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EQUAL OPPORTUNITIES Valuing diversity and promoting equality 

Legal framework 
Equality Act 2010, which combines the: 
 The Equality Act 2006 
 Disability Discrimination Act 1995, 2005 
 Race Relations Act 1976, 2000 
 Sex Discrimination Act 1975, 1986 
 Children Act 1989, 2004 
 Special Education Needs and Disability Act 2001 
DfE SEND Code of Practice 2015 
Children and Families Act 2014 

Policy statement 
We will ensure that our service is fully inclusive in meeting the needs of all children, particularly those that arise 
from their ethnic heritage, social and economical background, gender, disability or ability.  Our settings are 
committed to anti-discriminatory practice to promote equality of opportunity and valuing diversity for all 
children and families.  We aim to: 

 Provide a secure and accessible environment in which all our children can flourish and in which all 
contributions are considered and valued. 

 Include and value the contribution of all families to our understanding of equality and diversity. 

 Provide positive non-stereotyping information about gender roles, diverse ethnic and cultural groups 
and disabled people. 

 Improve our knowledge and understanding of issues of anti-discriminatory practice, promoting equality 
and valuing diversity. 

 Make inclusion a thread that runs through all of the activities of the settings. 

Admissions Procedures 
The Playgroup/Preschool is open to all members of the community: 

 We advertise our services widely. 

 We reflect the diversity of our society in our publicity and promotional materials. 

 We endeavour to provide information in clear, concise language, whether in spoken or written form. 

 We provide information in as many languages as possible.  Agencies such as Ethnic Minority and 
Traveller Achievement Service (EMTAS) are used for support and guidance. 

 We base our admissions policy on a fair system through cascaded government guidelines. 

 We ensure that all parents have access to a copy of our equal opportunities policy upon enrolment of 
their child and are given a copy when their child starts at the setting. 

 We do not discriminate against a child or their family, or prevent entry to our settings, on the basis of 
colour, ethnicity, religion or social background. 

 We do not discriminate against a child with a disability or refuse a child entry to our settings for reason 
relating to disability. 

 We develop an action plan to ensure that people with disabilities can participate successfully in the 
services offered by the settings and in the curriculum offered. 

 We take action against any discriminatory behaviour of staff or parents.  Displaying of openly 
discriminatory and possibly offensive materials, name calling, or threatening behaviour are 
unacceptable on or around the premises and will be dealt with in the strongest manner. 

 Returning children will be given priority for sessions in the September of the next year. 

 If sessions are full for that Academic year, returning children and those children who will be funded 
from that September, will take priority for sessions requested and applicants will be advised as soon as 
possible. 

 Applications for the remaining available places for the next Academic year will be processed on a first 
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come first served basis upon receipt of an application form. 

 We will request your preference for sessions well in advance of the September term. 

 Sessions cannot be guaranteed but we will do our utmost to provide sessions requested or offer 
alternatives. 

 Waiting lists will be managed on similar lines to above upon receipt of an application form and you will 
be advised as soon as possible what availability there is. 

Employment 

 Vacant posts are advertised and all applicants are judged against explicit and fair criteria, dependent on 
position advertised. 

 Applicants are welcome from all backgrounds and posts are open to all. 

 We use the exemption clauses in relevant legislation to enable the service to best meet the needs of 
the community. 

 The applicant who best meets the criteria is offered the post, subject to references and checks by the 
Disclosure and Barring Service (DBS).  This ensures fairness in the selection process. 

 All job descriptions include a commitment to promoting equality and recognising and respecting 
diversity as part of their specifications, with also a high regard for safeguarding issues and procedures. 

 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 ensure that staff are confident and fully trained in administering relevant medicines and performing 
invasive care procedures when these are required. 

 We review our practices to ensure that we are fully implementing our policy for promoting equality, 
valuing diversity and inclusion. 

Curriculum 
The curriculum offered in the settings encourages children to develop positive attitudes about themselves as 
well as to people who are different to themselves.  It encourages children to empathise with others and to 
begin to develop the skills of critical thinking.  Our environment is as accessible as possible for all visitors and 
families.  If access to the settings is found to treat disabled children or adults less favourably then we make 
reasonable adjustments to accommodate their needs.  We do this by: 

 Making children feel valued and good about themselves. 

 Ensuring that children have equality of access to learning. 

 Undertake an access audit to establish if the settings are accessible to all children. 

 Making adjustments to the environment and resources to accommodate a wide range of learning, 
physical and sensory impairments; this is done through advice from outside agencies and support 
groups and evaluation of the environments to accommodate the individual needs of each child. 

 Making appropriate provision within the curriculum to ensure each child receives the widest possible 
opportunity to develop their skills and abilities, e.g. recognising the different learning styles of the 
children. 

 Positively reflecting the widest possible range of communities in the choice of resources. 

 Avoiding stereotypes or derogatory images in the selection of books or other visual materials. 

 Celebrating a wide range of festivals, particularly those of attending families and children. 

 Creating an environment of mutual respect and tolerance. 

 Differentiating the curriculum to meet children’s special educational needs and children with 
disabilities. 

 Helping children to understand that discriminatory behaviour and remarks are hurtful and 
unacceptable. 

 Ensuring that children learning English as an additional language have full access to the curriculum and 
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are supported in their learning. 

 Ensuring that children speaking languages other than English are supported in the maintenance and 
development of their home languages. 

Valuing diversity of families 

 We welcome the diversity of family lifestyles and work with all families. 

 We encourage children to contribute stories of their everyday life to the settings. 

 We encourage parents/carers to take part in the life of the settings and to contribute as much or as 
little as they possibly can. 

 For families who speak languages in addition to English, we will develop means to ensure their full 
inclusion into the settings. 

 We offer a flexible payment system for families of differing means and offer information regarding 
sources of financial support (please refer to our Fees Policy page 10). 

Food 

 We work in partnership with parents 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 
settings. 

 Information about meetings is communicated in a variety of ways - written, verbal and in translation – 
to ensure that all parents have information about and access to the meetings. 

Monitoring and reviewing of policy 
To ensure our policies and procedures remain effective, we will monitor and review them annually.  We provide 
a complaints procedure and a complaints summary record for parents, if requested. 
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SUPPORTING CHILDREN WITH SPECIAL EDUCATIONAL NEEDS 

Policy statement 

 We provide an environment in which all children, including those with special educational needs, are 
supported to reach their full potential. 

 We have regard for the DfE Special Educational Needs and Disability Code of Practice (2015). 

 We ensure our provision is inclusive to all children with special educational needs. 

 We support parents and children with special educational needs (SEN). 

 We identify the specific needs of children with special educational needs and meet those needs 
through a range of SEN strategies. 

 We work in partnership with parents and other agencies in meeting individual children’s needs. 

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

Procedures 

 We designate a member of staff to be the Special Educational Needs Co-ordinator (SENCo) and give 
his/her name to parents.  Our SENCo’s are: Setting Leaders alongside SENCo Support. 

 Our Key Companion system ensures that each adult is especially responsible for, and close to, the least 
amount of children possible, so each child receives plenty of adult time and attention. 

 Each child is allocated a Key Companion who liaises closely with the SENCo/SENCo Support and child’s 
family to ensure that the individual needs of the child are met and reviewed regularly. 

 We ensure that the provision for children with special educational needs is the responsibility of all 
members of the settings. 

 We ensure that our inclusive admissions practice ensures equality of access and opportunity. 

 We use the graduated response system for identifying, assessing and responding to children’s special 
educational needs. 

 We work closely with parents of children with special educational needs to create and maintain a 
positive partnership. 

 We ensure that parents are informed at all stages of the assessment, planning, provision and review of 
their children’s education. 

 We provide parents with information on sources of independent advice and support. 

 We liaise with other professionals involved with children with special educational needs and their 
families, including transfer arrangements to other settings and schools. 

 We provide a broad, balanced and differentiated curriculum for all children with special educational 
needs. 

 We use a system of planning, implementing, monitoring, evaluating and reviewing individual 
educational plans (IEPs) for children with special educational needs. 

 We ensure that children with special educational needs are appropriately involved at all stages of the 
graduated response, taking into account their levels of ability. 

 We have systems in place for supporting children during Early Years Action, Early Years Action Plus, 
Statutory Assessment and the Educational Health Care Plan process (EHCP). 

 We use a system for keeping records of the assessment, planning, provision and review for children 
with special educational needs. 

 We provide resources to implement our Special Educational Needs Policy. 

 We provide in-service training for parents, practitioners and volunteers. 

 We raise awareness of any specialism the settings have to offer, e.g. Makaton trained staff. 

 We ensure the effectiveness of our special educational needs provision by collecting information from a 
range of sources e.g. IEP reviews, staff and management meetings, parental and external agency views, 
inspections and complaints.  This information is collated, evaluated and reviewed annually. 

 We provide a complaints procedure. 

 We monitor and review our policy annually. 
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SETTLING IN 

We want children to feel safe and happy in the absence of parents, to recognise other adults as a source of 
authority, help and friendship and to be able to share with their parents afterwards the new learning 
experiences enjoyed in the Playgroup/Preschool. 

Children often cry when settling in.  This is normal and our practitioners have had training to provide a warm 
and welcoming transition, however some individual children need more time to settle and strategies will be 
offered to enable this. 
When starting, the children are allocated a Key Companion, this is to provide a warm relationship between 

child and key person, a familiar face for a child to make a connection to.  Information sharing from parents is 

very important at this time so that children’s individual needs are meet.  Here are some of our settling 

strategies 

 Reduced hours to accommodate children’s individual needs. 

 When parents leave the setting, we will contact them, if required, to advise them on their child’s well-

being. 

 Some children do not want to be held and prefer to be left alone, practitioners will let them self sooth.  

When this is required practitioners give children space to explore the settings in their own time.  

However, the child will be observed for a period of time by an adult, who will try to engage or 

encourage activities and ensure they are safe. 

 We will contact parents to discuss the best way forwards in helping their child to settle happily into 

Playgroup/Preschool. 

 Encourage parents, where appropriate, to separate from their children for brief periods at first, 
gradually building up to longer absences. 

The Key Companion approach is used 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 settings.  The 
Key Companion meets regularly with families for discussion and consultation on their child’s progress. 
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PARENT PARTNERSHIP 

Parents are the first educators of their young children.  The aim of the settings is to support their essential 
work.  We will: 

 Make all new parents aware of the group’s systems and policies. 

 Encourage parents on an individual basis to play an active part in the management of the group i.e. join 
the committee and assist in specific events. 

 Ensure that parents are informed on a regular basis about their child’s progress. 

 Ensure that all parents have opportunities to contribute from their own skills, knowledge and interests 
to the activities of the group. 

 Involve parents in shared record keeping about their own child, either formally or informally. 

 Consult with families about the times of meetings to avoid excluding anyone. 

 Hold meetings in venues which are accessible and appropriate to all. 

 Welcome the contributions of parents, whatever forms these may take. 

 Make known to all parents the systems for registering queries, complaints or suggestions. 

 Provide opportunities for parents to learn about the pre-school curriculum and about young children’s 
learning, in pre-school and at home. 

Terms 

 The term ‘parent’ is used to refer to mothers, fathers, legal guardians and the primary carers of children 
in public care. 

 The term ‘carer’ refers to any adult who has part-time responsibility for the care of the child. 

 The term ‘Key Companion’ refers to Playgroup/Preschool staff with responsibility for a group of children. 

Statement of intent 
The purpose of this policy is to ensure that staff and parents/carers work in partnership to meet the needs of 
children and families. 

Aims 

 To create an atmosphere where parents/carers feel welcome to visit at any time. 

 To value the contribution that parents/carers make to the partnership. 

 To take the time to build relationships and trust, especially with parents/carers who may find the 
partnership process difficult. 

 To access appropriate support services to enable communication with parents, when necessary. 

 To listen to parents/carers/children’s ideas and concerns, at mutually convenient times. 

 To keep parents/carers informed of any issues relating to their children’s welfare. 

 To ensure parents/carers are aware of relevant policies. 

 To provide regular opportunities for parents to discuss their children’s development and achievements. 

 To consult with parents on assessment and record keeping about their children, ensuring they have access 
to written records on only their children. 

 To give all parents/carers the opportunity to contribute their own skills, knowledge and interests to the 
activities of the Playgroup/Preschool. 

 To raise parents’/carers’ awareness of the Early Years Curriculum and share ideas for supporting learning at 
home and within the Playgroup/Preschool. 

 To provide up to date information on local services relating to the needs of under-fives and their families. 

 To continuously reflect, as a whole group, on our own attitudes, feelings and practice regarding parental 
partnership. 

Implementation 

 Meetings with any member of staff can be arranged with notice. 

 Newsletters and parentmail. 

 Daily opportunities to share information with Key Companion/staff members. 
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 Policies – available in parent information area or a copy emailed on request. 

 Settling in sessions when parents may stay with their child if they wish to. 

 Regular parent evenings to discuss children’s progress. 

 Special Educational Needs (SEN) reviews and IEPs, targets and transition discussed with parents/carers. 

 Transitions to school, visits and strategies used. 

Each party to have a role which is outlined as such: 

Parents as partners – the role of the Key Companion 

 To make parents/carers and children welcome, promoting a positive relationship. 

 To liaise with parents/carers in helping the child to settle in and play with other children. 

 To share information that will inform planning and extend children’s next steps in line with the Early Years 
Foundation Stage curriculum. 

 To comfort children if they are upset or hurt and phone the parents/carers if necessary if they have 
concerns about the child. 

 To work with the parents and outside agencies such as Speech Therapists and Health Visitors when required 
to help the child. 

 To welcome contributions from parents, as this will enrich the experience of the children in the 
Playgroup/Preschool. 

 To observe and monitor the child’s development. 

 To be a positive role model to the children, through dress code, way of speaking, conduct and attitude. 

 To support parents/carers with issues regarding their child (i.e. eating, sleeping, toileting, behaviour, oral 
hygiene and self regulation) when advice is sought/necessary. 

 To provide children with healthy snacks to promote their physical health and well-being. 

Parents as partners – the role of the Parent/Carer 

 To inform the Key Companion and/or Senior Staff of any change of address, telephone numbers or family 
circumstances. 

 To inform the Key Companion of any injuries the child has sustained or causes for concern when entering a 
Playgroup/Preschool session. 

 To ask the Playgroup/Preschool staff to explain anything that they are not sure about. 

 To dress their child in appropriate clothing (named) and footwear for play. 

 To share ideas for play/learning. 

 To endeavour to reinforce learning at home. 

 To bring their child to Playgroup/Preschool for their full sessions per week after the initial settling in period. 

 To discuss with their Key Companion any changes that have occurred at home that may affect the child (i.e. 
behaviour, attitude, feelings). 

 To discuss their child’s progress at Playgroup/Preschool and at home with their Key Companion. 

 To let Playgroup/Preschool know as soon as possible if their child is not to attend any session. 

 To provide their child with healthy lunches to promote their physical health and well-being. 

Equal opportunities 
This is promoted through: 

 Promoting a sense that everyone is welcome, regardless of age, race, culture, language, social background, 
ability and education. 

 Recognising that children have a wide range of needs which may be affected by changing circumstances and 
different experiences. 

 Working closely with parents in order to meet each child’s changing needs as they arise. 

 Supporting, valuing and respecting children and parents who have English as a second language and 
providing additional support from other agencies if required e.g. EMTAS. 
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FEES 

Fees and funding 
Our aim is to have a reasonable and structured approach to fees.  It will be structured in line with the Early 
Years Education funding scheme.  At all times the Playgroup/Preschool’s policy on fees payment will remain fair 
and reasonable. 

The fees are invoiced on a term by term basis.  The fees can be paid on a weekly, monthly or termly basis, 
providing the parent/carer has agreed this method with the Senior Setting Leader or Administration 
Coordinator.  Payment can be made by cash, cheque, bank transfer, child care vouchers and the Tax Free 
Childcare scheme.  It should be noted that fees are payable when a child is absent, either through illness or 
holiday.  This rule is applied as a place within the Playgroup/Preschool has been reserved for each child. 

Fee rates 

2yrs  £6.00 per hour   3yrs-4yrs  £5.50 per hour 

If a child is eligible for government funding and uses up their grant entitlement of 570/1140 hours per 12 month 
period, or grant entitlement of 15/30 hours per week at this setting or at another setting, the additional hours 
will be charged at the appropriate fees rate above (terms and conditions apply in relation to 30 hours). 

It should be noted that the 570/1140 hour’s allowance funded by the government runs from the start of the 
term after the child’s birthday, not from the start of the academic year.  So, if we have a particularly early Easter 
one year followed by a late Easter the next year the 570/1140 hours will almost certainly be exceeded, in which 
case the parents / carers will be charged for those extra hours. 

Snack fees 

We provide a variety of foods including fruits, vegetables, dairy and carbohydrates on a daily basis.  As part of 
the children’s learning and development, they are encouraged to help prepare snack, talk about growth and 
decay, count out the items they choose and be a part of group social interaction.  It can also encourage children 
to try different foods that they might not otherwise have tried.  The cost of this is 30p per morning session that 
a child is due to attend, which will be invoiced on a termly basis.  If a child is off sick or away for any other 
reason, the charge will still stand, as with session fees. 

Administration charges 

Any changes to a child’s attendance hours or days for the following term need to be requested in writing in the 
first half of the current term.  The second part of the term will be used to process requests.  Any requests 
received in the second part of the current term for changes in the following term will be subject to a £10 
administration charge.  Any requests that require an immediate change to a child’s hours or days will be subject 
to a £10 administration charge.  The administration charge is to be paid at the time of request.  Requests for 
changes to hours and days are subject to availability. 

