quality ealy yeas care and educaion.

Methods
1. Tomed thisam we use the foll owing ratios of adult to child:
*  children aged two yeas of age: 1 adult : 4 children
*  children aged three- seven yeas of age: 1 adult : 8 children
2. A minimum of two staff/adults are on duty at any one time.
3. We hdd regular staff medings to uncertake aurriculum planning and to discuss children's progress their

adhievements and any difficulties which may arise from time to time.

4. We work towards offering equality of oppatunity by using nondiscriminatory procedures for staff
reauitment and seledion.

5. All staff have job descriptions which set out their roles and resporsibiliti es.

6. We welcome gplications from all sedions of the community. Applicants will be considered onthe basis of
their suitability for the post, regardlessof marital status, age, gender, culture, religious belief, ethnic origin or
sexual orientation. Applicants will not be placed at a disadvantage by us imposing condtions or requirements
which are not justifiable.

7. Our Pre-schod and Playgroup leaders and their deputy’s hdd the CACHE level 3 Diploma in Pre-schod
Pradice or an equivalent qualification and a minimum of half of our staff hold the CACHE level 2 Certificae
in Pre-schod Pradiceor an equivalent qualificaion.

8. We provide in-service training to all staff, whether paid staff or voluntees, through the Pre-schod Leaning
Allianceand external agencies.

9. We provide staff induction training in the first week of employment. This includes our Hedth and Safety
Policy and Child Protedion Policy. Other Poli cies and Procedures are introduced in the first half term.

9. Wesuppat the work of our staff by halding regular supervision medings and appraisals.

10. We ae committed to reauiting, appanting and employing staff in acordance with all relevant legislation and
best pradice

11. We use Ofsted guidance on oldaining references and crimina record chedks through the Criminal Records
Bureau for staff and voluntees whowill have substantial accessto children.
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Student placement policy

Statement of intent

This Pre-Schod/Playgroup recognises that qualifications and training make an important contribution to the
quality of the cae and educdion povided by ealy yeas settings. As part of our commitment to quality, we offer
placaments to students undertaking ealy yeas qualificaions and training, including those studying for the
CACHE level 2 Certificate in Pre-schod Pradice axd CACHE level 3 Diplomain Pre-schod Pradice

Aim
We am to provide for students on dacement with us experiences which contribute to the succesful completion d
their studies and which provide examples of quality pradicein ealy yeas care and education.

Methods

1. Werequire students to med the 'suitable person’ requirements of Ofsted.

2. Students who are placed in ou Pre-Schod/Playgroup ona short term basis (under half aterm) are not courted
in ou staffing ratios. Students who are placed for longer periods may be cunted in ou staffing ratios
provided we @nsider them to be cmpetent.

3. We take out employers liability insurance and pullic liability insurance which covers baoth trainees and
voluntary helpers.

4. Werequire studentsto keep to our confidentiality pdicy.

5. We m-operate with students' tutorsin arder to help studentsto fulfil the requirements of their course of study.

6. We provide students, at the first sesson d their placenent, with a short induction on hev our Pre-
Schod/Playgroupis managed, hov our sessons are organised and ou palicies and procedures.

7. We oommunicae apasitive message to students abou the value of qualifications and training.

8. We make the nedals of the dildren paramount by not admitting students in numbers which hinder the esential
work of the Pre-Schod/Playgroup.

9. We asure that students placed with us are engaged in bora fide ealy yeas training which provides the

necessry badkground unerstanding of chil dren's development and adiviti es.
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Important Contact Details

OFSTED Helpline 08456 404040 www.of sted.gov.uk
For Complaints, ask for the Complaints Unit

Cambridge Courty Courxil
Early Yeas Foundhtion State Advisor  AnninaHuman 07760178560

Locd Authority Social ServicesTean 01223 718211

Cambridgeshire Locd Safeguarding Children Board (L SCB) http://www.cambslscb.org.uk

Police, Non-Emergency No. 0845 456 456 4

PLA Insurance Manager 0207 833 0991

CommitteeOfficers

Chair

Eileen Hori 512093/ 0776020499 7horifamil y@ntlworld.com

Vice-Chair David Hargreaves 522838/ 07702 266609
Treasurer Richard Powell 312344
Seaetary CeliaCobb 350036
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