If a reduction of hours is required with immediate effect, the parent will liable for a half term’s fees, unless the 
space can be filled from the waiting list sooner than this.  If the space is filled from the waiting list, the parent 
who requested a reduction in hours will just need to pay a £10 administration fee. 

Invoices 

Invoices will be issued at the beginning of a new term.  Payment is required in full within two weeks of the 
invoice date, unless a payment plan has been agreed with the Senior Setting Leader or Administration 
Coordinator. 

Recovery of unpaid fees 

The Trustees and Senior Setting Leader will, as far as reasonably possible, work with parents/carers in difficulty 
with fees and therefore parents/carers are urged to contact the Senior Setting Leader or Administration 
Coordinator as early as possible should such circumstances arise and before the situation is irretrievable. 



Page 11 of 70 

The Playgroup/Preschool will take the necessary steps to recover all monies outstanding, if non-payment of fees 
occurs.  The Committee reserve the right to charge interest on the unpaid fees at 8%.  Interest will start being 
charged one week after the date of the final warning letter. 

Late collection fee 

The Playgroup/Preschool reserves the right to charge a fee for the late collection of a child.  Late constitutes 
picking up a child five minutes or more after the agreed pick up time.  The time is taken from the clock in the 
Playgroup/Preschool setting. 

Once 15 minutes of lateness has been accrued over the duration of a term, the Playgroup/Preschool will then 
apply the late collection fee.  The fee is charged at £1.00 per minute thereafter. 

For example: 

The Playgroup/Preschool closes at 3.00pm. 
1st Late collection - parent arrives at 3.08pm, they have accrued 8 minutes. 
2nd Late collection - parent arrives at 3.09pm, they have then accrued a total of 17 minutes.  The parent will be 
charged a late collection fee of £2.00 for the 2 minutes over the 15mins grace period. 
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MEDICINE 

Legal framework 
The Human Medicines Regulations (2012) 

Policy statement 
While it is not our policy to care for sick children, who should be at home until they are well enough to return 
to the setting, we will agree to administer medication as part of maintaining their health and well-being or 
when they are recovering from an illness. 

Administering medicines will only be done where it would be detrimental to the child’s health if not given in the 
settings.  It is advised that the child remains at home for the first 48 hours of any illness to ensure there are no 
adverse effects from the medication and for it to take effect. 

These procedures are written in line with current guidance in ‘Managing Medicines in Schools and Early Years 
settings’; the Setting Leaders are responsible for ensuring all staff understand and follow these procedures. 

The Key Companion, alongside a witness, is responsible for the correct administration of medication to children 
for whom they are the Companion, where possible.  This includes ensuring that parental consent forms have 
been completed, that medicines are stored correctly and that records are kept according to procedures.  In the 
absence of the Key Companion, the Setting Leader/ Senior Early Years Practitioner is responsible for the 
overseeing of administering medicines. 

Procedure 

 Children taking prescribed medication must be well enough to attend the settings. 

 Only prescribed medication is administered.  It must be in date and prescribed for the current condition 
and where necessary a health care plan is provided. 

 Prescribed medication is stored in its original container and is clearly labelled and inaccessible to the 
children. 

 Parents give prior written permission for the administration of medication.  The staff receiving the 
medication must ask the parent to sign a consent form stating the following information.  No 
medication may be given without these details being provided: 

 Full name of child and date of birth 

 Name of medication and strength 

 Who prescribed it 

 Dosage and times to be given in the setting 

 Method of administration 

 How the medication should be stored and expiry date 

 Any possible side effects that may be expected should be noted; and 

 Signature, printed name of parent and date 

 The administration is recorded accurately each time it is given and is signed by staff.  Parents sign the 
record to acknowledge the administration of medicine.  The medication record records: 

 The name of the child 

 Name and strength of medication 

 The date and time of dose 

 Dose given and method 

 Signed by person administering medicine and a witness to verify correct administration 

 Parent’s signature at the end of the day 

Storage of medicines 

 All medication is stored safely with no children having access. 

 The child’s Key Companion, where possible, is responsible for ensuring medication is handed back at 
the end of the day. 
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 For some conditions, medications can be kept at the settings.  Key Companions check that any 
medication held to administer on an adhoc or regular basis is in date and returns any out of date 
medication back to the parent. 

 If the administration of prescribed medication requires medical knowledge, individual training is 
provided for the relevant member(s) of staff by a health professional. 

 No child will be allowed to self administer.  Where children are capable of understanding when they 
need medication e.g. asthma inhaler, they should be encouraged to tell a member of staff what they 
need.  This does not replace staff vigilance in knowing and responding when a child requires 
medication. 

Children with long term medical conditions 

 A risk assessment will be carried out for each child with long term medical conditions that require 
ongoing medication.  This is the responsibility of the Setting Leader alongside the Key Companion.  
Other medical and social care personnel may need to be involved in the risk assessment and the 
setting’s insurance company will need to be informed. 

 Parents will also contribute to the risk assessment.  They should be informed of all routines and 
activities in the settings, including outings, and point out anything they think may be a risk factor for 
their child. 

 The training needs for staff also forms part of the risk assessment if personalised administration of 
medication is needed. 

 The parent, Key Companion and Setting Leader should draw up a health care plan for the child, 
including details of the steps to take in an emergency. 

 All parties have a copy of the health care plan and it is reviewed every six months. 

Trips and outings 

 If children are going out on outings, staff accompanying children must include the Key Companion for 
the child with a risk assessment or another member of staff who is fully informed about the child’s 
needs and/or medication. 

 Medication taken is clearly labelled with the child’s name, name of medication, a consent form and a 
card to record administration of medication as above.  The medication will be stored appropriately. 

 The card is attached to the medicine record book upon return to the setting for the parent to sign on 
collection of the child. 

 If the child requires hospitalisation, the child’s medication will be taken and clearly labelled with the 
child’s name, name of medication and a copy of the consent form signed by the parent. 
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MANAGING CHILDREN WITH ALLERGIES OR CHRONIC ILLNESS 
(Including reporting notifiable diseases) 

Policy statement 
We promote health through identifying allergies and preventing contact with the allergenic substance and 
through preventing cross infection of viruses and bacterial infections. 

Procedures for children with allergies 

 When parents start their children at the setting they are asked if their child suffers from any known 
allergies.  This is recorded on the registration form. 

 If a child has an allergy, a risk assessment form is completed to detail the following: 

 The allergen – substance, material or living creature the child is allergic to 

 The nature of the allergic reaction e.g. anaphylactic shock reaction etc 

 What to do in case of allergic reactions and any medication used and how – e.g. EpiPen 

 Control measures – how we can prevent the allergic reaction 

 Review 

 This form is kept in the child’s personal file and a copy is displayed where staff can see it. 

 No nuts or nut products will be used in the settings. 

 Parents and families are made aware that no nuts or nut products must be brought into the settings. 

Insurance requirements for children with allergies and disabilities 
For children with life threatening conditions, or requiring invasive treatments, written confirmation from the 
insurance provider will be obtained to extend the insurance cover. 

At all times the administration of medication must be compliant with the Safeguarding and Welfare 
Requirements of the Early Years Foundation Stage (EYFS) and follow procedures based on advice given in 
Managing Medicines in Schools and Early Years Settings (DfE 2005) 

Procedures for children who are sick or infectious 

 If children appear unwell during the day: temperature, vomiting, diarrhoea or pain: a member of staff 
will call the parents and ask them to come to collect the child or send a known carer on their behalf. 

 If a child has a temperature, they are kept cool by removing clothing, cold compress etc 

 Temperature is monitored and taken using a digital ear thermometer which is kept in the first aid box. 

 In extreme emergencies the child will be taken to the nearest hospital and the parents informed. 

 Parents are asked to take their child to a doctor before returning them to the Playgroup/Preschool, 
which may refuse admittance to children with a high temperature, sickness and diarrhoea or a 
contagious infection or disease. 

 Where children have been prescribed antibiotics, parents are asked to keep them at home for 48 hours 
before returning to the setting. 

 After sickness and/or diarrhoea, parents are asked to keep children at home for 48 hours since the last 
attack before returning them to the setting. 

 The settings have a list of excludable diseases and current exclusion times, which includes common 
illnesses such as measles. 

Reporting of notifiable diseases 

 If a child or adult is diagnosed as suffering from a notifiable disease under the Health Protection 
(Notification) Regulations 2010, the GP will report this to Public Health England. 

 When the settings become aware, or are formally informed of the notifiable disease, the Senior Setting 
Leader informs Ofsted and acts on any advice given by Public Health England. 

 A list of such diseases can be found at https://www.gov.uk/guidance/notifiable-diseases-and-causative-
organisms-how-to-report#list-of-notifiable-diseases 

 
 

https://www.gov.uk/guidance/notifiable-diseases-and-causative-organisms-how-to-report#list-of-notifiable-diseases
https://www.gov.uk/guidance/notifiable-diseases-and-causative-organisms-how-to-report#list-of-notifiable-diseases
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HIV/AIDS/Hepatitis procedure 
The HIV virus, like other viruses such as Hepatitis (A, B and C) are spread through bodily fluids.  Hygiene 
precautions for dealing with body fluids are the same for all children and adults: 

 Single use vinyl gloves and aprons are worn when changing nappies, pants and clothing that are soiled 
with blood, urine, faeces and vomit. 

 Soiled clothing is bagged for the parents to take home for cleaning. 

 Spills of blood, urine, faeces or vomit are cleared using mild disinfectant solution and any cloths used 
are disposed of with the clinical waste. 

 Tables and other furniture, furnishings or toys affected by blood, urine, faeces or vomit are cleaned 
using a disinfectant. 

 Children do not share water bottles etc with other children. 

Nits and head lice 

 Nits and head lice are not an excludable condition, however in exceptional cases a parent may be asked 
to keep the child away until the infestation has cleared. 

 On identifying cases of head lice, all parents are informed and asked to treat their child and all the 
family, if head lice are found. 
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NAPPY CHANGING 

Policy statement 
The Playgroup/Preschool has a duty of care towards children’s personal needs.  No child will be excluded from 
participating in our settings who may, for any reason, not yet be toilet trained and who may still be wearing 
nappies or equivalent.  We work with parents towards toilet training, unless there are medical or other 
developmental reasons why this may not be appropriate. 
We provide nappy changing facilities and exercise good hygiene practices in order to accommodate children 
who are not yet toilet trained. 

We see toilet training as a self-care skill that children have the opportunity to learn with the full support and 
non-judgemental concern of adults. 

Procedures 

 Key Companions have a list of children in their care who are in nappies or equivalent. 

 Staff will endeavour to make nappy changing as relaxed as possible and use it as an opportunity to 
promote independence and encourage positive associations with toileting.  Children are encouraged to 
take an interest in using the toilet, wash their hands and to explore the environment in their own way. 

 Each child has their own supply of nappies, wipes and spare clothes if required (provided by the 
parents/carers). 

 Gloves and aprons are freely available and put on prior to changing a child. 

 All staff are familiar with the hygiene procedures of changing nappies and carry them out. 

 Nappies/pull-ups are disposed of by double wrapping and putting into the nappy bin. 

 No child will be left in wet or soiled nappies for a long period of time.  This constitutes neglect and will 
be a disciplinary matter.  We keep a log book of nappy changes. 
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FOOD AND DRINK 

Policy statement 
The sharing of refreshments can play an important part in the social life of the Playgroup/Preschool as well as 
reinforcing children’s understanding of the importance of healthy eating.  At snack time we aim to provide 
nutritious food that meets the children’s individual dietary needs. 
We maintain the highest possible food hygiene standards with regard to the purchase, storage, preparation and 
serving of food and we are registered as a food provider with the local authority Environmental Health 
Department. 

Procedures 
We follow these procedures to promote healthy eating in our settings: 

 We find out from parents, prior to starting at the settings, children’s dietary requirements and 
preferences, including allergies. 

 Dietary requirements are recorded in the registration documents that parents complete. 

 We regularly consult with parents to ensure the records on their child are kept up to date. 

 Dietary requirements of children, including allergies, are displayed for all staff and volunteers to see. 

 We implement systems to ensure children receive only food and drink that is consistent with their 
dietary needs and preferences as well as their parent’s wishes. 

 We display snack menus for the information of parents. 

 We provide nutritious and balanced food for snacks, avoiding large quantities of sugar, saturated fat and 
salt and artificial additives, preservatives and colourings.  Fruit and vegetables are washed thoroughly 
by staff, prior to being prepared alongside the children 

 The fridge temperature is recorded each day, to ensure it meets legal requirements. 

 All food preparation and eating/drinking equipment is washed when snacks have been completed and 
then sterilised once a week. 

 We do not provide food containing nuts or nut products. 

 Through discussion with parents, we obtain information about the dietary rules of the religious groups 
to which children and their families belong and take account of this in the provision of food and drinks. 

 We require staff to show sensitivity in providing for children’s diets and allergies. 

 Snack and meal times are organised so that they are social occasions in which children and staff 
participate.  Children are encouraged to be as independent as possible through making choices, feeding 
themselves and washing up their own dishes. 

 Fresh drinking water is freely available at all times and when milk is provided, it is pasteurised. 

 Children are discouraged from sharing their food or swapping items to protect those with allergies or 
intolerances. 

 At least one adult in the setting has undertaken Food Hygiene training. 

 Staff and children always wash hands under running water before handling food and after using the 
toilet. 

 Tea towels and all utensils will be kept scrupulously clean and washed regularly. 

 All new staff will be made aware of food hygiene guidelines, issues and procedures during their 
induction process. 

Packed lunches 
Children staying for lunch need to bring a packed lunch with them. 

 We request that packed lunches contain an ice pack to keep food cool. 

 The settings have a healthy eating policy and this is enforced. 

 Sweet drinks, crisps, sweets and processed foods are discouraged and we reserve the right to return 
these items in the lunch box. 

 We will provide plates and cups and cutlery if required. 

 Staff will sit with children to encourage eating and to promote communication and social interaction. 
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SAFEGUARDING & CHILD PROCTECTION Children’s rights and entitlements 

Policy statement 

 We promote a child’s right to be strong, resilient and listened to by creating an environment in our 
settings that encourages children to develop a positive self image, including their heritage arising from 
their colour, ethnicity, languages spoken, religious belief, cultural traditions and home background. 

 We encourage children to develop a sense of autonomy and independence. 

 We enable children to have the self confidence and the vocabulary to resist inappropriate approaches. 

 We help children to establish and sustain satisfying relationships within their families, peers and with 
other adults. 

 We work with parents to build their understanding of and commitment to the principles of 
safeguarding all our children. 

Child protection 
We will work with children, parents and the community to ensure the rights and safety of children, young 
people and vulnerable adults.  Our safeguarding policy is based on the three key commitments of the Early 
Years Alliance Safeguarding Children Policy. 

Procedures 
We carry out the following procedures to ensure that we meet the three key commitments of the Alliance, 
which incorporates responding to child protection concerns.  We also meet our responsibilities under the 
Safeguarding Vulnerable Groups Act 2006. 

Key commitment 1 
We are committed to building a ‘culture of safety’ in which children, young people and vulnerable adults are 
protected from abuse and harm in all areas of our service delivery. 

Our designated people who coordinate child protection issues are: 
Lead Child protection Officer: Setting Leaders 
Deputy Lead Child Protection Officer: Senior Early Years Practitioner 

The designated people ensure they have relevant links with statutory and voluntary organisations with regard 
to safeguarding.  They understand Local Safeguarding Children Board (LSCB) procedures, attend relevant 
training at least every two years and refreshes their knowledge of safeguarding at least annually 

 We ensure all staff, volunteers and parents are made aware of our safeguarding policies and procedures 
and all staff are trained to understand them. 

 All staff understand that safeguarding is their responsibility. 

 All staff have an up to date knowledge of safeguarding issues, are alert to potential indicators and signs 
of abuse and neglect and understand their professional duty to ensure safeguarding and child 
protection concerns are reported to the local authority children’s social care team or the NSPCC. 

 All staff are confident to ask questions in relation to any safeguarding concerns and know not to just 
take things at face value but can be respectfully sceptical. 

 All staff understand the principles of early help (as defined in Working Together to Safeguard Children, 
2018) and are able to identify those children and families who may be in need of early help and enable 
them to access it. 

 All staff understand the thresholds of significant harm and understand how to access services for 
families, including for those who are below the threshold for significant harm, according to 
arrangements published by the LSCB or safeguarding partner in areas where the safeguarding partners 
have replaced the LSCB. 

 All staff understand their responsibilities under the General Data Protection Regulation and the Data 
Protection Act 2018 and understand relevant safeguarding legislation, statutory requirements and local 
safeguarding partner requirements and ensure that any information they may share about parents and 
their children with other agencies is shared appropriately and lawfully. 
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 We will support families to receive appropriate early help by sharing information with other agencies in 
accordance with statutory requirements and legislation. 

 We will share information lawfully with safeguarding partner and other agencies where there are 
safeguarding concerns. 

 We will be transparent about how we lawfully process data. 

 All staff understand how to escalate their concerns in the event that they feel either the local authority 
and/or their own organisation has not acted adequately to safeguard and know how to follow local 
safeguarding procedures to resolve professional disputes between staff and organisations. 

 All staff understand what the organisation expects of them in terms of their required behaviour and 
conduct, and follow our policies and procedures on positive behaviour, online safety (including use of 
cameras and mobile phones), whistleblowing and dignity at work. 

 Children have a key person to build a relationship with, and are supported to articulate any worries, 
concerns or complaints that they may have in an age appropriate way. 

 All staff understand our policy on promoting positive behaviour and follow it in relation to children 
showing aggression towards other children. 

 We provide adequate and appropriate staffing resources to meet the needs of the children. 

 Applicants for any posts vacant within the settings are clearly informed that the positions are exempt 
from the Rehabilitation of Offenders Act 1974. 

 Enhanced criminal records and barred lists checks and other suitability checks are carried out for staff 
and volunteers prior to their post being confirmed, to ensure that no disqualified person or unsuitable 
person works at the settings or has access to the children. 

 Where applications are rejected because of information that has been disclosed, applicants have the 
right to know and to challenge incorrect information. 

 Volunteers do not work unsupervised. 

 All staff and volunteers are informed that they are expected to disclose any convictions, cautions, court 
orders or reprimands and warnings which may affect their suitability to work with children (whether 
received before or during their employment with us). 

 Staff receive regular supervision, which includes discussion of any safeguarding issues, and their 
performance and learning needs are reviewed regularly. 

 We notify the Disclosure and Barring Service of any person who is dismissed from our employment, or 
resigns in circumstances that would otherwise have led to dismissal for reasons of a child protection 
concern. 

 We record details of visitors to the settings, ensuring they sign in/out. 

 We take security steps to ensure that we have control over who comes into the settings so that no 
unauthorised person has unsupervised access to the children. 

 Steps are taken to ensure children are not photographed or filmed on video for any other purpose than 
to record their development or their participation in events organised by us. Parents sign a consent 
form and have access to records holding visual images of their child.  Staff do not use personal cameras 
or filming equipment to record images. 

 Personal mobile phones are not used where children are present. 

 The designated person in the settings has responsibility for ensuring that there is an adequate online 
safety policy in place. 

 We keep a written record of all complaints and concerns including details of how they were responded 
to. 

 We ensure that robust risk assessments are completed, that they are seen and signed by all relevant 
staff and that they are regularly reviewed and updated, in line with our health and safety policy. 

 The designated officer will support the designated person to undertake their role adequately and offer 
advice, guidance, supervision and support. 

 The designated person will inform the designated officer at the first opportunity of every significant 
safeguarding concern, however this should not delay any referrals being made to children’s social care, 
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or where appropriate, the Local Authority Designated Officer (LADO), Ofsted or Reporting Injuries, 
Diseases and Dangerous Occurrences (RIDDOR). 

 We must provide support, advice and guidance to any other staff on an on-going basis, and on any 
specific safeguarding issue as required.  The lead practitioner must attend a child protection training 
course that enables them to identify, understand and respond appropriately to signs of possible abuse 
or neglect. 

 Following any incidents, a form will be completed on the day of happening and signed by both staff 
member and parent.  Major incidents or repetitive incidents will be reported to a trustee on the same 
day.  

 We do not allow people, whose suitability has not been checked, including through a DBS check, to 
have unsupervised contact with children being cared for. 

Key commitment 2 
We are committed to responding promptly and appropriately to all incidents or concerns of abuse that may 
occur and to work with statutory agencies in accordance with the procedures that are set down in ‘What to do 
if you’re worried a child is being abused’ (HMG 2015) and the Care Act 2014. 

Respond appropriately to suspicions of abuse 
If Playgroup/Preschool has general concerns about a child's welfare these will be raised with parents/carers at 
an early stage in an attempt to work together to remedy the situation.  All such suspicions and investigations 
will be kept confidential, shared only with those who need to know.  The people most commonly involved will 
be the member of staff/Key Companion, the Senior Setting Leader and the Committee Chairperson. 

 We acknowledge that abuse of children can take different forms – sexual (including ‘Upskirting’), 
physical, emotional, neglect and domestic. 
‘Upskirting’ typically involves taking a picture under a person’s clothing without them knowing, with the 
intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the victim 
humiliation, distress or alarm.  It is now a criminal offence. 

 We ensure that all staff have an understanding of the additional vulnerabilities that arise from special 
educational needs and/or disabilities, plus inequalities of race, gender, language, religion, sexual 
orientation or culture, and that these receive full consideration in relation to child, young person or 
vulnerable adult protection. 

 When children are suffering from sexual, physical, emotional or domestic abuse, or experiencing 
neglect, this may be demonstrated through: 

 significant changes in their behaviour; 
 deterioration in their general well-being; 
 their comments which may give cause for concern, or the things they say (direct or indirect 

disclosure); 
 changes in their appearance, their behaviour, or their play; 
 unexplained bruising, marks or signs of possible abuse or neglect; and 
 any reason to suspect neglect or abuse outside the settings. 

 We understand that we should refer a child who meets Section 17 of the Children Act 2004 child in 
need definition to local authority children’s social work services. 

 We understand that we should refer any child who may be at risk of significant harm to local authority 
children’s social work services. 

 We are aware of the ‘hidden harm’ agenda concerning parents with drug and alcohol problems and 
consider other factors affecting parental capacity and risk, such as social exclusion, domestic violence, 
radicalisation, mental or physical illness and parent’s learning disability. 

 We are aware that children’s vulnerability is potentially increased when they are privately fostered and 
when we know that a child is being cared for under a private fostering arrangement, we inform our 
local authority children’s social care team. 
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 We are prepared to take action if we have concerns about the welfare of a child who fails to arrive at a 
session when expected.  Immediate action will be taken to contact the child’s parent to seek an 
explanation for the child’s absence and be assured that the child is safe and well.  If no contact is made 
with the child’s parents and the designated person has reason to believe that the child is at risk of 
significant harm, the relevant professionals are contacted immediately and HSCP procedures are 
followed.  If the child has current involvement with social care the social worker is notified on the day 
of the unexplained absence. 

 We are aware of other factors that affect children’s vulnerability that may affect, or may have affected, 
children and young people using our provision, such as abuse of children who have special educational 
needs and/or disabilities; fabricated or induced illness; child abuse linked to beliefs in spirit possession; 
sexual exploitation of children, including through internet abuse; Female Genital Mutilation and 
radicalisation or extremism. 

 In relation to radicalisation and extremism, we follow the Prevent Duty guidance for England and Wales 
published by the Home Office and HSCP procedures on responding to radicalisation. 

 We are also aware that we should follow local authority published safeguarding procedures to respond 
to Female Genital Mutilation (FGM) and other safeguarding issues, which involves contacting police if a 
crime of FGM has been or may be about to be committed. 

 We also make ourselves aware that some children and young people are affected by gang activity, by 
complex, multiple or organised abuse, through forced marriage or honour based violence or may be 
victims of child trafficking.  While this may be less likely to affect young children in our care, we may 
become aware of any of these factors affecting older children and young people who we may come into 
contact with. 

 If we become concerned that a child may be a victim of modern slavery or human trafficking we will 
refer to the National Referral Mechanism, as soon as possible and refer and/or seek advice to the local 
authority children’s social work service and/or police. 

 We will be alert to the threats children may face from outside their families, such as that posed by 
organised crime groups such as county lines and child sexual exploitation, online use and from within 
peer groups and the wider community. 

 Where we believe that a child in our care or that is known to us may be affected by any of these factors 
we follow the procedures below for reporting child protection and child in need concerns and follow 
the local procedures as published by the local safeguarding partners. 

 Where such indicators are apparent, the child's key person makes a dated record of the details of the 
concern and discusses what to do with the member of staff who is acting as the designated person.  
The information is stored on the child's personal file. 

 In the event that a staff member or volunteer is unhappy with the decision made of the designated 
person in relation to whether to make a safeguarding referral they must follow escalation procedures. 

 We refer concerns about children’s welfare to the local authority children’s social care team and co-
operate fully in any subsequent investigation.  NB In some cases this may mean the police or another 
agency identified by the local safeguarding partners. 

 We respond to any disclosures sensitively and appropriately and take care not to influence the outcome 
either through the way we speak to children or by asking questions of children (although we may check 
out/clarify the details of what we think they have told us with them). 

 We take account of the need to protect young people aged 16-19 as defined by the Children Act 2004.  
This may include students or school children on work placement, young employees or young parents.  
Where abuse or neglect is suspected we follow the procedure for reporting any other child protection 
concerns.  The views of the young person will always be taken into account in an age appropriate way, 
but the settings may override the young person’s refusal to consent to share information if it feels that 
it is necessary to prevent a crime from being committed or intervene where one may have been, or to 
prevent harm to a child or adult.  Sharing confidential information without consent is done only where 
not sharing it could be worse than the outcome of having shared it. 
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 All staff are also aware that adults can also be vulnerable and know how to refer adults who are in need 
of community care services. 

 All staff know that they can contact the NSPCC whistleblowing helpline if they feel that 
Playgroup/Preschool and the local authority have not taken appropriate action to safeguard a child and 
this has not been addressed satisfactorily through organisational escalation and professional challenge 
procedures. 

 We have a whistleblowing policy in place and staff and volunteers can contact the organisation Public 
Concern at Work for advice relating to whistleblowing dilemmas. 

Reporting abuse 

 If we receive information about a child which suggests that he/she has been actually abused or 
neglected or that this is likely, we have a duty to refer these concerns to the LSCB or Police.  We have no 
discretion in this matter.  In these circumstances the Hampshire Safeguarding Children Partnership 
(HSCP) investigation procedures apply. 

 When concerns come to the attention of staff, they should refer to the Safeguarding Children Procedure 
on how to proceed (see below).  Up to date telephone numbers are displayed on the notice boards. 

 In all of the above circumstances we will keep a confidential record of the concerns and actions. 

 It is important to remember that a referral or consultation with the HSCP is an expression of concern 
about a child's welfare.  It is not an accusation or a presumption of responsibility about a parent/carer. 

 To avoid any misunderstandings parents of children who sustain accidental injuries outside of 
Playgroup/Preschool, which results in cuts/bruises/fractures, will be asked to complete an incident form 
on the first day at Playgroup/Preschool following the accident.  This will detail the injury and 
circumstances and will be signed by both the parent/carer and a member of staff. 

Keeping records of concerns 
Whenever worrying changes are observed in a child’s behaviour, physical condition or appearance, a specific 
and confidential record will be set up, quite separate from the usual ongoing records of children’s progress and 
development.  The record will include, in addition to the name, address and age of the child: timed and dated 
observations, describing objectively the child’s behaviour/appearance, without comment or interpretation, 
where possible the exact words spoken by the child, the date, name and signature of the recorder.  Information 
will be shared with the parents (if there is no risk to the child’s welfare).  Parents will be asked for their account 
of the incident before seeing the form.  Each case will be assessed on an individual basis as the severity may 
differ.  In some cases records will transfer with the child to their next setting. 

Allegations against staff 
All allegations against any member of staff/volunteer which have implications for the safety and welfare of 
children will be taken seriously and investigated in line with agreed Safeguarding Children Procedure.  When 
concerns come to the attention of Playgroup/Preschool staff they should refer to the procedures on how to 
proceed (see below). 

Safeguarding procedure: 
* Every child has the right to be protected 
* It is everyone’s responsibility to protect children 

Are you worried about a child? 

 All childminders, staff and volunteers in day nurseries, pre-schools, crèches, out-of-school clubs and 
holiday schemes have an important part to play in helping parents care for their children.  They can 
work with parents during times of stress offering support and respite. 

 Most children are subject to minor accidental injuries, but there may be occasions when you are 
concerned about the nature or frequency of injury. 

 We are obliged to inform the LADO/HSCP of any concern we may have that a child may be at risk or has 
been abused.  The safety of children may include a duty to share confidential information with others 
involved in protecting children. 
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 In line with national safeguarding children procedures, any concerns of this nature should be reported 
to the LADO/HSCP office promptly. 

A few danger signs to look out for and write down: 

 Behaviour changes for no obvious reason 

 Bruising in unusual places – arms, stomach, around the mouth, head and back 

 Bruised eyes – especially two 

 Cigarette burns 

 Finger marks – each finger may mark or bruise the skin 

 Bite marks 

 Child not using a leg or arm – it may have been broken by a blow 

 Inadequate clothing for the time of the year 

 Weight loss or an unexplained increase in appetite 

The most important signs may not be those listed above, but things that you notice about a child who you know 
well that make you feel concerned and uneasy. 

Any concern for a child or any complaint of child abuse or neglect by a member of staff should follow the same 
procedure. 

Protecting yourself from allegations of abuse: 

 In the event of any injury to a child, accidental or otherwise, ensure that it is recorded and witnessed by 
another adult. 

 Keep records of any false allegations a child makes against you.  Record dates and times. 

 Get another adult to witness the allegation, if possible. 

 If a child touches you in an inappropriate place, record what happened and ensure that another adult 
knows (do not make the child feel like a criminal). 

 On school trips have at least two members of staff. 

 Do not place yourself in a position where you are spending excessive amounts of time alone with one 
child, away from other people. 

 Do not take children in your car by yourself. 

 If you are involved in a care situation, try to have someone with you when changing nappies, clothing or 
bathing a child. 

 Never do something of a personal nature for children that they can do for themselves, for example 
wiping bottoms. 

 Avoid going on your own to the toilet with children. 

 Be mindful of how and where you touch a child.  Consider using a lap cushion with young children or 
disabled children who need to sit on your knee. 

 Be careful of extended hugs and avoid kisses on the mouth, from children. 

 Always tell someone if you suspect a colleague of abuse. 

Dealing with allegations or concerns against any employee or volunteer 
Concerns for the safety and well-being of children could arise in a number of different ways and in a range of 
settings.  It is essential to act quickly and effectively if a complaint or allegation, or suggestion of abuse of any 
kind or degree is made, or if there is suspicion or concern about a professional or volunteer’s relationship with a 
child, young person or group of children/young people, particularly if they have: 

 Behaved in a way that has harmed, or may have harmed, a child; 

 Possibly committed a criminal offence against or related to, a child; or 

 Behaved towards a child or children in a way that indicates she/he is unsuitable to work with children. 

These categories come from the document Working Together to Safeguard Children: A guide to inter-agency 
working to safeguard and promote the welfare of children, July 2018 
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If a complaint or allegation is made, or a concern arises, about a member of staff/management or volunteer, 
ensure that the Playgroup's/Preschool’s Lead Child Protection Officer is informed immediately. 

You can take action by 
Talking to the Playgroup/Preschool Lead Child Protection Officer, or if unavailable the Deputy Lead Child 
Protection Officer, or the Chairperson of the Committee. 

The complaint must be put in writing and discussed with the person(s) who has submitted the complaint as 
soon as possible, as well as the Senior Setting Leader / Chairperson. 

The Child Protection Officer will IN ALL CASES contact the LADO as soon as possible on 01962 876364 to discuss 
the case. 

If the LADO is unavailable or the concern is raised out of hours you should contact HantsDirect or the out of 
hour’s service or, in an emergency, the police. 

LADO Local Authority Designated Officer   01962 876364 
Hampshire Police      101 
NSPCC Child Protection Helpline:    0808 800 5000 
Child-Line:        0800 1111  
Ofsted       0300 123 1231 
Ofsted Whistleblowing Hotline    0300 123 3155 
Woman’s Aid      0808 2000 247 / womensaid.org.uk 

During office hours (8.30am – 5:00pm) - you should contact Children's Services: 0300 555 1384 

At all other times you should contact the out-of-hours Service: 0300 555 1373 

The LADO is available to provide advice or support in any allegations process, including advising whether or not 
immediate suspension of the person concerned should be initiated.  Senior managers must ensure that the 
Chairperson is made aware of concerns and advice is sought at the earliest opportunity.  The LADO shall advise 
on how to carry out an investigation, and whether or not to discuss with the individual about whom the 
complaint has been made. 

Depending on the severity of the case, it may be appropriate to speak with the individual about whom the 
complaint/allegation has been made, the LADO will advise. 

Every effort should be made to maintain confidentiality and guard against publicity while an allegation is being 
investigated/considered.  The member of staff or volunteer should be treated fairly and honestly, helped to 
understand the concerns expressed, the process being followed and any outcomes of the process.  Senior 
managers should seek advice from the LADO and Social Care/Police before informing the person who is subject 
to an allegation.  The employer should, if appropriate, also keep the person who is the subject of the allegations 
informed of the progress of the case and arrange to provide appropriate support to the individual while the 
case is ongoing.  If the person is suspended the employer should also make arrangements to keep the individual 
informed about developments in the workplace.  If the person is a member of a union or professional 
association s/he should be advised to contact that body at the outset.  

All details and action must be recorded. 

Records should be secured and will be strictly limited to relevant staff and external professionals on a need to 
know basis. 

It is important that employers keep a clear and comprehensive summary of any allegations made, details of 
how the allegation was followed up and resolved, and details of any action taken and decisions reached, on a 
person’s confidential personnel file and give a copy to the individual.  Such information should be retained on 
file, including for people who leave the organisation, at least until the person reaches normal retirement age or 
for 10 years if that will be longer.  The purpose of the record is to enable accurate information to be given in 
response to any future request for a reference. 
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It will provide clarification in cases where a future DBS check reveals information from the police that an 
allegation was made but did not result in a prosecution or a conviction.  It will prevent unnecessary re-
investigation if, as sometimes happens, allegations re-surface after a period of time. 

Complaints should be kept securely, access to complaints is restricted, although any Playgroup/Preschool family 
may request to see details.  Advice in this instance should be sought from the CIE team at Ofsted. 

What happens next 
The LADO will contact the Ofsted Compliance, Investigation and Enforcement (CIE) team. 
However, the Registered Person (Chairperson) with Ofsted is also legally required to notify the CIE team at 
Ofsted within 14 days.  This should initially be done over the phone on 0300 123 4666. 

A written account must also be sent by email/post following the phone contact.  Ofsted will then carry out their 
investigation which may include a visit to the setting to review compliance with the Welfare requirements as set 
out in the EYFS Statutory Framework. 

The Independent Safeguarding Authority will also be contacted with regards to any complaint and/or allegation 
made against the person concerned. 

Key Commitment 3 
We are committed to promoting awareness of child abuse issues throughout its training and learning 
programmes for adults.  We are also committed to empowering young children, through our early childhood 
curriculum, promoting their right to be strong, resilient and listened to. 

Recruitment, training and induction 
It will be made clear to applicants for posts within Playgroup/Preschool that the position is exempt from the 
provisions of the Rehabilitation of Offenders Act 1974. 

All applicants for work within Playgroup/Preschool, whether voluntary or paid, will be interviewed before an 
appointment is made and will be asked to provide two references.  All such references will be followed up.  In 
the case of applicants with unexplained gaps in employment history, or who have moved rapidly from one job 
to another, explanations will be sought. 

All appointments, both paid and voluntary, will be subject to a probationary period and a successful DBS check.  
All appointments, both paid and voluntary, will not be confirmed unless Playgroup/Preschool is confident that 
the applicant can be safely entrusted with children. 

Staff and volunteers will receive a copy of the Safeguarding Children Policy as part of their induction training.  In 
the event of changes to the policy, staff and volunteers will be notified.  An additional copy of the policy will be 
made available and held on file at Playgroup/Preschool.  Current information and leaflets are displayed on a 
daily basis on the notice board at the entrance to the Playgroup/Preschool for everyone to see. 

All adults involved in Playgroup/Preschool will attend training opportunities to ensure that they recognise the 
signs of possible neglect, physical, emotional and sexual abuse. 

Parental assistance 
Parents who volunteer to help out in Playgroup/Preschool on occasions and who have not been checked by the 
DBS, will not work alone with children and will be supervised at all times by someone who has been DBS 
checked. 

Prevent abuse by means of good practice 
Adults who do not have a DBS check will not take children to the toilet.  Children will be encouraged to develop 
a sense of autonomy and independence through adult support in making choices and in finding names for their 
own feelings and acceptable ways to express them.  This will enable children to have the self-confidence and 
the vocabulary to resist inappropriate approaches. 

The layout of the rooms will permit constant supervision of all children.  No adult will ever be left alone in a 
room with a child without the door being left ajar. 
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Sometimes it will be necessary for an adult to hold a child who is behaving in a way which might endanger 
themselves or others.  The adult will always hold the child in a non-threatening, calm manner, using as little 
restraint as possible.  How to restrain children appropriately will form part of our training and is detailed in the 
Playgroup/Preschool Physical Handling Policy.  Any restraint which is considered by the member of staff doing 
the restraining, or the Setting Leader, to be more forceful than the usual gentle touch will be recorded on our 
physical restraint form.  The parent/carer will be told about the incident when they collect their child from 
Playgroup/Preschool and the member of staff, the Setting Leader and the parent will sign and date the form. 

Ongoing suitability of staff and volunteers 
Staff, Trustees and volunteers will be regularly vetted, within current government guidelines, to ensure ongoing 
suitability to work with children.  This will include regular appraisals for staff and reviews of DBS checks on a 
termly basis, using the update service.  Any allegation or information brought to the setting about any staff 
member or volunteer will be assessed and discussed with the person concerned.  The outcome of which may 
include dismissal. 

Supervision time 
Providers must put appropriate arrangements in place for the supervision of staff who have contact with 
children and families.  Effective supervision provides support, coaching and training for the practitioner and 
promotes the interests of children.  Supervision should foster a culture of mutual support, teamwork and 
continuous improvement which encourages the confidential discussion of sensitive issues. 

Supervision should provide opportunities for staff to: 

 discuss any issues – particularly concerning children’s development or well-being;  

 identify solutions to address issues as they arise; and  

 receive coaching to improve their personal effectiveness.  

Qualifications 
The Senior Setting Leader should hold or be working towards a Level 5 and have at least two years’ experience 
at management level and within an early years setting. 

We ensure there is a named Senior Practitioner who, in their judgement, is capable and qualified up to at least 
level 3 to take charge in the Setting Leader’s absence. 

We will ensure that termly supervision meetings and annual staff appraisals are carried out to identify any 
training needs, and secure opportunities for continued professional development for staff.  We will support 
staff to improve their qualification levels wherever possible.  For staff without a relevant qualification, we will 
consider supporting them to obtain an appropriate qualification. 

Induction training is three months with a minimum six months probationary period. 
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LOOKED AFTER CHILDREN 

Policy statement 
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 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 our 
care to achieve and reach their full potential. 
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 into 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. 
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.  We do not refer to such a child using acronyms such as LAC. 

 In exceptional circumstances, we can 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 a child will have been with a foster carer for a minimum 
of one month and that they will have formed a secure attachment to the carer.  We expect that the 
placement in the setting will last a minimum of six weeks. 

 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 settings recognise 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 professional’s 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: 
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- 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 these are 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 to 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. 

 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. 

 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 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 child’s social worker as detailed in the care plan. 

Further guidance 

 Guidance on the Education of Children and Young People in Public Care (DfE 2000) 

 Supporting Looked After Learners - A Practical Guide for School Governors (DfE 2006) 
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BABYSITTING 

In some childcare settings it’s not uncommon for staff to offer babysitting services to their Playgroup/Preschool 
parents, outside of working hours.  This policy has been implemented to provide clarification of our policy 
regarding this topic. 

 Court Moor Community Playgroup & Crookham Sunshines Community Preschool do not allow any 
staff members to babysit or care for any Playgroup/Preschool children out of working times and out 
of the settings. 

 Court Moor Community Playgroup & Crookham Sunshines Community Preschool will not be 
responsible for staff members who babysit or care for other children out of the 
Playgroup/Preschool. 

 Staff’s out of hours babysitting, for children other than those who attend the settings, must not 
interfere with their attendance or lateness at the settings. 

 The Playgroup/Preschool will not be held responsible for any health and safety or other issues that 
may arise from private babysitting arrangements. 

 The Playgroup/Preschool has a duty to safeguard all children whilst on our premises and in the care 
of our staff, but this duty does not extend to private arrangements of staff babysitting outside of 
work. 
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THE PREVENT DUTY AND BRITISH VALUES 

The Counter Terrorism and Security Act places a duty on early years providers “to have due regard to the need 
to prevent people from being drawn into terrorism” (the Prevent duty).  The duty came into effect from July 
2015.  Statutory guidance on the duty is available at https://www.gov.uk/government/publications/prevent-
duty-guidance . 
To help demonstrate what this means in practice, the following examples are based on what is in the statutory 
guidance. 

Democracy: making decisions together - part of the focus on self-confidence and self-awareness as cited in 
Personal, Social and Emotional Development. 

 Staff can encourage children to see their role in the bigger picture, encouraging children to know their 
views count, value each other’s views and values and talk about their feelings, for example when they 
do or do not need help.  When appropriate demonstrate democracy in action, for example, children 
sharing views on what the theme of their role play area could be with a show of hands. 

 Staff can support the decisions that children make and provide activities that involve turn-taking, 
sharing and collaboration.  Children should be given opportunities to develop enquiring minds in an 
atmosphere where questions are valued. 

Rule of law: understanding that rules matter - cited in Personal Social and Emotional Development as part of 
the focus on managing feelings and behavior. 

 Staff can ensure that children understand their own and others’ behavior and its consequences, and 
learn to distinguish right from wrong.  Staff can collaborate with children to create the rules and the 
codes of behavior, for example, to agree the rules about tidying up and ensure that all children 
understand rules apply to everyone. 

Individual liberty: freedom for all - part of the focus on self-confidence & self-awareness and people & 
communities as cited in Personal Social and Emotional Development and Understanding the World. 

 Children should develop a positive sense of themselves.  Staff can provide opportunities for children to 
develop their self-knowledge, self-esteem and increase their confidence in their own abilities, for 
example through allowing children to take risks on an obstacle course, mixing colours, talking about 
their experiences and learning. 

 Staff should encourage a range of experiences that allow children to explore the language of feelings 
and responsibility, reflect on their differences and understand we are free to have different opinions, 
for example in a small group discuss what they feel about transferring into Reception Class. 

Mutual respect and tolerance: treat others as you want to be treated - part of the focus on people & 
communities, managing feelings & behavior and making relationships as cited in Personal Social and Emotional 
Development and Understanding the World. 

 Staff should create an ethos of inclusiveness and tolerance where views, faiths, cultures and races are 
valued and children are engaged with the wider community. 

 Children should acquire a tolerance and appreciation of and respect for their own and other cultures; 
know about similarities and differences between themselves and others and among families, faiths, 
communities, cultures and traditions and share and discuss practices, celebrations and experiences. 

 Staff should encourage and explain the importance of tolerant behaviors such as sharing and respecting 
other’s opinions. 

 Staff should promote diverse attitudes and challenge stereotypes, for example, sharing stories that 
reflect and value the diversity of children’s experiences and providing resources and activities that 
challenge gender, cultural and racial stereotyping.  A minimum approach, for example having notices 
on the walls or multi-faith books on the shelves will fall short of ‘actively promoting’. 

What is not acceptable is 

 actively promoting intolerance of other faiths, cultures and races  

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
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 failure to challenge gender stereotypes and routinely segregate girls and boys  

 isolating children from their wider community  

 failure to challenge behaviors (whether of staff, children or parents) that are not in line with the 
fundamental British values of democracy, rule of law, individual liberty, mutual respect and tolerance 
for those with different faiths and beliefs. 

 
FEMALE GENITAL MUTILATION (FGM)  

It is accepted that some female pupils in our settings may be at risk of being subjected to FGM.  FGM is defined 
by the World Health Organisation as: all procedures, but not therapeutic or essential surgical operations, which 
involve partial or total removal of the external female genitalia or injury to female genital organs for non-
therapeutic reasons.  FGM is considered as a cultural norm by some communities and some also consider FGM 
necessary for religious reasons.  We will always challenge such abusive cultural norms as the welfare and safety 
of the child is always paramount, equally we also recognise that FGM is not endorsed as a religious practice.  In 
any event it is illegal in the UK to subject any child to FGM and also illegal to take a child abroad to undergo 
FGM. 

We will follow the procedures for dealing with cases of FGM as set by Hampshire Safeguarding Children 
Partnership.  We will always seek advice before making a referral to Children’s Social Care, however in cases 
where the removal of a child from this country for FGM is imminent we will contact the Police directly.  From a 
Child Protection perspective, a child for whom FGM is planned is at risk of significant harm through physical and 
emotional abuse, it may also be considered as sexual abuse. 

Typical identifiers/triggers are: 

 Family comes from a community known to practice FGM 

 Family/child talks about a long holiday  

 Family/child may confide that she is going to a ‘special ceremony’ when on holiday  

 Female child is known to have a mother that has been subject to FGM  

 Female child is known to have a sister that has already undergone FGM  

 Family are socially isolated or less well integrated into UK society  

We will identify and monitor any child who may be at risk of FGM.  Equally the child may be aware of what is 
going to happen and make a disclosure/seek help.  If any member of staff receives a disclosure or is aware that 
FGM is about to happen this must be disclosed to the Designated Safeguarding Lead without delay so that the 
appropriate referrals may be made and/or protective measures may be put in place, especially as the child/ren 
may be taken out of the country.  Where a child has disclosed that they have undergone FGM we will notify the 
police immediately. 
 
PEER ON PEER ABUSE 

We often consider that most abuse is perpetrated by adults on children and we have a legal duty to uphold a 
child’s fundamental right to be protected from harm, however we must also be aware that children can and do 
abuse other children in the ways outlined in this policy and the child’s right to be protected from harm equally 
apply in such cases, even in situations where the child may be unaware that they are being abused.  To this end 
we must be alert to this possibility and respond as we would if the abuser was an adult; following the 
procedures within our child protection policy. 

It must be remembered that staff responding to such instances should be alert to the risk the child poses to 
other children in addition to the risk to the victim(s).  It must also be remembered that children who harm 
others are likely to have considerable needs themselves and may have witnessed violence in the family or have 
been exposed to physical or sexual harm themselves, or may have committed other offences. 
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BULLYING 

Bullying is a behaviour that both parents and practitioners worry about.  Bullying is a deliberate, aggressive and 
repeated action, which is carried out with intent to cause harm or distress to others.  It requires the child to 
have ‘theory of mind’ and a higher level of reasoning and thinking, all of which are complex skills that most 
three-year-olds have not yet developed (usually after the age of four along with empathy).  Therefore, an 
outburst by a three-year-old is more likely to be a reflection of the child’s emotional well-being, their stage of 
development or a behaviour that they have copied from someone else. 

Young children are keen observers and more likely to copy behaviours, which mimic the actions of others, 
especially the actions of people they have established a relationship with.  These are learnt behaviours rather 
than premeditated behaviours because children this young do not have sufficiently sophisticated cognition to 
carry out the type of bullying an older child can do.  Unless addressed early, this type of pre-bullying behaviour 
in young children can lead on to bullying behaviour later in childhood.  The fear is that by labelling a child as a 
bully so early in life we risk influencing negative perceptions and expectations of the child which will impact on 
their self-image, self-esteem and may adversely affect their long term behaviour.  This label can stick with the 
child for the rest of their life. 
 
NO SMOKING 

Policy statement 
We comply with Health and Safety regulations and the Welfare Requirements of the EYFS in making our settings 
non-smoking environments – both indoors and outdoors.  This includes e-cigarettes. 

Procedures 

 All staff, parents and volunteers are made aware of our no-smoking policy 

 We display no smoking signs 
 
SNOW DAYS / INCLEMENT WEATHER 

Parents/carers will be contacted by 8am through parent mail and Facebook to announce any weather related 
cancellations or delays.   

Parents are encouraged to use their own judgment and to keep their children home or pick them up 
early if road conditions appear hazardous.  In the event of snow or other emergencies, Preschool will 
send out a parent email and update on Facebook.  You will be notified by phone of any changes that 
occur when your child is already within our care.  Snow days are non-refundable. 
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E-SAFETY 

Policy statement 
The internet is a tool for children in our settings to investigate and learn more about the world.  We have a 
duty to ensure that children are protected from potential harm when accessing the internet at 
Playgroup/Preschool.  Every effort will be made to safeguard against all risks and children will never be allowed 
to access the internet without a member of staff, however it is likely that we will never be able to completely 
eliminate all risks.  Any incidents that do arise will be dealt with quickly and according to policy to ensure that 
children and staff continue to be protected.  The purpose of this policy is to be clear about how we use ICT and 
the measures we take to be E-Safe. 

Who is this policy for?  
This policy is for all staff, children, parents/carers, trustees, visitors and contractors accessing the internet or 
using technological devices on the premises.  This includes the use of personal devices by all of the above 
mentioned groups, such as mobile phones or tablets which are brought into our settings.  This policy is also 
applicable where staff or individuals have been provided with devices for use off-site. 

E-Safety Lead Responsibilities 
The E-safety lead is a member of staff who takes overall responsibility for E-safety  
Our E-safety lead is: Setting Leaders and a trustee who ensures correct safety is on Playgroup/Preschool 
computers 

The E-Safety lead: 

 Recognises the importance of E-Safety and understands the setting’s duty of care for the safety of children 
and staff. 

 Has established and maintains a safe ICT learning environment. 

 Ensures that all staff when accessing technology with children understand the need to supervise and 
provide safe internet access.  This would normally entail a staff member checking the content before 
sharing with children. 

 Ensures that filters and settings are set appropriately on all Playgroup/Preschool tablets and PC’s to a level 
that is safe for children to view i.e. no explicit language. 

 Cascades/delivers staff training according to new and emerging technologies so that the correct E-Safety 
information is being shared. 

 Keeps an E-Safety Incident Log to record any incidents and how they were dealt with. 

 From time to time makes unannounced checks on staff when they are using IT equipment, to ensure it is 
being used appropriately. 

 Offers guidance and resources to staff to ensure that they can provide a safe and secure online 
environment for all children in their care. 

 Raises awareness amongst staff and parents of the potential risks associated with online technologies, 
whilst also highlighting the many educational and social benefits. 

 Ensures that staff are clear about procedures for misuse of any technologies both within and beyond the 
early years setting. 

Management responsibilities  
The Setting Leaders have overall responsibility for E-Safety as part of the wider remit of safeguarding and child 
protection.  To meet these responsibilities, there is a designated E-Safety Lead to implement policies, 
procedures, staff training and take the lead responsibility for ensuring E-Safety is addressed appropriately.  All 
staff members, students, volunteers and visitors should be aware of who holds this post within the settings.  
The Senior Setting Leader & Trustees: 

 Provide a safe, secure and appropriately filtered internet connection for staff and children within the 
settings. 

 Provide resources and time for the E-Safety lead and staff team to be trained and updated as 
appropriate. 
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Staff (including volunteers) responsibilities: 

 All staff have a shared responsibility to ensure that children are able to use IT equipment safely, under 
constant supervision. 

The ICT Technician is a third party responsible for ensuring that: 

 All PC’s have anti-virus software installed 

Website hosted by: SiteGround.co.uk 
The same principles will be applied to the virtual presence of the Playgroup/Preschool as those which apply to 
the physical presence to ensure that every child in the pre-schools’ care is safe.  We ensure no individual child 
can be identified or contacted either via the Playgroup/Preschool website or as a result of a visitor using it. 

The website does not include personal details or names of any children or adults in photographs.  We obtain 
written permission from parents and carers at the time of registration to use their children’s images in photos 
and videos on the website. 

Purpose of our web site:  

 A shop window for the pre-school.  To provide information for parents, prospective parents, staff and 
other professionals. 

 Communication - can be a two-way process as visitors are offered the opportunity to get in touch via a 
contact us page. 

Maintenance 

 The registration, framework, structure, maintenance and loading of content is the responsibility of a 
third party, who is fully vetted. 

Published content 
Working with the Trustees, the Senior Setting Leader will take overall editorial responsibility and ensure that 
content is accurate, appropriate and: 

 Complies with the Playgroup/Preschool policies. 

 Meets the requirements of the Data Protection Act 2018. 

 Represents the Playgroup/Preschool’s aims and objectives. 

 Provides useful and relevant information. 

 Does not offend through language or images. 

 Is regularly checked and updated. 

Social networking sites and staff 
The Playgroup/Preschool has a Facebook page for Court Moor Community Playgroup & Crookham Sunshines 
Community Preschool to promote fundraising activities and events.  Due to the public nature of social 
networking and the inability to keep content truly private, great care must be taken in the management of this 
page.  Best practice guidance states that: 

 Identifiable images of children should not be used on social networking sites. 

 Staff should not link their personal social networking accounts to the setting’s page. 

 Privacy settings are set to maximum and checked regularly. 

 Photographs or videos of looked after children must not be shared on social networking sites. 

Staff must not ‘friend’ parents with children currently at Playgroup/Preschool on their own personal social 
network sites unless they have informed the E-Safety Lead with a valid reason.  Staff must never discuss any 
elements of their work at Playgroup/Preschool on any social media. 

Mobile phones 

 Personal mobile phones are permitted on the premises.  They are kept in the box in a room (office or 
kitchen) away from the children. 

 Staff must ensure there is no inappropriate or illegal content on their devices.  

 Staff can use their phones in their lunch break away from the room / garden in which the children are. 
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 Parents and visitors are asked to not use their phones whilst in the settings. 

 Personal mobile phones wherever possible should not be used to contact children or their families, nor 
should they be used to take videos or photographs of children.  

 The E-safety Lead reserves the right to check the image content of a staff’s mobile phone should there 
be any cause for concern over the appropriate use of it. 

 Concerns will be taken seriously, logged and investigated appropriately. 

 Should inappropriate images be found then the LADO will be contacted immediately and Playgroup/ 
Preschool will follow their advice.  Ofsted will also be notified. 

Laptops/tablets 
Staff use: 

 All staff use the Playgroup/Preschool designated laptop/tablets in paperwork time to update Tapestry.  
The laptops are password/PIN protected. 

 Staff will ensure that setting laptops and devices are made available as necessary for anti-virus 
updates, software installations, patches, upgrades or routine monitoring/servicing. 

 The Setting Leaders have overall responsibility for the security of any data or images held of children 
within the settings. 

Children’s Use: 

 Computer or tablet use must be supervised by an adult at all times and any games or apps used must 
be from a pre-approved selection checked and agreed by the E-Safety lead. 

Internet use within the settings 

 We use CBEEBIES within the settings to look up topics, pictures and music as part of our curriculum. 

 If staff wish to use content from any other site, they will check the content on the office PC to check its 
suitability. 

In the event of staff misuse  
If an employee is believed to have misused the internet or setting network in an illegal, inappropriate or 
abusive manner, a report must be made to the E-Safety lead immediately.  The appropriate procedures for 
allegations must be adhered to and the following teams/authorities contacted: 

 Police/Child Exploitation and Online Protection command (CEOP) (if appropriate) 

 LADO - telephone in the event of minor or accidental misuse, internal investigations will be initiated 
and staff disciplinary procedures followed only if appropriate.  All incidents are logged. 

Examples of inappropriate use: 

 Accepting parents as ‘friends’ on social networking sites. 

 Behaving in a manner online which would lead any reasonable person to question an individual’s 
suitability to work with children or act as a role model. 

 Accepting or requesting children as ‘friends’ on social networking sites. 
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TAPESTRY 

Photographs and videos 
Digital photographs and videos are an important part of the learning experience in early years’ settings and 
staff have a responsibility to ensure that they not only educate children about the safe and appropriate use of 
digital imagery, but also model good practice themselves. 

 Written confirmation must be obtained from parents or carers before we take any photographs/videos 
of their children.  A list is compiled of children where permission has not been granted.  In addition, we 
give all parents a letter advising them about the security surrounding our online learning journey 
(Tapestry) and they have a unique password, so that they can only access their own child’s record. 

 Staff will ensure that children are comfortable with images and videos being taken. 

 Staff must not use any personal IT equipment to take images of children. 

 Only setting issued devices (tablets) should be used on outings and must be password protected. 

Electronic learning journeys 
Our online system, Tapestry, is used to share a child’s progress with their parents.  The benefits include 
improved levels of engagement with parents and a reduction in paperwork.  Careful consideration has been 
given to safeguarding and data security.  Tapestry’s information is kept on secure dedicated servers based in 
the UK.  Access to this information is via a unique user ID and password.  Parents can only see their child’s 
information and have NO access to other children’s. 

Intellectual property 

 Content published is subject to the same copyright laws in virtual presence as the physical presence. 

Data storage and security 

 All Playgroup/Preschool devices are password protected and are kept in a secure and alarmed building 
when staff are not present.  If laptops are removed from the premises (due to requirements to work 
from home, or move between settings) they are kept in a secure place. 

 
There are staff policy agreements which are provided and must be signed for the use of tapestry at home, this 
is in place for security & data protection. 

Parents who have provided an email address on the registration form are in agreement that their child’s Key 
Companion may work on their tapestry journals in their own time at home, if necessary, although every effort is 
made to allow staff time to complete Tapestry journals during their normal working hours in the settings. 

Use of Playgroup/Preschool technology devices by staff agreement 

As employees of Court Moor Community Playgroup/Crookham Sunshines Community Preschool staff agree to 

follow the guidelines set out for the use of Playgroup/Preschool devices. 

Staff will 

 Understand the e-safety Policy. 

 Only use devices supplied by the Playgroup/Preschool for their intended use and in line with their role 
as an employee.  Immediately reporting the loss or damage of any device. 

 When using Tapestry at home do not download any images or information to personal 
computers/tablets/mobile phones and do not allow family members to use Tapestry. 

 Do not share the information stored with anyone except the Setting Leaders, Trustees and other staff. 

 Ensure that log in details remain confidential to themselves and when not in use, logged out. 

 Ensure that devices are only used to access the internet via a secure network. 

 Only download any child appropriate apps with the permission of the Senior Setting Leader. 

 Delete photos stored on devices as soon as they have been added to tapestry. 

 Understand that other staff have a duty to report anything they see on a tablet that raises a concern in 
line with the ‘Whistle Blowing’ policy. 
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CONFIDENTIALITY 

Policy statement 
Definition: ‘Confidential information is information of some sensitivity, which is not already lawfully in the 
public domain or readily available from another public source, and which has been shared in a relationship 
where the person giving the information understood it would not be shared with others’. 

In our settings, staff and management can be said to have a ‘confidential relationship’ with families.  It is our 
intention to respect the privacy of children and their parents and carers, while ensuring that they access high 
quality early years care and education in our settings.  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.  There are 
record keeping systems in place that meet legal requirements; means of storing and sharing that information 
take place within the framework of the Data Protection Act 2018, The Human Rights Act 1998 and the General 
Data Protection Regulation. 

Procedures 

 Parents will have access to the files and records of their own children but will not have access to 
information about any other child. 

 Staff will not discuss individual children, other than for purposes of curriculum planning/group 
management, with people other than parents/carers of that child. 

 Information given by parents/carers to the management or Key Companion will not be passed on to 
other adults without permission. 

 Issues to do with the employment of staff, whether paid or unpaid, will remain confidential to the 
people directly involved with making personnel decisions. 

 Any anxieties/evidence relating to child’s personal safety will be kept in a confidential file and will not 
be shared within the group except with the child’s companion/management and the Chairperson. 

 Students on recognised courses observing in the Playgroup/Preschool will be advised of our 
confidentiality policy and required to respect it. 

 The settings will not be held responsible for information shared willingly by parents to other parents, 
which is shared beyond that confidence. 

 Parents will be informed should the settings need to record confidential information beyond the 
general personal information we keep – e.g. for injuries, concerns or changes in relation to the child or 
the family, any discussions with parents on sensitive matters, any records we are obliged to keep 
regarding action taken in respect of child protection and any contact and correspondence with external 
agencies in relation to their child. 

 All records are kept securely on site. 
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DATA STORAGE AND SOCIAL NETWORKING 

At Court Moor Community Playgroup/Crookham Sunshines Community Preschool it is fundamental to keep 
every child safe from harm.  To ensure that this continues to be so we have certain guidelines and rules for 
keeping and storing data on the children.  This can be outlined as such: 

Data Storage 

 Confidential information is kept in Playgroup/Preschool at all times and locked away at the end of the 
session. 

 Information will only be shared with others if it is in the interests of the child and their safety. 

 Learning journals are also kept in the settings when that child is in attendance.  Staff may be allowed 
to take journals home to complete within our confidentiality guidelines.  The journals must be 
returned for when that child is next in session. 

 Photographs are only taken of the children on the Playgroup/Preschool devices, with signed consent 
and only used for journals and within the settings. 

 No photographs are to be taken on personal IT equipment. 

Social Networking 
This policy applies to all persons professionally linked to the settings (e.g. Committee, parents, staff, 
volunteers and students) 

Although we pride ourselves as being an open and friendly place to come to work and play, we still have a 
professional duty to the children in our care, the settings and ourselves. 

If you do use social networking sites: 

 The settings are not mentioned in any discussion (recommendations excluded). 

 You do not refer in any way to other staff members. 

 You do not refer in any way to children or their families. 

 You will only allow restricted viewing to your site. 

 Do not contain any images/videos of themselves or other staff members which may be perceived as 
inappropriate behaviour for a childcare professional. 

 Must not contain any pictures/videos of the children at the settings. 

 Must not contain any pictures/videos of the families of children at the settings. 

 Staff will not accept/request the following as friends on such sites: 

 Families of children currently cared for at the settings, without prior consent from the Senior 
Setting Leader. 

 Usage is restricted to personal time (breaks) only and outside working hours. 

Responsibility for adhering to these restrictions and any final decisions on what is deemed to be appropriate 
usage or otherwise will be carried out by the Senior Setting Leader and Chairperson of the Committee of the 
settings. 
All the undertakings above are subject to the paramount commitment of the Playgroup/Preschool, which is to 
the safety and well-being of the child.  (Please refer to our policy on Safeguarding Children). 

Information sharing 
We recognise that parents have a right to know that information they share will be regarded as confidential as 
well as be informed about the circumstances and reasons, when we are obliged to share information. 

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

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

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

The decision should never be made as an individual, but with the back-up of the Trustees.  The three critical 
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criteria are: 

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

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

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

Procedures 
Based on the seven golden rules for information sharing as set out in Information Sharing: Advice for 
Practitioners providing Safeguarding Services to children, young people, parents and carers (DCSF 2018) and the 
General Data Protection Regulations (2016) 

1. Remember that the Data Protection Act is not a barrier to sharing information but provides a 
framework to ensure that personal information about living persons is shared appropriately. 

2. To be open and honest.  Explain to families how, when and why information will be shared about them 
and with whom.  Seek consent to share information, unless it puts the child at risk or undermines a 
criminal investigation. 

a. We ensure that parents receive information about our information sharing policy and our 
privacy notice when starting their child in the settings and they sign a form to say that they 
understand circumstances when information may be shared. 

b. Have information about our Safeguarding Children policy. 
c. Have information about the circumstances when information will be shared with external 

agencies, for example with regards to any special needs their child may have or transition to 
school. 

3. Seek advice when there are doubts about possible significant harm to a child or others – (see 
Safeguarding procedures). 

4. Share with consent where appropriate.  Respect the wishes of children and parents not to consent to 
share confidential information.  However, in the interests of the child, know when it is reasonable to 
override their wish. 

5. Managers are conversant with this and are able to advise staff accordingly.  Consider the safety and 
welfare of the child when making a decision about sharing information – if there are concerns regarding 
‘significant harm’ the child’s well-being and safety is paramount. 

a. In the settings we record and discuss these with the designated person for child protection 
matters.  Record decisions made and the reasons why information will be shared and to whom; 
and 

b. Follow procedures for reporting concerns and record keeping. 
6. Information shared should be accurate and up to date, necessary for the purpose it is being shared for, 

shared only with those who need to know and shared securely (please refer to our Safeguarding 
procedures). 

7. Reasons for decisions to share information, or not, are recorded. 

Consent 
Parents have a right to be informed that their consent to share information will be sought in most cases, as well 
as the kinds of circumstances when their consent may not be sought, or their refusal to give consent may be 
overridden.  We do this by: 

 Our policies and procedures set out our responsibility regarding gaining consent to share information 
and when it may not be sought or overridden. 

 We may cover this verbally when the child starts. 

 We provide parents with a copy of our privacy notice. 

 Parents sign a form at registration to say they understand this. 

 Parents are asked to give written consent to share information about any additional needs their child 
may have, or to pass on child development summaries to the next provider/school. 
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 We consider the following questions when we need to share: 

 Is there legitimate purpose to sharing the information? 

 Does the information enable the person to be identified? 

 Is the information confidential? 

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

 Is there a statutory duty or court order to share information? 

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

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

 Have you properly recorded your decision? 

All undertakings above are subject to the paramount commitment of the settings, which is to the safety and 
well-being of children. 
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UNCOLLECTED CHILD 

The care and safety of all children must always be paramount and we comply with all safety procedures in our 
settings. 

 Parents are asked to provide home address and telephone number, who has parental responsibility, 
other authorised adults who are able to collect the child, and/or alternatives, when their child starts at 
the settings. 

 On occasions, when the parents are aware that they will not be at home or in their usual place of work 
they must inform us in writing of how they can be contacted. 

 On occasions when parents or the persons normally authorised to collect the child are not able to 
collect, they must provide the setting with written details of the name, address and telephone number 
of the person who will be collecting their child.  These details are to be recorded in the collection book 
located in the parent’s information corner in the setting.  The parents and the setting will agree on how 
this person will be identified. 

 The setting’s contact number is provided on starting and parents are asked to phone the setting should 
they not be able to collect their child as usual at the end of their child’s session. 

If the child is not collected at the end of the session: 

 The child’s file is checked to see there has not been a change to usual routine. 

 If after ten minutes the parent/carer has not arrived to collect a child the Setting Leader or Deputy in 
charge will phone the parent/carer and other named contacts on the Admissions Form. 

 If there is no reply, we would presume that they are on their way to the Playgroup/Preschool.  Staff will 
wait with the child, reassuring and keeping them happy for another 10 minutes whilst continuing to try 
the contact numbers. 

 The person in charge, and at least one other staff member, will remain on the premises with the child.  
If the parent is more than 30 minutes late, a Trustee should be contacted for support, assistance and 
consultation over any decisions. 

 If after an hour the child has not been collected, and no contact can be made with parents, contact with 
local children’s services team and the police will be made. 

 Social care will aim to find the parent or relative.  If they are unable to do so, the child becomes looked 
after by the Local Authority. 

 Under no circumstances will the staff look for parents themselves or take the child home with them. 

 The person in charge will not make the decision alone or remove the child from the premises without 
the prior agreement of another responsible person – Trustee, member of staff, children’s services. 

 A full written account of the incident is recorded in the child’s file. 

 Depending on circumstances, the settings reserve the right to charge parents for the additional hours 
worked by the staff.  Please refer to our Fee’s policy. 

 Ofsted may also be informed. 
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LOST CHILD - WITHIN THE SETTING 

The care and safety of all children must always be paramount and we comply with all safety procedures in our 
settings making it very difficult for any child to leave the premises.  However, if a child did appear to be lost 
during or at the end of a session, we would follow this procedure: 

 A member of staff will keep the children in the main room quietly on the carpet and check the register 
again. 

 Two members of staff to firstly check the main door to see if the catch is still in place before checking 
the following: 
 All cupboards 
 Toilet area 
 Kitchen area 
 Play equipment 
 Any other areas where a child could hide 

 The child’s name will be constantly called during the search. 

 If there is no result in the building the two staff members will check play areas and car park areas 
outside of the building.  They will ensure that the door through which they exit is securely closed 
behind them. 

 If no further result the Senior Setting Leader will inform the parents, other named contacts on the 
admissions form, Police and Social Services.  The Senior Setting Leader will also inform the Committee 
Chairperson.  Ofsted will also be informed. 

LOST CHILD - ON OUTINGS (including outside Playgroup/Preschool gates) 

Again, the care and safety of all children must be paramount and we will make a full risk assessment of the 
venue before the date of the trip.  If a child appeared to be lost whilst on our group outing (off site) we would 
follow this procedure: 

 Gather all adults and children together and complete a head count. 

 Two members of staff to systematically search the area calling the child’s name constantly. 

 A member of staff will stay with the remaining parents and children. 

 The Senior Setting Leader, accompanied by the lost child’s parent, will inform the management team of 
the venue to get their assistance with the search. 

 If no further result the Senior Setting Leader will inform the Police and Social Services 

Outings 
Children benefit from being taken out of the settings to go on visits or trips to local parks etc.  Staff in our 
settings ensure that there are procedures to keep children safe on outings.  All staff and volunteers are aware of 
and follow these procedures: 

 Parents will be asked to sign a consent form before the outing takes place. 

 This consent form will detail the venue and activities planned. 

 A risk assessment will be carried out for each activity and reviewed. 

 Risk assessments are available for parents to see. 

 Adult to child ratio is high – normally one adult to two children for outings off site.  At all times there 
should be two members of staff to ensure the safety of both children and adults.  The ratio will only 
change in the event of fire where a walk-a-link will be used. 

 For outings on site the ratio will be one adult to four children, thus enabling Playgroup/Preschool to 
take children to activities in close proximity and under close supervision (for example sport’s day). 

 Lists of named children assigned to individual staff are made, to ensure each child is individually 
supervised, no child goes missing and there is no unauthorised access to children. 

 Registers for outings are kept, including registering children who are present with their parents / carers, 
stating times of arrival and departure from Playgroup/Preschool care, along with the lists of staff 
assigned to named children. 
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 A mobile phone will be taken on the outing, and supplies of tissues etc as well as a mini first aid kit, 
snacks and water if required.  The equipment will vary and be consistent with the venue and the 
number of children as well as how long they will be out of the setting. 

 A list of children will also be taken as well as contact numbers of parents/carers. 

 A minimum of two staff will accompany children on outings and a minimum of two should remain 
behind with the rest of the children. 

Maintaining children’s safety and security on premises 

 All employed staff and regular volunteers are checked with the Disclosure and Barring Service by an 
enhanced disclosure. 

 Adults will not normally supervise children on their own. 

 All children are supervised by adults at all times. 

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

 Risk assessments are carried out to ensure children are not made vulnerable within any part of our 
premises, nor by any activity. 

Security 

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

 Times of the children’s arrivals and departures are recorded. 

 Arrival and departure times of all adults are recorded – staff, volunteers and visitors. 

 The systems in place prevent unauthorised access to our premises. 

 The systems in place prevent children from leaving our premises unnoticed. 

 The personal possessions of staff and volunteers are stored out of reach during sessions. 

 Outside gates are checked daily. 
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COMPLAINTS 

Policy statement 
As a member of the Early Years Alliance we aim to provide the highest quality education and care for all our 
children.  We aim to offer a warm welcome to each individual child and family and to provide a warm and 
caring environment within which all children can learn and develop as they play. 

We believe children and parents are entitled to expect courtesy and prompt, careful attention to their needs 
and wishes.  Our intention is to work in partnership with parents and the community generally and we welcome 
suggestions on how to improve our group at any time. 

Procedures 
Making concerns known 
The settings are required to keep a ‘summary log’ of all complaints that reach stage 2 or beyond.  This 
information will be made available to all parents and Ofsted inspectors. 

Stage 1 

 A parent who is uneasy about any aspect of the group’s provisions should first of all talk over any 
worries and anxieties with the Setting Leader. 

 Most complaints should be resolved amicably and informally at this stage. 

 We record the issue and how it was resolved, in the child’s file 
Stage 2 

 If this does not have a satisfactory outcome, or if the problem recurs, the parent should put the 
concerns or complaint in writing. 

 Written complaints from parents will be stored with the child’s personal file. 

 If the complaint requires a detailed investigation, the Setting Leader may wish to store all information 
relating to the complaint in a separate file designated for this complaint. 

 When the investigation of the complaint is completed, the Setting Leader meets with the parents to 
discuss the outcome. 

 Parents must be informed of the outcome of the investigation within 28 days of making the complaint. 

 When the complaint is resolved at this stage, the summative points are logged in the Complaints 
Summary Record. 

Stage 3 

 If the parent is not satisfied with the outcome of the investigation, they request a meeting with the 
Setting Leader and the Chairperson of the Management Committee.  The parent may have a friend or 
partner present if required, and the Setting Leader should have the support of the Chairperson of the 
Management Committee present. 

 An agreed written record 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. 

 The 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 

 If at the stage three meeting the parent and setting 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. 

 Staff or volunteers within the Early Years Alliance are appropriate persons to be invited to act as 
mediators. 

 The mediator keeps all discussions confidential.  They can hold separate meetings with the setting 
personnel and the parent if this is decided to be helpful.  The mediator keeps an agreed written 
summary of any meetings that are held and of any advice given. 
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Stage 5 

 When the mediator has concluded their investigations, a final meeting between the parent, the Setting 
Leader and the Chairperson 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.   

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

Parents may approach Ofsted directly at any stage of this complaints procedure.  In addition, where there 
seems to be a possible breach of the setting’s registration requirements, it is essential to involve Ofsted as the 
registering and inspection body with a duty to ensure the Welfare Requirements of the Early Years Foundation 
Stage are adhered to.  Details of Ofsted contact numbers are shown below and are also displayed on the 
setting’s notice board. 

If a child appears to be at risk, we will follow the procedures of the Local Safeguarding Children Partnership in 
our local authority. 

In these cases, both the parent and the setting are informed and the Setting Leaders work with Ofsted or the 
LSCP to ensure a proper investigation of the complaint, followed by appropriate action. 

Ofsted – Complaints 
Telephone:    0300 123 4666 
Email: enquiries@ofsted.gov.uk 

We believe that most complaints are made constructively and can be sorted out at an early stage.  We also 
believe that it is in the best interests of the Playgroup/Preschool and parents that the complaints should be 
taken seriously and dealt with fairly and in a way which respects confidentiality. 
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SUITABLE PERSONS 

Policy statement 
The settings provide staffing in line with the Safeguarding and Welfare requirements of 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 Disclosure and Barring Service in accordance with statutory requirements. 

Procedures 
Ratios -  we use the following ratios of adults to children: 

 Children aged two years:  1 adult:4 children; and 

 Children aged three to seven years: 1 adult:8 children; (this is the statutory maximum; however, we 
like to use a ratio of 1 adult:6 children). 

 A minimum of two staff/adults are on duty at any one time. 

 A Key Companion approach is used 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 
settings.  The Key Companion meets regularly with families for discussion and consultation on their 
child’s progress. 

 Regular staff meetings are held to undertake curriculum planning and to discuss children’s progress, 
their achievements and any difficulties that may arise from time to time. 

Vetting and staff selection: 

 We work towards offering equality of opportunity by using non-discriminatory procedures for staff 
recruitment and selection. 

 All staff have job descriptions which set out their roles and responsibilities. 

 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, disability, age, gender, culture, 
religion, ethnic origin or sexual orientation.  Applicants will not be placed at a disadvantage by our 
imposing conditions or requirements that are not justifiable. 

 Ofsted guidelines are used for obtaining references and enhanced DBS checks for staff and volunteers 
who will have unsupervised access to children.  This is in accordance with requirements under the 
Safeguarding Vulnerable Groups Act (2006) and the Protection of Freedoms Act (2012) for the vetting 
and barring scheme. 

 Where an individual is subscribed to the DBS Update Service we carry out a status check of their DBS 
certificate, after checking their identity and viewing their original enhanced DBS certificate to ensure 
that it does not reveal any information that would affect their suitability for the post. 

 We require that all staff and volunteers keep their DBS check up-to-date by subscribing to the DBS 
Update Service throughout the duration of their employment with us. 

 We keep all records relating to employment of staff and volunteers, in particular those demonstrating 
that checks have been done, including the date of issue, name, type and number of the DBS check, 
along with details of our suitability decision. 

 Decisions of suitability will include evidence from: 

 References 

 Employment history 

 Qualifications 

 Interviews 

 Identity checks/medical checks if required 

Change in staffing: 

 Ofsted is informed of any changes to the person responsible for the settings including: 

 Date of birth 

 Name 
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 Address 

 Aliases/former names 

Training and staff development: 

 The Senior Setting Leader and Setting Leader hold a minimum of a Level 4. 

 A minimum of half of the other staff hold a Level 3 childcare qualification or higher. 

 Staff (paid and/or volunteers) receive regular in house training – through cascading of training by other 
staff or by other agencies. 

 We allocate a budget for training purposes. 

 Staff, volunteers and students have an induction in the first week of employment.  This will include our 
Health and Safety policy and procedures, Safeguarding Children policy and procedures and our 
Confidentiality policy and procedures.  Alongside these, information will be provided relating to a 
child’s individual needs such as settling in, SEN, etc. 

 Staff have regular appraisals and supervision meetings. 

 We are committed to recruiting, appointing and employing staff in accordance with all relevant 
legislation and best practice. 

Managing staff absences and contingency plans for emergencies: 

 The settings operate term time only, therefore staff take their holiday breaks when the settings are 
closed.  Where staff need to take time off for any reason other than sick leave or training, this is agreed 
with the Trustees and the Senior Setting Leader with sufficient notice. 

 When staff are unwell they take sick leave in accordance with their contract of employment, cover is 
organised to ensure ratios are maintained. 

 Sick leave is monitored and action is taken where necessary in accordance with the contract of 
employment. 

 We have contingency plans to cover staff absences, as follows: 

 Staff that do not work on that day will be called to cover. 

 Cover/bank staff are in place to be called at short notice. 

Staff taking medication/other substances: 

 If a member of staff is taking medication which may affect their ability to care for children, we ensure 
that they seek further medical advice.  Staff will only work directly with the children if medical advice 
confirms that the medication is unlikely to impair their ability to look after children properly. 

 Staff medication on the premises will be stored securely and kept out of reach of the children at all 
times. 

 If we have reason to believe that a member of staff is under the influence of alcohol or any other 
substance that may affect their ability to care for children, they will not be allowed to work directly with 
the children and further action will be taken. 

Induction of staff, volunteers and management 
We have an induction for all staff, volunteers and management in order to fully brief them about the settings, 
the families we serve, our policies and procedures, curriculum and daily practice. 

Procedures 

 We have a written induction plan for all new staff, which includes: 

 Introductions to all staff and volunteers. 

 Familiarisation with the building, health and safety and fire procedures. 

 Policies and procedures. 

 Introduction to parents, especially key children. 

 Familiarisation with confidential information where applicable in relation to key children. 

 Details of the tasks and daily routines to be completed. 

 During the induction period the individual must demonstrate understanding of and compliance with 
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policies and procedures, tasks and routines. 

 Following induction, we continue to support staff to deliver high quality performance through regular 
supervision and appraisal of their work. 

Student placement 
We recognise that the quality and variety of work which goes on in a Playgroup/Preschool makes it an ideal 
place for students on placement from school and college childcare courses as well as those on the Diploma in 
Pre-school Practice or Tutor Fieldworker courses.  A maximum of two students at a time are welcome into the 
Playgroup/Preschool on the following conditions: 

 The needs of the children are paramount.  Students will not be admitted in numbers which hinder the 
essential work of the Playgroup/Preschool. 

 Students must be confirmed by their tutors as being engaged in a bona fide childcare course, which 
provides necessary background understanding of children’s development and activities. 

 Schools placing students under the age of 17 years with the settings will be asked to vouch for their 
good character. 

 Unless registered as fit persons, students will not have unrestricted access to children and will not be 
counted in ratios. 

 Students conducting child studies would be required to obtain written permission from the parents of 
any children to be studied. 

 Any information gained by the students about the children, families or other adults in the 
Playgroup/Preschool must remain confidential. 
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PHYSICAL HANDLING 

It is our aim as a Playgroup/Preschool to help children take responsibility for their own behaviour.  We will do 
this through a combination of approaches: 

 Positive role modelling. 

 Planning a range of interesting and challenging activities. 

 Setting and enforcing appropriate boundaries and expectations. 

 Providing positive feedback. 
There will be some occasions when a child’s behaviour is challenging and may require physical handing. 
The three main types of Physical Handling that will be used are: 

1 Positive handling 
The positive use of touch is a normal part of human interaction. 

 Giving guidance to children - showing them how to hold a paintbrush or when climbing. 

 Providing emotional support – such as placing an arm around a distressed child. 

 Physical care – such as first aid or toileting. 
All staff within the pre-school will exercise appropriate care when using touch.  They will be informed by the 
Management/SENCo if there is a child within the settings for whom touch is inappropriate due to cultural or 
medical reasons. 

2 Physical intervention 
This can include mechanical and environmental means such as locked doors, which will be used to ensure a 
child’s safety. 

3 Restrictive physical intervention 
This is when a member of staff uses physical force intentionally to restrict a child’s movement against their will, 
for the safety of the child and others.  Where possible this will be done through the use of the adult’s body 
therefore, using Restrictive Bodily Physical Intervention. 

The principles for using restrictive physical intervention are: 

 Restrictive physical intervention should be used in the context of positive behaviour management 
approaches. 

 It will only be used in extreme circumstances and with the child’s best interests in mind. 

 Only reasonable minimal force should be used and for as short a period as possible. 

 Staff have a responsibility to intervene as they have a duty of care towards the children in the settings. 

 Staff within the settings will do all they can to avoid using restrictive physical intervention. 

Restrictive physical intervention can be used 

 If someone is hurting themselves or others. 

 If someone is damaging property. 

 If there is suspicion that, although injury, or damage has not happened yet, it is about to happen. 

The Playgroup/Preschool has a duty of care towards the children in the settings and might use restrictive 
physical intervention if a child is trying to leave the setting and it is judged that the child would be at risk.  This 
duty of care extends to the charge of the children off site such as on trips. 

If staff judge that restrictive physical intervention would make the situation worse, then it will not be used. 

The Playgroup’s aim in using restrictive physical intervention is to restore safety, both for the child and those 
around him or her.  It must never be used in anger, as a punishment or as an alternative to measures that are 
less intrusive and which staff judge would be effective. 

Where possible the child’s Key Companion or a member of staff who knows the child will be involved in a 
restrictive physical intervention. 
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Restrictive physical intervention that will not be used 

 The staff will not use seclusion (which is when a child is forced to spend time alone in another room) 

 The staff will not use restrictive physical intervention to bring children to or hold them in, time out. 

The staff will have received specific training in the use of restrictive physical intervention and will undertake 
appropriate refresher training. 

Planning 
After an incident, the situation is reviewed.  A risk assessment is drawn up, which considers: 

 The risks presented by the child’s behaviour. 

 The potential targets of such risks. 

 Preventative and responsive strategies to lower these risks 
The risk assessment is used to help to write an individual behaviour plan, which will support the child. 
The staff will pay particular attention to responsive strategies, such as humour, distraction, relocation and 
offering choices. 
The Playgroup/Preschool will draw from as many different viewpoints as possible when it is known that an 
individual child’s behaviour is likely to require some form of restrictive physical intervention.  These could be: 

 Parent/carer 

 Staff in the settings 

 Visiting support staff (Portage, Speech and Language Therapist, Educational Psychologists) 
Planning meetings will be recorded and parent’s signatures will be sought to confirm their knowledge of the 
plan.  The Management and SENCo will review the plans at least every four to six months. 

Recording and reporting procedures 

 Any use of restrictive physical intervention will be recorded. 

 This is done as soon as possible and within 24 hours of the incident. 

 The incident will also be noted in the incident book. 

 Parent/carer will be informed by telephone (or by letter if this is not possible). 

 Parents will receive a copy of the record form. 

 The Chairperson of the settings and the local authority (where appropriate) will be informed. 

Support and reviewing 
The Playgroup/Preschool acknowledges that being involved in restrictive physical intervention can be 
distressing. 

 Support is given to the child so they understand why they were held. 

 Where appropriate staff will speak with other children who observed what happened. 

 An independent member of staff will check for injury and provide appropriate first aid. 

 Support will be given to the adults who were involved, either actively or as observers. 
The Playgroup/Preschool understands that the key aim of after incident support is to repair any potential strain 
to the relationship between the child and the adult that restrained him or her.  After using restrictive physical 
intervention, the Playgroup/Preschool will review the child’s individual behaviour plan, if one is in place, so the 
risk of needing to use restrictive physical intervention again is reduced. 

Monitoring procedure 
The policy is reviewed at least annually by the Management and SENCo 

 Playgroup/Preschool will seek support from the Area Inclusion Coordinator where appropriate. 

 Monitoring the use of restrictive physical intervention will help identify trends and therefore help the 
development of our Playgroup/Preschool’s ability to meet the needs of the children without using 
restrictive physical intervention. 

Complaints 
If a parent/carer has complaints about the policy or handling, they must refer to the Playgroup/Preschool’s 
complaints procedure, which is located within this document. 
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BEHAVIOUR MANAGEMENT  

Procedure 
We believe that children and adults flourish best in an ordered 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.  Our aim is for children to develop self-regulation skills and build their self-esteem in 
an atmosphere of mutual respect and encouragement. 

In order to achieve this 

 Rules governing the conduct of the group and the behaviour of the children will be discussed and 
agreed within the Playgroup/Preschool and explained to newcomers, both children and adults. 

 Where appropriate this may be achieved by a period of ‘thinking time’ with an adult. 

 All adults in the Playgroup/Preschool will ensure that the rules are applied consistently, so that children 
have the security of knowing what to expect and can build up useful habits of behaviour. 

 In cases of serious misbehaviour, such as bullying, 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. 

 All adults will try to provide a positive role model for the children with regard to friendliness, care and 
courtesy. 

 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 in the Playgroup/Preschool will praise and endorse desirable behaviour such as kindness and 
willingness to share. 

When children behave in unacceptable ways 
Physical punishment, such as smacking or shaking, will be neither used nor threatened. 
Children will never be sent out of the room by themselves. 

 Children who misbehave will be given one-to-one adult support in seeing what was wrong and working 
towards a better pattern. 

 Adults will be aware that some kinds of behaviour may arise from a child’s special needs. 

 Any behaviour problems will be handled in a developmentally appropriate fashion, respecting 
individual children’s level of understanding and maturity. 

 Recurring problems will be tackled by the whole Playgroup/Preschool, in partnership with the child’s 
parents, using objective observation records to establish an understanding of the cause. 

 Sometimes an adult will need to intervene in a physical disagreement between children.  He/she will 
use as little physical restraint as is possible, simply acting to keep the child or children safe, removing 
them from potential harm.  He/she will stay calm and non-threatening, and reassure the children that 
the problem can be talked about and sorted out. 

 Incident records will be completed and shown to the parent/carer at the end of each session.  The 
parent/carer and a member of staff will sign and date the incident. 

 Recurring problems will be tackled by the whole Playgroup/Preschool, in partnership with the child’s 
parents, using if necessary, objective observation records to establish an understanding of the cause. 

The Playgroup/Preschool has a nominated Behaviour Management Officer who is responsible for behaviour 
management issues and training.  The named Behaviour Management Officer is: Setting Leaders 
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FIRST AID 

Legal framework 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR 2013) 
The Health and Safety (Enforcing Authority) Regulations 1998 

 
Procedures 
The first aid kit - this complies with the Health and Safety (First Aid) Regulations 1981 and contains the 
following items only: 

Triangular bandages x 4 
Sterile dressings: 
 Small x 3 
 Medium x 3 
  Large x 3 
A pack of 20 assorted individually wrapped plasters 
Sterile eye pads x 2 
Safety pins – pack of 6 

In addition, the box will be supplied with: 

2 pairs of disposable plastic or vinyl gloves 
1 apron – disposable 
1 child’s thermometer 

 The box is easily accessible to adults and kept out of the reach of children. 

 The box is checked termly by the First Aid Officer, who keeps a checklist of all items and who will 
arrange replacement of supplies if required. 

 At the time of admission, parents give written permission for Playgroup/Preschool to seek emergency 
medical advice or treatment if required. 

 Parents sign a consent form enabling staff to take a child to the nearest Accident and Emergency unit to 
be examined, treated or admitted if necessary on the understanding that the parents have been 
informed and are on their way. 

 Parents are asked to keep their children at home if they have any infection, and to inform the 
Playgroup/Preschool as to the nature of the infection so the Playgroup/Preschool can alert other 
parents and make careful observations of any child who seems unwell. 

 Cuts or open sores, whether on adults or children, will be covered with sticking plaster or other 
dressing.  Parents are requested to complete a form for our records, stating if their child is or is not 
allergic to plasters or any dressings. 

 Accidents will be recorded on an Accident form, with details of time, date, place of accident, details of 
injury and treatments provided and who provided them.  The form will be signed by First Aider and by 
parent/guardian at end of the session.  A copy of the form can be provided on request. 

Outdoor play 

 Children will have the opportunity to play in the fresh air daily and throughout the year. 

Information sources 

 Parents will have the opportunity to discuss health issues with Playgroup/Preschool staff and will have 
access to information available to the Playgroup/Preschool. 

 The Playgroup/Preschool will maintain links with Health Visitors and gather information and advice 
from the local health authority information services and/or other health agencies. 

 Any critical or serious incident or accident at Playgroup/Preschool, Ofsted will also be notified as soon 
as possible. 



Page 53 of 70 

Recording and reporting of accidents 
We follow the guidelines of RIDDOR for the reporting of accidents and incidents.  Please also refer to our 
Safeguarding and Confidentiality policies. 

Our accident records: 

 are easily accessed by staff and volunteers who know how to complete them. 

 are reviewed termly to identify any potential or actual hazards. 

Ofsted, and the Health and Safety Executive will be notified of any serious injury or the death of a child or adult. 

Dealing with incidents 

 We have access to telephone numbers for emergency services, including police, the person responsible 
for the building that we rent and we ensure there is a shared procedure for dealing with emergencies. 

 We keep incident records including those that are reportable.  These include: 

 Break in, burglary, theft of personal belongings or property of the settings. 

 Intruder gaining access to the premises. 

 Fire, flood, gas leak or electrical failure. 

 Attack on a member of staff or parent on the premises or nearby. 

 Any racist incident involving staff or family on the premises. 

 A notifiable disease or illness, or an outbreak of food poisoning affecting two or more children 
looked after on our premises. 

 Death of a child or adult. 

 Terrorist attack or threat of one. 

 On the incident form 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 should also be noted. 

 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.  The incident is recorded when the threat is 
averted. 

 In the unlikely event of a child dying on the premises, the emergency services will be called and the 
advice of these services followed. 



Page 54 of 70 

RISK ASSESSMENT 

Legal framework 
Management of Health and Safety at work regulations 1999 
 
Policy statement 
The settings believe that the health and safety of children is of paramount importance.  We make our settings a 
safe and healthy place for children, parents, staff and volunteers by assessing and minimising the hazards and 
risks to enable the children to thrive in a healthy and safe environment. 
The law does not require that all risk is eliminated, but that ‘reasonable precaution’ is taken.  This is particularly 
important when balancing the need for children to be able to take appropriate risks through physically 
challenging play.  Children need the opportunity to work out what is not safe and what they should do when 
faced with a risk. 

The basis of this policy is risk assessment.  We do this by: 

 Identification of risk – where is it and what is it? 

 Who is at risk? – staff, children, visitors, parents etc. 

 Assess the level of risk as: the likelihood of it happening, and impact 

 Control measures to reduce/eliminate risk: what will you need to do or ensure others do to reduce risk? 

 Monitoring and review: How do you know if measures put in place are working, or thorough enough?  
Does it need to be amended if not working or is there a better solution? 

Procedures 
Our risk assessment process covers adults and children and includes: 

 Checking for and noting hazards and risks indoors and outdoors, in our premises and for activities. 

 Assessing the level of risk and who might be affected. 

 Deciding which areas need attention. 

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

Where more than five staff and volunteers are employed, the risk assessment is written and reviewed regularly. 
We maintain lists of health and safety issues, daily checks before session begins as well as those on an annual 
basis when reviews are carried out. 
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HEALTH AND SAFETY 

Legal framework 
Health and Safety at Work Act 1974 
Management of Health and Safety at Work Regulations 1999 
Electricity at Work Regulations 1989 
Control of substances Hazardous to Health Regulations (COSHH) 2002 
Manual Handling Operations Regulations 1992 (as amended 2004) 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR 2013) 
Regulation (EC) 852/2004 of the European Parliament and of the Council on the hygiene of foodstuffs. 

Policy statement 
The Health and safety of children is of paramount importance and we make the settings a safe and healthy 
place for children, parents, staff and volunteers. 

 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. 

 The Setting Leaders are responsible for Health and Safety. 

 They are competent to carry out these responsibilities. 

 They have undertaken Health and Safety training and regularly update their knowledge and 
understanding. 

 We display the necessary Health and Safety poster:  in the kitchen / office 

Insurance cover 
We have public liability insurance and employer’s liability insurance.  The certificate for public liability insurance 
is displayed on:  the parents’ noticeboard 

Procedures 
Awareness raising: 

 Our induction training for staff and volunteers includes a clear explanation of health and safety issues 
so that all adults are able to adhere to our policy and procedures as they understand their shared 
responsibility for health and safety.  The induction training covers matters of employee well-being, 
include 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 settings. 

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

 We operate a no smoking policy. 

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

Safety of adults: 

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

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

 All warning signs are clear and in appropriate languages. 

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

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

 We keep all cleaning chemicals in original containers and out of reach of children. 
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Windows, floors and doors: 

 Windows are secured so that children cannot climb through. 

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

 All floors are checked daily to ensure that they are clean, even, dry and undamaged. 

Electrical/gas equipment: 

 All electrical/gas equipment conforms to safety requirements and is checked regularly. 

 Boilers/meter cupboard is not accessible to children. 

 Fires/heaters/electrical sockets/wires and leads are properly guarded and the children are taught not to 
touch them. 

 There are sufficient sockets to prevent overloading. 

 Lighting and ventilation is adequate in all areas including storage. 

Storage: 

 All resources and materials from which children select are stored safely. 

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

Outdoor area: 

 The outdoor area is securely fenced. 

 The gates are securely locked. 

 The area is checked for safety and cleared of rubbish before use. 

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

 The sand pit is covered when not in use and cleaned out regularly. 

 All outdoor activities are supervised at all times and ratio’s adhered to. 

Hygiene: 

 We keep up to date with the latest recommendations from the Environmental Health Department and 
the Health Authority. 

 Our routines encourage children to learn about personal hygiene. 

 The settings are cleaned daily. 

 Resources and equipment are checked daily and cleaned regularly. 

 The toilet area has high standards of hygiene including hand washing and drying facilities and the 
disposal of nappies. 

 We implement good hygiene practices by: 

 Cleaning tables between activities. 

 Cleaning toilets regularly. 

 Wearing protective clothing as appropriate – such as aprons, gloves etc. 

 Providing sets of clean clothes. 

 Providing tissues and wipes. 

 Ensuring individual use of hand towels. 

Food Hygiene: 
We provide the snacks and cooking activities such as bread making, cakes, etc at the settings. 
We maintain the highest possible food hygiene standards with regard to the purchase, storage, preparation and 
serving of food. 
We have registered as a food provider with the local authority Environmental Health Department. 

Procedures 

 The person in charge and the person responsible for food preparation understands the principles of 
Hazard Analysis and Critical Control Point (HACCP) as it applies to their business.  The basis of this is risk 
assessment as it applies to the purchase, storage, preparation and serving of food to prevent growth of 
bacteria and food contamination. 
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 All staff follow guidelines as above. 

 All staff encourage children who wish to help prepare their own food the importance of hygiene and 
good health practices. 

 Daily opening checks are done on the kitchen to ensure standards are met consistently. 

 We use reliable suppliers to purchase our food. 

 Food is stored at correct temperatures and is checked if it is out of date and not contaminated by pests 
or mould. 

 Packed lunches are stored in a cool place. 

 Food preparation areas are cleaned before use as well as after use. 

 There are separate procedures for washing hands and for washing up. 

 All surfaces are clean and non-porous. 

 Utensils are cleaned and stored appropriately. 

 Waste food is disposed of daily. 

 Cleaning materials and other dangerous materials are stored away from children. 

 Children do not have unsupervised access to the kitchen. 

 When taking part in cooking activities children: 

 Are supervised at all times. 

 Understand the importance of hygiene rules. 

 Kept away from hot surfaces and hot water. 

 Do not have unsupervised access to electrical equipment such as bread makers, blenders etc. 

Reporting of food poisoning 
Where children and or adults have been diagnosed by a GP or a hospital doctor as suffering from food 
poisoning and where it seems the possible source of the outbreak is within the settings, the Senior Setting 
Leader will contact the Environmental Health Department, to report the outbreak and will comply with any 
investigation. 

Activities and resources 
The toys and equipment in Playgroup/Preschool provide opportunities for children, with adult help, to develop 
new skills and concepts in the course of their play and exploration.  The equipment we provide: 

 Is appropriate for the ages and stages of the children. 

 Offers challenges to developing physical, social, personal and intellectual skills. 

 Features positive images of people, both male and female, from a range of ethnic and cultural groups, 
with and without disabilities. 

 Includes a range of materials that can be used in a variety of ways and encourages an open-ended 
approach to creativity and problem solving. 

 Will enable children, with adult support, to develop individual potential and move towards nationally 
approved required learning goals. 

 Conforms to all relevant safety regulations and is sound and well made. 

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

 Any broken or dangerous items are disposed of safely. 

 All materials are non toxic, sand is clean and suitable for children’s play. 

 Physical play is constantly supervised. 

 
Hygiene 
To prevent the spread of infection, adults in the group will ensure that the following good practices are 
observed: 

Personal hygiene 

 Hands will be washed after using the toilet. 

 Children with pierced ears are not allowed to share or try each other’s earrings. 



Page 58 of 70 

 A large box of tissues is available and children will be encouraged to blow and wipe their noses when 
necessary.  Soiled tissues will be disposed of hygienically. 

 Children will be encouraged to shield their mouths when coughing. 

 Anyone suffering from any infectious/contagious illness or skin problem will not be involved with the 
preparation of food. 

 Hygiene rules related to bodily fluids followed with particular care and all staff and volunteers aware of 
how infections such as HIV infection can be transmitted. 

 Paper towels used and disposed of appropriately. 

 Never cough or sneeze over food. 

Cleaning and clearing 

 Food kept covered and away from normal play areas.  Parents encouraged to use lunch cool pack to 
keep lunchboxes fresh and cool. 

 Spare laundered pants and other clothing available in case of accidents and polythene bags available in 
which to wrap soiled garments. 

 All surfaces cleaned daily with an appropriate cleaner. 

 Hand washing will be done in empty sinks with running water. 

 Paint and glue pots cleaned under running water in the sink or art and craft washing up bowl. 

 Use different cleaning cloths: sponges for washing up, blue cloths for wiping tables and separate mops 
for soiling and spillages. 

 Ensure waste is disposed of properly and out of reach of children.  Keep a lid on the dustbin and wash 
hands after using it. 

 Wash fresh fruits and vegetables thoroughly before use. 

Safety policy and procedure 
The safety of young children is of paramount importance.  In order to ensure the safety of children and adults, 
the Playgroup/Preschool will ensure that: 

 All children are supervised by adults at all times and will always be within sight of an adult. 

 Forms are available at each session for the reporting of any accident/incident. 

 Regular safety checks and risk assessments will include regular reviews of the accident/incident 
records.  Any recurring event to be included in risk assessments. 

 All adults are aware of the system in operation for children’s arrivals and departures. 

 Children will leave the group only with authorised adults. 

 Safety checks on premises, both outdoors and indoors, are made every day. 

 Outdoor space is securely fenced and garden gate is locked at all times. 

 Equipment is checked regularly and any dangerous items repaired/discarded. 

 The layout of the environment allows children and adults to move safely and freely between activities, 
both inside and out. 

 If a small group goes out of the setting, there will be sufficient adults to maintain appropriate ratios for 
staff and children remaining on the premises. 

 Equipment offered to children is developmentally appropriate, recognising that materials suitable for 
an older child may pose a risk to younger or less mature children. 

 All dangerous materials, including medicines and cleaning materials, are stored out of reach of children. 

 Children do not have unsupervised access to kitchens, cookers or any cupboards storing hazardous 
materials including matches. 

 Adults do not walk about with hot drinks, or place them in reach of children. 

 Fire drills are held at least once a term, and we participate with school/community centre drills on site.  
Please refer to Fire Drill procedure.  These are reviewed after each practice or drill. 

 A register of both adults and children is completed as people arrive so that a complete record of all 
those present is available in any emergency. 



Page 59 of 70 

 Fire extinguishers are checked annually. 

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

 Large equipment is erected with care and checked regularly. 

 Activities such as cooking, woodwork and energetic play receive close and constant supervision. 

 Fire doors are never obstructed. 

 Heaters/fires/electric point/wires and leads are adequately guarded. 

 Internal safety gates/barriers are used as necessary. 

 The premises are checked before locking up at the end of each session. 

 All staff to be trained to be aware of both risks and hazards and how to deal with both.  All potential 
hazards/risks to be reported to the Health and Safety Officer. 

 The group’s appointed Health and Safety Officer responsible for Health and Safety issues and to ensure 
all staff are aware of the latest guidelines is: Setting Leaders 
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FIRE SAFETY AND EMERGENCY EVACUATION 

Legal framework 
Regulatory Reform (Fire Safety) Order 2005 
 
Policy statement 
We ensure our premises present no risk of fire by ensuring the highest possible standard of fire precautions. 

Procedures 

 The Setting Leaders will carry out a Fire Risk Assessment at the beginning of each Academic Year. 

 Any hazards will be reported in writing to the School Business Manager/Council official. 

 Records are kept of fire drills and reviewed regularly. 

 Our evacuation procedures are clearly displayed in the premises, explained to new members of staff 
and volunteers and practised regularly. 

On hearing a Fire Alarm, the staff and children will evacuate the building in an orderly fashion. 

ON EVACUATION OF THE BUILDING TAKE ALL NECESSARY PROCEDURES 
1. Stay calm. 
2. Reassure the children. 
3. Close all doors, but leave unlocked. 
4. Walk in an orderly manner to the pre-arranged evacuation point. 
5. Detailed instructions can be found at each setting and staff are made aware of where these are. 

OUT OF HOURS FIRE POLICY 
At any event organised at Playgroup/Preschool premises out of hours, for e.g. Parents evening, Summer Fair etc, 
the following will be implemented: 

 The caretaker/onsite manager of the school will be notified. 

 A risk assessment will be carried out before the event starts. 

 At Summer or Christmas Fairs, families will be notified that they are responsible for their children. 

 The fire evacuation procedure will be advised to all parties prior to the event starting. 

MAJOR INCIDENT EVACUATION POLICY 
Conduct of Playgroup/Preschool staff 

 On receipt of a bomb threat stay in the building unless you are advised to leave by the Police. 

 Close all doors, windows and blinds. 

 Shelter under tables and stay there until you are advised to leave the building or you are given the “All 
Clear” to return to normal business. 

 If possible, take shelter in a room without windows. 

Receipt of a bomb threat 

 Try and keep an accurate record of the conversation e.g. write down exactly what is being said including 
bad language. 

 Ask who is calling and the name of their organisation. 

 If the warning contains a codeword, the codeword must be passed accurately to the civil police. 

 If possible, keep the telephone line open after the caller ends the call.  This will make it easier to trace 
the call.  Contact the police immediately on another line by dialling 999. 

 Comply with any requests made by the caller, then, if the bomb is on the premises, evacuate to a pre-
determined location e.g. local school or church.  If the bomb is not on the premises, await instructions 
from the police. 

 On evacuation the following items should be taken: 
 Register &  Visitor’s book 
 Emergency contact telephone numbers 
 Telephone 
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INTRUDER 

Policy statement  
It is our aim at Playgroup/Preschool to maintain the highest possible security of our premises to ensure that 

each of our children is cared for safely at all times.  The main door / gate will be supervised at all times, the 

doorbell will be rung by anyone wanting permission to enter and identification will need to be checked.  Within 

the guidance of the EYFS Framework on continuous indoor / outdoor play, staff need to be extra vigilant with 

regards to this policy. 

Children’s personal safety 

 We ensure all our staff, students; volunteers have been checked for criminal records by an enhanced 
disclosure from the Disclosure and Barring Service. 

 All children are supervised by adults at all times. 

 Our Playgroup/Preschool has one main room so that no member of staff is out of visual contact from 
another member of staff at any time. 

 We always have at least two members of staff on the premises whenever children are present. 

 We carry out risk assessments to ensure our children are not made vulnerable within any part of our 
Playgroup/Preschool or when taking part in activities. 

 Staff are not allowed to carry mobile phones on them during sessions. 

Security measures in place 

 We have systems in place for the safe arrival and departure of children. 

  The times of the children’s arrival and departure are recorded accurately by the minute. 

 The arrival and departure times of all adults (staff, volunteers and visitors are recorded). 

 Photographs of staff are displayed at the entrances. 

 A member of staff will greet parents/carers at the main doors/gate when they arrive and depart. 

 All visitors must sign in the visitor’s book and sign out when they leave. 

 We have signs on the doors around the settings reminding parents, and visitors that the security gates 
must be opened and closed by a staff member. 

 The doors into the gardens can only be opened to allow children access in to secure outdoor areas.  
Outside gate is securely locked at all times, when parents / carers are not being shown in or out. 

 Children are only allowed to go home with the named person on their registration document, unless 
prior notification is given from a parent/carer and identification or password must be shown/given 
when the person arrives before we allow the child to leave. 

 If staff cannot identify a person coming to collect a child, the child’s parents will be contacted for 
clarification. 

 Our systems prevent children within our care from leaving our premises unnoticed. 

 Personal possessions of staff are stored safely during sessions. 

Procedures 

Intruders posing a safety hazard 

 Politely greet the intruder, identify yourself and ask the purpose of their visit.  Having a member of 
staff close by to secure the door and for support if needed. 

 Explain that all visitors must sign in. 

 If the intruder becomes agitated and refuses to leave the building peacefully endeavour to calm the 
person whilst trying to gain the attention of your staff member to call the police and site manager. 

 If the caller persists, the children and staff will assemble together in one area away from the windows 
and doors and will be distracted by staff, register and telephone will be taken with them, and they will 
stay there until the police arrive. 

 If the person leaves before the police arrive do not attempt to detain them. 
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 If the person does not leave before the police arrive.  Explain to the officers what has happened, so 
they can deal with the intruder and find a cause for arrest.  Remember to log the incident and review 
security measures. 

This procedure needs to be practiced and implemented  

Intruder is armed (Garden Area) 

Call police and site manager - quote location, GU52 8AQ (Crookham Sunshines) and GU52 7SX (Courtmoor)  

 All staff outside will have whistles on them, once the alarm has been set off (loud long blows), children 
will automatically enter the setting, one staff member will engage with intruder.  Staff inside will gather 
children in a safe space. 

 Try and re-enter setting as soon as you can.  Lock the door behind you. 

 When confronting an intruder, try and keep calm hopefully defuse the situation. 

 Determine who will initiate contact with the intruder and who will be the back-up person, maybe the 
person in the garden at the time, the early year’s practitioner should break off contact and leave when 
it is safe to do so.  Attempt to direct the intruder away from areas occupied. 

 The staff member will try to remain calm diverting the intruder as far away from the children as 
possible. 

 The children and staff will assemble together in an area away from the windows and doors and will be 
distracted by staff, register and telephone will be taken with them, and they will stay there until the 
police will arrive.  

 If the intruder shows a weapon try to remain calm do not try to disarm them, reassure them that it is 
not necessary for them to use it.  If it is not safe to blow the whistle, then the children must remain 
where they are.  It is paramount that the safety of the children is ensured at all times. 

 Once the police arrive, make them aware of where the intruder is and any weapon you may have seen 
describing the intruder and reporting anything relevant the intruder may have said. 

 All staff and children should remain where they are unless directed otherwise by the police. 

 Incidents should be recorded and security procedure reviewed and updated. 
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DATA PROTECTION 

The Playgroup/Preschool (settings) collects and uses personal information (referred to in the General Data 
Protection Regulation (GDPR) as personal data) about staff, pupils, parents and other individuals who come into 
contact with the settings.  This information is gathered in order to enable the provision of education and other 
associated functions.  In addition, the settings may be required by law to collect, use and share certain 
information. 

The settings are the Data Controller of the personal data that it collects and receives for these purposes. 

The settings have a Data Protection Officer, who may be contacted at  

Court Moor Community Playgroup, 
Springwoods, 
Fleet, 
Hampshire. 
GU52 7SX 

admin@courtmoorplaygroup.co.uk 

The settings issue Privacy Notices to all pupils/parents, staff and Trustees (see appendices).  These summarise 
the personal information held about pupils, staff and Trustees, the purpose for which it is held and who it may 
be shared with.  It also provides information about an individual’s rights in respect of their personal data  

Purpose 
This policy sets out how the settings deal with personal information correctly and securely and in accordance 
with the GDPR, and other related legislation. 
This policy applies to all personal information however it is collected, used, recorded and stored by the settings 
and whether it is held on paper or electronically. 

What is personal information / data? 
Personal information or data means any information relating to an identified or identifiable individual.  An 
identifiable individual is one who can be identified, directly or indirectly by reference to details such as a name, 
an identification number, location data, an online identifier or by their physical, physiological, genetic, mental, 
economic, cultural or social identity.  Personal data includes (but is not limited to) an individual’s, name, 
address, date of birth, photograph, bank details and other information that identifies them. 

Data protection principles 
The GDPR establishes six principles as well as a number of additional duties that must be adhered to at all 
times: 

1. Personal data shall be processed lawfully, fairly and in a transparent manner; 

2. Personal data shall be collected for specified, explicit and legitimate purposes and not further processed in a 
manner that is incompatible with those purposes (subject to exceptions for specific archiving purposes); 

3. Personal data shall be adequate, relevant and limited to what is necessary to the purposes for which they are 
processed and not excessive; 

4. Personal data shall be accurate and where necessary, kept up to date; 

5. Personal data shall be kept in a form that permits the identification of data subjects for no longer than is 
necessary for the purposes for which the personal data are processed; 

6. Personal data shall be processed in a manner that ensures appropriate security of the personal data. 

Duties 
Personal data shall not be transferred to a country or territory outside the European Economic Area, unless that 
country or territory ensures an adequate level of data protection. 
Data Controllers have a General Duty of accountability for personal data. 
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Commitment 
The settings are committed to maintaining the principles and duties in the GDPR at all times.  Therefore, the 
settings will: 

 Inform individuals of the identity and contact details of the data controller. 

 Inform individuals of the contact details of the Data Protection Officer. 

 Inform individuals of the purposes that personal information is being collected and the basis for this. 

 Inform individuals when their information is shared, and why and with whom unless the GDPR provides a 
reason not to do this. 

 If the school plans to transfer personal data outside the EEA the school will inform individuals and provide 
them with details of where they can obtain details of the safeguards for that information. 

 Inform individuals of their data subject rights. 

 Inform individuals that the individual may withdraw consent (where relevant) and that if consent is 
withdrawn that the settings will cease processing their data although that will not affect the legality of data 
processed up until that point. 

 Provide details of the length of time an individual’s data will be kept. 

 Should the settings decide to use an individual’s personal data for a different reason to that for which it 
was originally collected the settings shall inform the individual and where necessary seek consent. 

 Check the accuracy of the information it holds and review it at regular intervals. 

 Ensure that only authorised personnel have access to the personal information whatever medium (paper 
or electronic) it is stored in. 

 Ensure that clear and robust safeguards are in place to ensure personal information is kept securely and to 
protect personal information from loss, theft and unauthorised disclosure, irrespective of the format in 
which it is recorded. 

 Ensure that personal information is not retained longer than it is needed. 

 Ensure that when information is destroyed that it is done so appropriately and securely. 

 Share personal information with others only when it is legally appropriate to do so. 

 Comply with the duty to respond to requests for access to personal information (known as Subject Access 
Requests). 

 Ensure that personal information is not transferred outside the EEA without the appropriate safeguards. 

 Ensure that all staff and Trustees are aware of and understand these policies and procedures. 

Complaints 
Complaints will be dealt with in accordance with the setting’s complaints policy.  Complaints relating to the 
handling of personal information may be referred to the Information Commissioner who can be contacted at 
Wycliffe House, Water Lane Wilmslow Cheshire SK9 5AF or at www.ico.gov.uk 

Review 
This policy will be reviewed as it is deemed appropriate, but no less frequently than every two years.  The policy 
review will be undertaken by the Data Protection Officer and Trustees. 

 

WORKING AT HOME 

Due to the nature of looking after the children in setting and the restrictions on time for paperwork, on 
occasions it is necessary for staff to complete work at home.  Staff will ensure: 

 Children’s personal details are kept securely and any online access to personal data is done via secure 
networks. 

 Devices used at home are password protected and log in details are not known by other members of 
the household and when not in use, they are logged out. 

 Do not download any images or personal information to personal computers/tablets/mobile phones 

 Do not share information stored with anyone other than the Setting Leaders/Trustees/other staff. 

http://www.ico.gov.uk/
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APPENDIX 1 - PRIVACY NOTICE FOR PARENTS AND CARERS 
 
This notice is to inform you of what information we collect and how we use it. 

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

 Personal information (such as name, contact details and address, date of birth) 

 Characteristics (such as ethnicity, language and nationality) 

 Attendance information (such as sessions attended) 

 Assessment information 

 Relevant medical, special educational needs, safeguarding and behavioural information 

 Photographs 

The General Data Protection Regulation allows us to collect and use pupil information with consent of the data 
subject, where we are complying with a legal requirement, where processing is necessary to protect the vital 
interests of a data subject or another person and where processing is necessary for the performance of a task 
carried out in the public interest or in the exercise of official authority vested in the controller.  When the 
personal information is Special Category Information we may rely on processing being in the substantial public 
interest in addition to consent of the data subject and the vital interests of the data subject or another. 

Our requirement for this data and our legal basis for processing this data includes the Education Act 1996, 2002 
and 2011, The Children’s Act 1989 and 2004, Education and Skills Act 2008, the Equalities Act 2010 and Article 6 
and Article 9 of the General Data Protection Regulation. 

Why we collect and use the information 

We use the pupil data: 

 To support pupil learning and development 

 To monitor and report on pupil progress 

 To provide appropriate pastoral care 

 To assess the quality of our services 

 To comply with the law regarding data sharing 

 To administer admissions waiting lists 

 For safeguarding of the children 

Collecting pupil information 

Whilst the majority of pupil information you provide to 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 pupil information to us or if you have a choice in this.  Where we are using 
your personal information only on the basis of your permission you may ask us to stop processing this personal 
information at any time. 

Who we share pupil information with 

We routinely share pupil information with: 

 Schools other settings that the pupil’s attend during their time with us and after leaving us 

 Our local authority 

 The Department for Education (DfE) 

 Other outside agencies, such as social services and health professionals 
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Why we share pupil information 

We do not share information about our pupils without consent unless the law and our policies allow us to do so.  
By law, pupil information can be shared with relevant authorities, without consent from parents, if it is felt there 
is a safeguarding concern. 

We share pupil’s data with the Department for Education (DfE) on a statutory basis.  This data sharing underpins 
school funding and educational attainment policy monitoring. 

We share pupil’s data with the local authority on a statutory basis, for funding purposes. 

Data collection requirements: 

To find out more about the data collection requirements placed on us by the Department for Education (for 
example, via the early years census) go to: 
https://www.gov.uk/childcare-parenting/data-collection-for-early-years-and-childcare. 

For information about services for young people, please visit our local authority website: 
http://www3.hants.gov.uk 

The National Pupil Database (NPD) 

The NPD is owned and managed by the Department for Education and contains information about pupils in 
schools in England.  It provides invaluable evidence on educational performance to inform independent 
research, as well as studies commissioned by the department.  It is held in electronic format for statistical 
purposes.  This information is securely collected from a range of sources including schools, local authorities and 
awarding bodies. 

We are required by law to provide information about pupils to the DfE as part of statutory data collection such 
as the early years’ census.  Some information is then stored in the NPD.  The law that allows this is the 
Education (Information About Individual pupils) (England) Regulations 2013. 

To find out more about the NPD, go to https://www.gov.uk/government/publications/national-pupil-database-
user-guide-and-supporting-information. 

The DfE may share information about our pupils from the NPD with third parties who promote the education or 
well-being of children in England by: 

 Conducting research or analysis 

 Producing statistics 

 Providing information, advice or guidance 

The DfE has robust processes in place to ensure that confidentiality of our data is maintained and there are 
stringent controls in place regarding access and use of the data.  Decisions on whether DfE releases data to third 
parties are subject to a strict approval process and based on a detailed assessment of: 

 Who is requesting the data 

 The purpose for which it is required 

 The level and sensitivity of data requested 

 The arrangements in place to store and handle the data 

To be granted access to pupil information, organisations must comply with strict terms and conditions covering 
the confidentiality and handling of data, security arrangements and retention and use of the data. 

For information about the DfE’s data sharing process, please visit: 
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data 

For information about which organisations the DfE has provided pupil information (and for which project), 
please visit the following website: 

https://www.gov.uk/childcare-parenting/data-collection-for-early-years-and-childcare
http://www3.hants.gov.uk/
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
https://www.gov.uk/data-protection-how-we-collect-and-share-research-data
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https://www.gov.uk/government/publications/national-pupil-database-requests-received 

To contact DfE, please visit: https://www.gov.uk/contact-dfe 

Requesting access to your personal data 

Under data protection legislation, parents and pupils have the right to request access to information about 
them that we hold.  To make a request for your personal information, or be given access to your child’s 
educational record, please contact the Senior Setting Leader. 

You also have the right, subject to some limitations 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 to decisions being taken by automated means 

 In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed 

 Claim compensation for damage caused by a 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/ 

Data Retention 

Records are kept securely and will be held by us until the end of the academic year of your child’s 24th birthday.  
This length of time is determined by the Limitation Act 1980, where normal limitations (which mean that an 
individual can claim for negligently caused personal injury up to three years after, or deliberately caused 
personal injury up to six years after the event) are postponed until a child reaches 18 years of age. 

Contact 

If you would like to discuss anything in this privacy notice, please contact the Data Protection Officer. 
 

https://www.gov.uk/government/publications/national-pupil-database-requests-received
https://www.gov.uk/contact-dfe
https://ico.org.uk/concerns/
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APPENDIX 2 - PRIVACY NOTICE FOR STAFF 
 
The categories of staff information that we collect, hold and share include: 

 Personal information (such as name, address, next of kin) 

 Characteristics (such as ethnicity, language and nationality) 

 Attendance, sickness and accident records 

 Qualifications, training records and results of DBS checks 

 Bank details 

Why we collect and use the information 

 To assist with future training requirements 

 To assist with supervision meetings 

 To allow pay to be calculated and pensions to be paid 

 To provide appropriate pastoral care 

 To allow references to be supplied 

Collecting Staff information 

Whilst some of the data you provide to us is mandatory, some of it may be 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. 

Who we share staff data with 

We routinely share information with: 

 HM Revenue and Customs 

 Pre-school Learning Alliance 

 DBS checking service 

 Pension provider 
These are shared in order to be able to comply with laws and provide staff with their pay, tax, pension and 
National Insurance details. 

Requesting access to your personal data 

Under data protection legislation, staff have the right to request access to information about them that we hold.  
To make a request for your personal information, or be given access to your records, please contact the Senior 
Setting Leader. 

You also have the right, subject to some limitations 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 to decisions being taken by automated means 

 In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed 

 Claim compensation for damage caused by a 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/ 

Data Retention 

Personnel files and training records are kept for six years after employment ceases. 

https://ico.org.uk/concerns/
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Staff accident records are required by law to be kept for three years after the record was made.  This is 
extended to 40 years for accident and medical records as specified by the Control of Substances Hazardous to 
Health Regulations (COSHH). 

Contact 

If you would like to discuss anything in this privacy notice, please contact the Data Protection Officer. 
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APPENDIX 3 - PRIVACY NOTICE FOR TRUSTEES 
The categories of Trustee information that we collect, hold and share include: 

 Personal information (such as name, address, phone numbers) 

 Characteristics (such as nationality) 

 Results of DBS checks 

 Bank details 

Why we collect and use the information 

 To carry out our duties as a charity and for the safety of all the children 

 To allow expenses to be paid 

Collecting Trustee information 

Whilst some of the data you provide to us is mandatory, some of it may be 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. 

Who we share Trustee data with 

We routinely share information with: 

 The Charity Commission 

 DBS checking service 

 OFSTED 
These are shared in order to be able to comply with laws. 

Requesting access to your personal data 

Under data protection legislation, parents and pupils have the right to request access to information about 
them that we hold.  To make a request for your personal information, or be given access to your child’s 
educational record, please contact the Senior Setting Leader. 

You also have the right, subject to some limitations 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 to decisions being taken by automated means 

 In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed 

 Claim compensation for damage caused by a 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/ 

Data Retention 

Personnel details and results of DBS checks should be destroyed when the Trustee leaves their post. 

Any accident records when a Trustee is helping in a setting, are required by law to be kept for three years after 
the record was made.  This is extended to 40 years for accident and medical records as specified by the Control 
of Substances Hazardous to Health Regulations (COSHH). 

Contact 

If you would like to discuss anything in this privacy notice, please contact the Data Protection Officer. 

https://ico.org.uk/concerns/

